
The CCCC Board recognized the need for a comprehensive review and revision of the college's policies
and procedures. Staff is now presenting each policy section to the Board of Trustees for approval.

During the August Board meeting, the Board of Trustees approved the Human Resources section of
the policies outlined below. These policies, effective January 1, 2025, will undergo formatting
adjustments before their final posting.

Once finalized, the governance and operational structure will consist of three distinct levels:

● Policies: These are high-level directives that guide the overall direction and functioning of the
college. Policies are foundational and typically address broad issues such as academic standards,
student conduct, and institutional ethics. Due to their significant impact on the college
community, policies require approval from the Board of Trustees. This ensures that they align
with the college's mission, legal requirements, and long-term goals.

● Procedures: These are the detailed steps and guidelines that outline how the policies should be
implemented. Procedures translate the broad intentions of policies into actionable plans. At
CCCC, procedures are usually developed and approved by the President's Council. This level of
approval ensures that procedures are practical, consistent across the institution, and aligned with
the strategic objectives set by the Board.

● Standard Operating Processes (SOPs): SOPs are the specific, day-to-day instructions that guide
routine tasks within individual departments. Unlike policies and procedures, SOPs are more
focused on operational efficiency and are tailored to the unique needs of each department. These
are typically approved at the departmental level, allowing for flexibility and adaptability to meet
specific operational needs while still adhering to the overarching policies and procedures of the
college.

The President's Council will work closely with the relevant departments over the coming months to
develop and finalize comprehensive procedures and SOPs for the Human Resources section. Our goal is
to ensure these are fully ready by the January 1, 2025 implementation date. Below, we have highlighted
key elements of the approved Human Resources policies, along with links to the full documents for your
reference.

3.1.3 - Employment Classifications

This section formalizes the language the college already employs in its hiring and employment practices.
Additionally, it introduces a new provision on permanent part-time employment, a category that, while
previously unused by the college, is recognized within state guidelines. The definition of a probationary
employee has also been extended from ninety (90) days to one (1) year, reflective of OSHR policy.
Probationary status will not apply to an employee who is promoted to a new position outside of the formal
selection process.

3.2.4 - Annual Leave

The Board has approved a change to CCCC's annual leave policy. Permanent employees will now accrue
annual leave at a rate of 13.33 hours per month for those with less than 15 years of total state service and



17.33 hours per month for those with 15 years or more. Reduced hours full-time and permanent part-time
employees will earn annual leave on a pro-rata basis, depending on their work hours. Temporary part-time
employees are not eligible for annual leave under this policy.

3.2.14 - Community Service Leave

This policy allows full-time and part-time permanent employees to earn up to 24 hours of leave per
calendar year for volunteer activities in schools, nonprofit organizations, state agencies, or public
universities and community colleges. The policy defines community service as volunteer work that
supports North Carolina citizens, with specific examples provided. Employees must obtain supervisor
approval to use this leave during regular work hours, and unused leave does not carry over to the next
year.

3.2.16 - Bereavement Leave

Full-time employees are entitled to three days of bereavement leave for the death of an
immediate family member, including partners, parents, children, in-home dependents, siblings,
grandparents, grandchildren, and all step, half, and in-law relations. Any additional leave beyond
these three days must be taken from annual leave, sick leave, or leave without pay. Bereavement
leave must be used within one year, cannot be accumulated, transferred, or converted to cash
upon separation.

3.2.19 - Paid Parental Leave

This temporary policy was made permanent. As a reminder, upon a qualifying event, this policy entitles
all full-time employees to eight weeks of paid parental leave for a birthing parent and four weeks for
non-birthing parents. Reduced hours full-time and part-time employees are entitled to this leave on a
pro-rata basis.

3.4.7 - Flexible Work Arrangements

This policy outlines the structure and procedures for implementing flexible work schedules and locations.
The policy covers both short-term and long-term adjustments, such as time-shifting work hours and
teleworking from alternative locations. Approval for FWAs depends on meeting the college's operational
needs, and arrangements are not guaranteed; they can be modified or revoked at the college's discretion.
Core work hours must be maintained, and supervisors are responsible for ensuring adequate coverage.
The policy includes specific guidelines for approval processes, duty stations, travel expectations, and
security requirements. All FWAs must comply with college policies, and existing arrangements must be
reviewed under the new guidelines.

3.1.1 – Equal Employment Opportunity
3.1.2 – Employment
3.1.3 – Employment Classifications and Working Hours
3.1.4 – Compensatory Time
3.1.5 – Re-employment of Retired Persons
3.1.6 – Employment of Relatives
3.1.7 – Salary Plan
3.1.8 - Professional Development

https://docs.google.com/document/d/14xRNhfR-myEGR1icNz7_6xRmMv5KvYJ0/edit?usp=drive_link&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/14wfFqPHqQvP-MorWdvtW5xCeoZwE5Rl4/edit?usp=drive_link&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/14cSncihmKUI18etFa1M3z7mSIMJBX-eu/edit?usp=drive_link&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/14__1XlkyM-COodHzDV70lEez4yimO8OJ/edit?usp=drive_link&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/14Y3uGJrWwM4ja1Ml-SQRycDrO993aDYl/edit?usp=drive_link&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/14XDAlUco8I6GP-Zqbmw5xLxjuvqyPG4T/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/14QQ8-7cyd4GB3rKyK_8q6-oOQtdCY52I/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/14QHYpZs_MObNHDWv05NzqQxSOEAEyOlf/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true


3.1.9 – President – Hiring and Duties
3.2.1 – Benefits
3.2.2 – Longevity Pay
3.2.3 – Employee Tuition Support Programs
3.2.4 – Leave
3.2.5 – Sick Leave
3.2.6 – Annual Leave
3.2.7 – Educational Leave
3.2.8 – Civil Leave
3.2.9 – Workers' Compensation Leave and Benefits
3.2.10 – Bonus Leave
3.2.11 – Adverse Weather/ Emergency Closings
3.2.12 – Voluntary Shared Leave
3.2.13 – FMLA
3.2.14 – Community Service Leave
3.2.15 – Military Leave
3.2.16 – Bereavement Leave
3.2.17 – Leave Without Pay
3.2.18 – Holidays
3.2.19 – Paid Parental Leave
3.2.20 – Personal Observance Leave
3.3.1 – Personnel Files
3.3.2 – Evaluations
3.3.3 – Code of Employee Conduct
3.3.4 – Discipline Action, Suspension, and Dismissal
3.3.5 – Contract Nonrenewal and Resignations
3.3.6 – Right of Appeal
3.3.8 – Grievance
3.3.9 – Reduction in Force/Involuntary Leave without Pay
3.4.2 – Employee Political Activity
3.4.3 – Weapons on Campus
3.4.4 – Alcohol and Drugs on Campus (Supersedes current Temporary Policy - Use of Alcohol at
Special Events)
3.4.5 – Communicable Diseases and Occupational Exposure to Bloodborne Pathogens
3.4.6 – Academic Freedom
3.4.7 – Flexible Work Arrangements
3.4.8 – Secondary Employment
3.4.9 – Service Animals and other Animals on Campus

https://docs.google.com/document/d/14Krpbyr-PYutQ1PFKrNoMh8jWsjI2yK3/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/14zrSzIONwBQturUXcaRWir432-0t2SsL/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/15_d4hRp8P5ej87P6C9ZMqPO8F12Eu79d/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/15iPvOoV8ahoxdBum6uY662_ZTR4DWgZC/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/15d9qaj3o-j7QBTKCuvRpnO2gA59V7wMa/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/166g3l0rBYaHv64xr1wr1bwRDvz3cnox6/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/15zZS1o_lGdBLjO655TBQfIyTKK4EL67k/edit?usp=drive_link&ouid=105215586270638104838&rtpof=true&sd=true
https://docs.google.com/document/d/15zKMCnMwwFC4EjXQpwEplUQgLb0n6ukp/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/15zC37MwP-zxjE1PQlTfJR66kEVPiVQmW/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/15u-LEpr2sEueqK8ODB8nLAsElO-SLq-k/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/159mT2el9NLlTtZkewqCgImhClVAITIGX/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/1597A6g_1CBTl9qexVxiC_6SkKT3z60-e/edit?usp=drive_link&ouid=105215586270638104838&rtpof=true&sd=true
https://docs.google.com/document/d/15-ATv_q-ejGkzWxTmXWZK_KTjZbv1t6n/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/15M1BkeWlbyJHzogZQk20J31nQgrw-dD6/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/15KbjsDQkRCA5uhXAB9s1lUI9yQHTzzV9/edit?usp=drive_link&ouid=105215586270638104838&rtpof=true&sd=true
https://docs.google.com/document/d/15JFG_K-FWdp99TyAChlZln9L41cErloc/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/15Ek6V13DpobeNdEVeEEUHGPHPf6xQGOd/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/15Shwu_4IGmEz5B4b6g4I5rLwDUhRSTTX/edit?usp=drive_link&ouid=105215586270638104838&rtpof=true&sd=true
https://docs.google.com/document/d/15cdCDxrdagVhuPRaGe2g11ZRjDVtlSAl/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/1QBDc2leplc9PTH9D9orRJ8R_5RqXGGj8/edit?usp=drive_link&ouid=105215586270638104838&rtpof=true&sd=true
https://docs.google.com/document/d/15XLp7yfSmruGRqA8Ygr4O1FND5po1jca/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/15rsgag22bIP1jKBbIuQs_NtyjqK6JDwn/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/15mwt9CIpc68ysqDKqIA0Dfxj0gbnHZTj/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/16DYlwmGmCjvAIgnol8hWSqiCraMNyx39/edit?usp=sharing&ouid=111078890850302743454&rtpof=true&sd=true
https://docs.google.com/document/d/1684T6CbL4khs6s7zBWw_ATt07AaaW52f/edit?usp=drive_link&ouid=105215586270638104838&rtpof=true&sd=true
https://docs.google.com/document/d/16UmWmzJvnHrxUHHvq18EX5QvViMLwIhK/edit?usp=drive_link&ouid=105215586270638104838&rtpof=true&sd=true
https://docs.google.com/document/d/16GfxPlGpsya389b_L5ONAOMCzNfcAVj6/edit?usp=drive_link&ouid=105215586270638104838&rtpof=true&sd=true
https://docs.google.com/document/d/177HSMZfGWGLf0nT5UYC-dCT4gOuR1nOc/edit?usp=drive_link&ouid=105215586270638104838&rtpof=true&sd=true
https://docs.google.com/document/d/176C-0Q_gHukAQ36J6nA7VWu0o9GtkAYz/edit?usp=drive_link&ouid=105215586270638104838&rtpof=true&sd=true
https://docs.google.com/document/d/176-el4wKXBo4uUkctEQH60skBD9KwkLn/edit?usp=drive_link&ouid=105215586270638104838&rtpof=true&sd=true
https://docs.google.com/document/d/171XMXkXZGBSSInwGPiH0bzTK3b7dBnIk/edit?usp=drive_link&ouid=105215586270638104838&rtpof=true&sd=true
https://docs.google.com/document/d/1opdzZkpTUlwxMA3WhFV5Hf662fla6yMG/edit?usp=drive_link&ouid=105215586270638104838&rtpof=true&sd=true
https://docs.google.com/document/d/17QMNzRRLFfJgTtnIFOqlnDJr5wa5LALg/edit?usp=drive_link&ouid=105215586270638104838&rtpof=true&sd=true
https://docs.google.com/document/d/17OJ3tMNQdV0FHcig4DjRVFsAWLhHF5tZ/edit?usp=drive_link&ouid=105215586270638104838&rtpof=true&sd=true
https://docs.google.com/document/d/1oo5D9vYZgcxMLhCUUVvR1N_SXNK8fOfz/edit?usp=drive_link&ouid=105215586270638104838&rtpof=true&sd=true
https://docs.google.com/document/d/17IcRGYRRFE3Y9QCT2DJcGfqtAmskpH3i/edit?usp=drive_link&ouid=105215586270638104838&rtpof=true&sd=true
https://docs.google.com/document/d/17I4M966qTUIOk26QsrSM0Hhs5YTgkOYw/edit?usp=drive_link&ouid=105215586270638104838&rtpof=true&sd=true

