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A Message from the Department of Public Safety

On behalf of the Public Safety Department, it is my pleasure to welcome you to
Haywood Community College (HCC). I want to thank you for taking the time to
review our Annual Safety and Security Report.

Our department is committed to providing a safe and secure learning
environment for our faculty, staff, students, and visitors. The following information
is designed to provide you with guidance, answers to common questions, and
help to ensure your safety and security while at HCC.

A truly safe campus can only be achieved through the cooperation of all
individuals on campus. I hope you will use this information to become our
partners in preventing crime. While our officers actively work to control crime,
members ot our campus community can help by always being alert, by taking
notice of details if you ever witness criminal activity and by reporting that
information immediately to our Public Safety staff.

Our goal is to provide a safe learning environment. By working together, we can
achieve that goal. I encourage you to get to know us. If you have questions, by
all means, don’t hesitate to ask or say “hello” to us as you see us on campus.

The College’s latest crime statistics are available to the public. HCC crime stats
are available for review on our website at www.haywood.edu

This document is produced and delivered by the Haywood Community College
Public Safety Leadership Team.

Together we can make a difference.
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Introduction

The Haywood Community College Public Safety Leadership Team prepares this
report in compliance with the Jeanne Clery Disclosure of Campus Security Policy
and Crime Statistic Act (Clery Act). This report is designed to provide you with
important information about your safety and security by providing you with
statistics about crimes that occur on campus. These statistics include crimes
reported to Campus Security Department, Student Services, and crime
information requested from local law enforcement agencies about crimes
committed near our campus and non-campus properties that are reported
directly to other law enforcement agencies.

All reports are taken seriously and are investigated. Action will are taken for all
violations of the Student Code of Conduct.

Timely Warnings

To provide timely notice to the campus community in the event a crime that
may pose a serious or ongoing threat to a member or members of the campus
community, the campus will issue a timely warning and post the warning
through the campus email to all students, staff, and faculty.

The purpose of these timely warnings is to notify the campus community of the
incident and to provide information that may enable community members to
protect themselves from similar incidents. A timely warning will be decided by
case depending on all the facts surrounding a crime, including factors such as
the nature of the crime, the continuing danger or threat of danger to the
campus community, and the possible risk of compromising law enforcement
efforts. Haywood Community College may decide not to issue a timely warning
if the suspect is in custody or other facts indicate that a danger has passed and
it is unlikely to reappear, or the timely warning would likely identify the victim; a
report is not filed, or campus is not notified in a manner that would allow for a
“timely” warning.

Haywood Community College may, in some circumstances, issue a safety
message. When a situation is not an emergency or does not pose an immediate
threat to the campus community, but is of significant interest to campus, the
college may issue an informational message in the form of a Safety Message.
The intent is to make the campus community aware by providing information
about a situation such as a crime or series of crimes that have been committed
off-campus, the potential for inclement weather, flooding, or a major utility
disruption. In these situations, the College communicates by sending a
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campus-wide email message to students, staff, and faculty to keep the campus
community informed. Anyone with information regarding criminal activity or
information that could warrant a timely warning should report the circumstances
to Campus Security immediately by phone at 828.734.5410.

InformaCcist, Emergency and Weather Notifications
Haywood Community College also has an emergency and inclement weather
alert system called “InformaCast,” which is used for communicating inclement
weather alerts and emergency information. In the event of adverse weather,
campus closings, or emergencies, subscribers can receive emails, text
messages, and phone calls.

By default, all HCC students and employees are enrolled in the alert system and
able to receive email notifications to their HCC email address. Text messages
and phone calls are also sent to the primary phone number on file with HCC,
but it is strongly recommended that everyone logs into the system to ensure the
contact informahon is correct.

To do this, please go to HCC’s New Users page and follow the directions under
the HCC Emergency & Weather Alert Notification section.

https://www.haywood.edu/informcition-technology/newusers,php
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Haywood Community College Security Mission Statement
The Mission of the HCC Security Department is to provide a sate educational

environment for faculty, staff, students, and visitors. Certified by the State of

North Carolina Private Protective Service under (pursuant to N.C.G.S. 74C), it is

the duty of HCC’s Security Officers to enforce College Rules, Regulations, and

safety policies: to work closely with local law enforcement to enforce local,

state, and federal laws on campus; and to maintain an open line of

communication with county-wide emergency agencies.

Security Officers are trained first responders in the event of a campus

emergency, including:

• Accidents (motor vehicle and/or personal)

• Fire

• Medical Emergencies

• Civil Disorder

• Natural Disasters

Officers are in constant communication with county-wide emergency agencies.

The Public Safety office is located in the 1500 Hemlock Building Room.

Security Phone: (Cell) 828.734.5410

Email: hcc-secuI!yjLnovwooo.eau

Campus Safety Phone: 826.564.5113

Email: ‘ creerarch y h•c:y.vcoci.UCIL’

As part of our public safety staff, we have School Resource Officers who are

Haywood County Sheriff’s Office Officers also located in the Hemlock Building.

School Resource Officer (Cell): 828.593.8477

Partners in Law Enforcement:

Haywood County Sheriff’s Office 828.452.6666
Clyde Police Department 828.627.2940
Waynesville Police Department 828.456.5363
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2023 Campus Safety and Security Survey
Inslililtion: Hnvwnnd Cnmmunibi [nilsuic

Criminal Offenses- On Campus - - 2021 2022 2023

Told occverence,CnCampus
Morder/Noe-nrgligettnsatslaughtrr 2___.
Manslaughter by Negligence 0

hOpe 0 0 0

fosdl,ng 0 ._2__.
bLess 0 ._2___
Slaburocyr ape 0 0

Rubbery 0

iaoagedassa,ilr 0 0

Rarfaey 0

Motor orb richeR Docuest ir.elcdel heft front ureter edt ce 0 0 0

Asen 0 0 0

CrimInal Offerses• Non Canupsa 2021 2021 2021
rolal occurrences in or on Noncampusbu ildings or property

eoiurdrn/Nos-negligest rsasslaosrbren 0

Mauslataghtee by NegIgesce 0 0 0

Raue 0 0 0

fondling 0 0 0

IncesI 0 0 0

Sraoetroprapc 0 0 0

Robteny 0 0 0

Ageaoarnd a,,au In 0 0 0

Rorllury 0 0

Motor vehiclelireft (Does not inclodelheft from arntotor vehicle 0 0 0

Asset 0 0 0
y,uit -

CrImInal Offenses- Public Property 2021 2021 2021
mgi occurrence, on Public Property

Mordee/Non-nlignnt rnanslaoghtee ° .......2___.
Maer,laughterby Negligence 0

Rage 0 ._i_.
Fondling 0 .__2_. .....J___.
Incest 0 .__S__
Ssaojloryrape °

.__!_..... ....S___.
Robbery 0 ._S.__..
Aggeeveled assallll 0 ._i_.
Ruiglary 0

Motor oehiclelheft (Does not includelheft from amobor vehicle 0 0 0

Aison 0 0 0

______________—

—

Hate Crimes - On Campts
Occurrence, of IfateCRIMES

Cflory of s inn crime enronted In 2022

cehnun ofeese 2t23 Teti Race SeeM iergals. Geeder Geedee *y saM.

mdeftonnnqIigestmeadarrree 0 0 0 0 0 0 0 0 0

MaudaghnerbyNegIigence 0 0 0 0 0 0 0 0 0

Rae. 0 0 0 0 0 0 0 0 0

Fondling 0 0 0 0 0 0 0 0 0

incest 0 0 0 0 0 0 0 0 0

Snalunoey rape 0 0 0 0 0 0 0 0 0

ReAbery 0 0 0 0 0 0 0 0 0

Araeaced assault 0 0 0 0 0 0 0 0 0

Rorglary 0 0 0 0 0 0 0 0 0

Monoevehatlenheft lDoesrotinclodethehfrons anctorneteci. 0 0 0 0 0 0 0 0 0

knee. 0 0 0 0 0 0 0 0 0

S. neele asnaull 0 0 0 0 0 0 0 0 0

taecony-1l.ofh 0 0 0 0 0 0 0 0 0

Intimidation 0 0 0 0 0 0 0 0 0

Degeocti on/darn. e/vundalitns ofpropeeoy 0 0 0 0 0 0 0 0 0

aceM
Hate Crimes - On Campus

Occqrrmr cm of Hate CRIMES
Caiqoeyofeiaseorcri me, reported In 2021

Criminal ofrgnne 2022 Total Race Sesual orientatIon Gender Gender identity Dinbi NaatoneROrfIn

Mnreder/Non-negligenlmanslaughtnr 0 .__L..... 0 °
—

0

Manslaughter by Negligence 0 0 0 0 —

—

0

Rape 0 0 0 0 0

Fondling 0 .2__. 0 .__2___ — —

0

Incest 0 ....S.___. 0 —

—

0

traluloryrope 0 j__ 0 0 0 0 0

Robbery 0 0 0 0
— ._S_. 0

Aggranaled assaoll 0 ._11_. 0 ° 0

Burglary 0 .__L. 0 ° 0

Motor yels.cle theft (Does rot includelhndt from a motor oehicle 0 0 0 0 0 0 0 0 0

Assnn 0 0 0 ° ._2.__. 0

S.mpleoss,o II 0 0 0 0 0 0 0 0 0

cattruy-nhnfn 0 0 0 0 0 0 0 0 0

nt,m datio-r 0 ° ° 0

Desrrrcrrsr-/dantage/calc4.r.ulcenaeely 0 0 0 0 0 0 0 0 0

— — -

Hate Cii men - On Cam pus

Occoer en c of Hate CRIM ES

Catqne y of Bias to r crimes rep net ed in 2020

Crlrred ofense 2021 Total Race Seavi mgteunlon Geeder GeNe, ‘ Netlo.i.

M alder/Non negli g ret macslaughter 0 2__. 0 .2_._... 0

Martlaugltter ha rirg i gen:e 0 ._2_ 0 0 0 0

Rape 0 0 0 0 0 0 0 0 0

Fond rg n 0 0 0 0 0 0 0 0

0 0 0 0 0 0 0 0

Soetrutory r ape 0 0 0 0 0 0 0 0 0



Robbery 0 0 0 0 0 0 0 0 0

yggravated astatalt 0 0 0 0 0 0 0 0 0

Burglary 0 0 0 0 0 0 0 0

Motorvehiclelhelt fooesnotinciudetheftfrotoaoiotorvehicle 0 0 0 0 0 0 0 0 0

float 0 0 0 0 0 0 0 0 0

Simple assault 0 0 0 0 0 0 0 0 0

Larceny-theft 0 0 0 0 0 0 0 0 0

IntimidatIon 0 0 0 0 0 0 0 0 0

Destroclion/damagefvandalismrlproprrty 0 0 0 0 0 0 0 0 0

,- 44: —

Hate Crimea - Non Campus

Ocrn,reemtof31ateCtIMES

Catreoryoleiasfnrc,imesmepomledio 2022

Criminal otto,. 2023 Total Rat. pt Setual arleettation Gender Genderidently !I !1j1 NaUoetaIln

Mutdet/Nnn-nIigmvtman,taughter 0 0 0 0 0 0 0 0 0

MyoJayghteebyraeItgenre 0 0 0 0 0 0 0 0 0

Re 0 0 0 0 0 0 0 0 0

Fandtng 0 0 0 0 0 0 0 0 0

mcmi 0 0 0 0 0 0 0 0 0

Statutory re 0 0 0 0 0 0 0 0 0

Rol* ery 0 0 0 0 0 0 0 0 0

ftgraoaeed assatIr 0 0 0 0 0 0 0 0 0

torgaary 0 0 0 0 0 0 0 0 0

Motor vetoclethe Doe-v no trio tdetFett ‘rare a motor vv0rictr 0 0 0 0 0 0 0 0 0

float 0 0 0 0 0 0 0 0 0

Si metrIc assault 0 0 0 0 0 0 0 0 0

Larceny theft 0 0 0 0 0 0 0 0 0

it’ meat-on 0 0 0 0 0 0 0 0 0

Destrr.trroe/daeeageka-ruatrwrotarorerlc 0 0 0 0 0 0 0 0 0

- a :
Hate Crimes - Non Campus

Octarrtvttes of Hatrctridts
catotyottiasfotctrrenrrprttedrr 2020

cr,laal tgnat 2022 TOtal Pa. Setual ortetstfoe Geeder Geede tdeedty Dlbait jjy Nailoesal Qfdn
MardeejNoa vr grit evav rJaug’rorv 0 0 0 0 0 0 0 0 0

Ma,vlaug’vten ty NqI, gnte 0 0 0 0 0 0 0 0 0

Rape 0 0 0 0 0 0 0 0 0

Eondlin 0 _S___ 0 0 o 0

Incest 0 0 0 0 0 0 0 0 0

Statutory rape 0 0 0 0 0 0 0 0 0

Robbery 0 0 0 0 0 0 0 0 0

Aggravated assaolt 0 0 0 0 0 0 0 0 0

Burglary 0 0 0 0 0 0 0 t 0

Matorvehicletheft lures too rntclrjdethrft torn a motor vehicle 0 0 0 0 0 0 0 0 0

Noon 0 0 0 0 0 0 0 0 0

Simpteassau It 0 0 0 0 0 0 0 0 0

Larceny-theft 0 0 0 0 0 0 0 0

tntittridatran 0 0 0 0 0 0 0 0 0

Destroction/damap/yardalismr(proprtty 0 0 0 0 0 0 0 0 0

-
Hale Colmes - Non Campus

Otturre.icesofHateCRtM5

CatoryofBlasforcrtmesreportedin 2020

Crtmlneloffenae lOZlThtal Rags Sexualorlentailon Gender Genderidefllt Dinbttily Ethnicity NatlonalOIfWn

Morder/Non-ttligentmanstaoghter 0 0 0 0 0 0 0 0 0

Manstaoghterbyte0trgence 0 0 0 0 0 0 0 0 0

Rape 0 0 0 0 0 0 0 0 0

Frndlitg 0 0 0 0 0 0 0 0 0

Incest 0 0 0 0 0 0 0 0 0

Statutory rape 0 0 0 0 0 0 0 0 0

Rrbhety 0 0 0 0 0 0 0 0 0

Aggraeated assaale 0 0 0 0 0 0 0 0 0

Barglaty 0 0 0 0 0 0 0 0 0

Motor oehicletheft lore’ tot irctodethttt from a motor vehicle 0 0 0 0 0 0 0 0 0

Noon 0 0 0 0 0 0 0 0 0

Sinvpteassaatt 0 0 0 0 0 0 0 0 0

Latcet ytheft 0 0 0 0 0 0 0 0 0

Intimidotiot 0 0 0 0 0 0 0 0 0

DstrartioIsJdateteefoatdarismttptrpettr 0 0 0 0 0 0 0 0 0

Hate Crimes - Pdtiic Ptty

0 con cm ad H ate CR Fs5

•Cattyory ad Siae for crimes roeted 2022

Crinoiaat olfee. 2023 Total Rage Rfldoe knOt oraaloe Geader Geeder Ideetity toeeiQ

Mrver.ortnqlige,ttnatttat4tter 0 0 0 0 0 0 0 0 0

Mat atgl-rabyNegligatte 0 0 0 0 0 0 0

Rare 0 0 0 0 0 0 0 0 0

rorci, ig 0 0 0 0 0 0 0 0 0

rcest 0 0 0 0 0 0 0 0 0

otatototy tape 0 0 0 0 0 0 0 0

Robbery 0 0 0 0 0 0 0 0 0

Aggtavatedassaall 0 0 0 0 0 0 0 0 0

Buglary 0 0 0 0 0 0 0 0

Motttcetrjeth loom tot includetbeft froro a motor nehade 0 0 0 0 0 0 0 0 0

foyer 0 0 0 0 0 0 0 0 0

S mp:e a,sadt 0 0 0 0 0 0 0 0 0

[attmy-rhe.ft 0 0 0_ 0 0 0 0 0 0

lrtrmtdatios 0 0 0 0 0 0 0 0 0

Desttact-tcrjdnetefewvdelimm otpropevly 0 0 0 0 0 0 0 0 0

-
— — a - a

Note Cofflies. Pat& fttpfl
Otturra, ceo at Hate CRIMES
Cateeoryofeiavforcrlmarwo,taitn 2021

Criminal oWen,. 2022 Total Race Rettalon Setud qofentatlo.t Gender G.grderld.nity flIublly Ettinicity NunaIGIdn
MurderJ000-neglig.ettmantiaughter 0 0 0 0 0 0 0 0 0



Manslaoghterbyldegligence a a a a a a a

Rape 0 a a a a a a a a
Fondling 0 0 a a a a a a a

Inced a a a a a a a a a

Stalutaryrape a a a a a a t a a
Robbery a a a a a a t a
iggraval ed assavlt a a a a 0 0

Burglary a a a a a a a a a
Mator vehiclethdt Dananat ,ncludethdt Wan, a malarvehicle a a a a a a a a a

s0n a a a a a a a a a

Sinpicassault a a a a a a a 0 0

ta,000flhROt a a a a a a a

Inlinidalian a a a a a a a 0 0
Desururtionjdamagrjrandaliso,afiopeuty a a U a a a a a

- . ______

Mete Dimes - PiablIr Propeity

Ocnir,e.caoIl4aOeCRS&3

Cato.y o4 Bias lot cune rqsorted lii 2020

01. In. off... 2021 Total e snej ciii r*silo. 6eri& Gender IdentIty Disability tostlond Gui,

ftrdee/0n-nerI..mr mannletune a a a a a a a a a

Masdghia by liffliceorce 0 0 0 a a a a a a
Re 0 0 0 00 a a a a
Fandli, a 1 a a n a a

Itct 0 a a a a a a a
snanatacyr a a a a o a a

Rabbena 0 a a a a a

Aggraranedassauli a a a 00 o a a a
Biirgly a W• 0 0 0 a a

Matareet’iclrtbduloannaolncliethehfrooramotornddde 0 0 a 0 0 a a a a
Nuotr a a a a a a a

Simple nsa aIr 0 a a a o a

taicenyiheti a a a a a a o a a
lni,midutios a a a a a a a a

bed cacti on/danage/eanda%anr 04 property - a a a a a a a a a

—

VAWA Off...., - On Crers
Total accoranweron aoaias

Crime 2021 2022 2023
OaeTresnicViolnaree 1 0 a
Dating violence a a
Stalking a a a

P.:a
VAWA Offenses - Plan Camps

Total occurefice, In or air Noncampui buildingi arpeopedy

flume 2021 2022
Oomt.nicvialttice a a — a
Datingvioleerce a a a
Stalking a a a

VAWA Offenses - Public P,t,
Total accurencer an PublIc Property
CrIme 2021 IOU 2023
Dameiticvialence a a a

t:r° : L

—

Arrest - On cempa

Crime 2021 5T
Weapons carrying. poanesslog. etc. 0 0 0
Drugabaseuiolaaions a a a
Liquor lawtsalaiion (banana includedrunkeonesnor Dull a a to

-.‘Jt-.-:. - S
Arrest - Ploncampe

crIme 2021 lOU 2023
Weapnn. carrying. possessing. etc. a a a
Drugabusetiolations a a a
Liquor Iawvlolatlon (bonn nat i ncludrdrunkennn,nar Dull U t 0zn.

Arrest - Piak Rty
obne 2021 2012 2023
Weoeit. cartaint po,nei,ing. etc. a a 0
D.sugabusestdatioen a a 0
Liquoelawtiolatian(Ooeinotiierludedeur*ennessarOul( a a 0

—

Dtsdwy Aoie - On cwnpe
Nwrs&rof persona r.ferredforolsdpllreiyActlon

algae 2021 lOU 2023
Weoars: crying. ponuesning etc. a a a
Drugabusernalarians a a a
Liquor laweiolauion (Ut., natlelcludedru nkennessor Dul( 0 a 0

—.

Dbdpbwy Acuam -

Niznberafper.aro ref.rredtorolndpl(naIyAcalon

Cr1.e 2021 2022 2023
Weapons cary.tg. pas esning. ear. a 0 0
Drotaaucearolatsans 0 a 0
Liqote lawsoaal ne Doe, not includedrunkeornessar Dull 0 a

a-. --

06J*..r Actions- PttIc PRoperty
Ntanber of peraoai referred for Dlacipltneq’Action

CrIme 1021 2022 2023
Weapa na eareying.po,nesstngnac. a a a
Orugabianevialation, a a I
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Haywood Community College
Building Information

Building Name

Administrative

Library, Cafe, Instruction

General Education

Haywood Early College

Marketing

Health & Human Services

Trades

Horticulture

Quilting & Upholstery

Student Services

Au tom o t v e

Cosmetology

Natural Resources/Welding

Campus Services

Regional Center for the
Advancement of Children

Health & Human Services

Creative Arts

Burn Building

Public Servces Iraning Facility

Regional High Tech Center

Regional Business Advancement Center

West Waynesville Annex

125 Sawmill DHve Clyde, NC 28721

105 College Drve Clyde, NC 28721

186 Armory Drive Clyde, NC 28721

186 Armory DHve Clyde, NC 28721

112 Industrial Park Drive Waynesville, NC 28786

144 Industrial Park Drive Waynesville, NC 28786

23 Hendrix Street Waynesville, NC 28786

Building #

100

200

300

400

800

900

1000

1100

1400

1500

1600

3200

3300

3500

4000

6000

7000

8000

9000

3000

5000

3400

Tree

Balsam

Alder

Hickory

Dogwood

Buckeye

Poplar

B rc h

Will ow

Oak

Hemlock

P;ne

Chestnut

Walnut

Hawthorn

Silverbell

Juniper

Sycamore

Physical Address

210 College Drive Clyde, NC 27821

160 College Drive Clyde, NC 28721

108 College Drive Clyde, NC 28721

34 College Drive Clyde, NC 28721

75 Sawmill Drive Clyde, NC 28721

100 Sawmill Drive CLyde, NC 28721

100 Vocational Drive Clyde, NC 28721

30 Millhouse Drive Clyde, NC 28721

80 Sawmill Drive Clyde, NC 28721

185 Freedlander Drive Clyde, NC 278721

260 Vocational Drive Clyde, NC 28721

266 Freedlander Drive CLyde, NC 28721

150 Vocational Drive Clyde, NC 28721

89 Vocational Drive, NC 28721

235 Freedlander Drive Clyde, NC 28721

I CAMPUS Safety
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0

N

1 Balsam Administrative Building
2 Alder Librory!Cafe!lnstructian Building
3 Hickory General Education Building
4 Do>;, I Haywoed Early College
5 B’:cks’ye Print Shop
6 Poplar Health & Human Services Building
7 Birch Trades Building
8 Willow Horticulture Building
9 Oak] Quilting & Upholstery
10 Hemlock ] Student Services
11 Pine ] Automotive

12 Ironwuod J.M, West, Jr. Center Home

of the HCC Lum6erjocks

13 Chestnut I Cosmetology
14 Walnut Noturul Resources! Welding
15 Hawthorn] Campus Services Building
16 Silverbell ] RCAC
17 Sycanlora ] Creative Arts Building
18 P5W: Burn Building
19 Pu6lic Service Training Facility
20 Reseorch Demonstration House
21 Armory

• ENTRANCE
•

i WAL’KiraG TRAiL

- EMEOCE’ICV C4LL 505

GARDEt.

AT’-ILET,C FL EL)

BiRD BZSER: V G4R)EN

“5 DiSC GOLF couns STARTS

8uiIdngs Located Off Campus:

3000 RHTC: Regional High Tech Center
3400 West Woynesvslle Building:

HCC West Woynesville Annex
5000 Small Business Center: Regional

Business Advancement Center

JONES COVt PD.
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Emergency Call Boxes: HCC has solar-powered emergency call boxes (pole
mounted with blue lights) in the following locations:

• Creative Art Building (7000 Building) Outside upper and lower Entrances

HCC Security Services:

• Key Extraction

• Jump Starts

• Minor Repairs

• Campus Escort to vehicles, upon request

Other Services:

• Manage Traffic Flow

• Address minor maintenance issues (utility outages, etc. and notify the proper
authorities

• Respond to public safety issues

None of us are invincible.

Risks, crime, and personal injury are threats we all face in daily living. But we can
keep ourselves and others safe by using our heads and being aware of our

surroundings. Safety is not just the responsibility of security officers or

administration; everyone has a role to play. We hope this guide provides you
with the tools needed to deal with these scenarios effectively.

Report ItI

When reporting an incident to authorities, remember to provide the following

pertinent information:

*Who? *What? *When? *Where? *Why? *How?

While on college premises, all persons are expected and required to comply

with federal, state, and local laws and ordinances, as well as College policies
governing conduct. Persons in violation of these standards will be subject to

action deemed appropriate by the responsible authority.

((up is Security K Rtirt F-Ia:cud (Thuini tiiiiiv Cuticie
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HOC employees and students participating in off-campus (college-sponsored)

activities must report criminal incidents to the local law enforcement agency
having jurisdiction, and inform Campus Security as soon as possible after the

incident. Violations of the HOC Student Code of Conduct must also be reported.

Known or suspected violations of federal and state laws and other emergencies

should be reported to Campus Security. Campus Security supports the Vice

President of Student Services in the enforcement and investigation of violations

of the HOC Student Code of Conduct as outlined in the HCC Catalog &

Handbook. HOC students agree to abide by this policy upon enrollment at the

College.

When describing an incident:

• Stay objective

• Keep things in order

• Give your location

When describing a person:

• Note features, i.e., hair color, height, facial structure, build, etc. rather than

solely focusing on clothes which can be changed quickly.

• Describe distinctive characteristics, such as tattoos, birthmarks, or scars.

When describing on object:

• Note of the basics: size, color, and shape.

• Jot down any other identifying characteristics; a license number, a

distinguishing smell, or any other attributes that may be used to identify the
object.

“Little things” can cause big problems. When in doubt, report them.
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Bomb / Terror Threats

These dangers can come in a variety of shapes and forms. Know how to keep

yourself and others safe.

• Listen carefully and follow the directions given by Security, Law Enforcement,

or college employees.

• Try not to panic or assume the worst.

• Take drills seriously and encourage those around you to do the same.

• Don’t Delay. Many disasters have been averted because an individual took

the time to report something out of the ordinary.

• Don’t “Joke” about a bomb threat. Doing so can cause panic, waste valuable

resources, threaten your academic future, and/or get you a fast-pass to the

police department.

Natural Disasters

Catastrophic events, such as tornados, hurricanes, and flooding, can leave

behind varying degrees of disarray. Take natural disaster response seriously by:

• Following evacuation procedures quickly and completely.

• Comply with the directions given by trained personnel.

• Be proactive. Learn what to do in an emergency beforehand.

Cyberspace

Cyberspace is not necessarily a safe space, despite the perceived anonymity.

An increasing number of technology-based threats are present in today’s world.

Don’t get caught up in the web. Stay informed and take the proper precautions

to maintain your safety.

Identity Theft

Don’t give your Social Security number to unknown individuals. This information

can be used to obtain sensitive, personally-identifying information, including

credit reports, account information, etc. Identity theft is hard to overcome, often

involving years of tracking, damage control, and re-establishing damaged

credit ratings. Don’t risk it!

‘port IIi’o,d C ,,,n:.Iluni[v c’Icgc



2024

Keep Your Stuff Safe!

• Don’t leave your personal belongings unattended anywhere at any time.

• Always lock your vehicle, and if you are going to leave personal belongings

inside your vehicle, don’t leave them in plain view.

Hate I Bias-related Incidents

Notify Security if someone threatens you or someone else based on race,
religion, gender, sexual orientation, or other characteristics. No one needs to

tolerate fear or intimidation.

The Dos and Don’ts of a Crisis

• If a classmate seems ill, intoxicated or drugged, get Help Immediatelyl Don’t

worry about getting them “in trouble,” their safety and well-being must be your

main concern.

• Stay calm in a crisis. Quick, clear thinking can make all the difference in a bad

situation.

• Don’t interfere with the efforts of medical or emergency personnel. They have

been trained to deal with emergencies. Stay out of their way.

• If someone is bleeding, apply pressure, and ask someone to get help.

• Don’t transport a friend to the hospital. You may do more harm than good by

moving someone without having medical training.

• Don’t play Hero by stepping into a dangerous situation. You may get hurt,

creating a more difficult scenario. Get Help.

Know What to Do

• Be prepared.

• Know the ins and outs of your campus

• Know the locations of emergency phones and call boxes.

• Memorize Security’s contact numbers (save time every second countsl)

• Know where fire alarm pull boxes, fire extinguishers, and first aid kits are

located at in all the buildings you frequent.
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Fire Extinguishers: Understand the different types and how to use them.

Fire Alarms: Know where they are on campus, Sound them immediately when a

fire is found.

Quick action save lives.

Fire Exits: Know where all the fire exits are in your buildings.

Stalkers: If someone is stalking you, report it to Security and local Law

Enforcement agencies. A restraining order or some other action may be taken

to keep you safe. And it makes them aware of the situation and gives them and

you back some of the control of the situation.

Obscene Phone Calls: Dont engage an unknown caller in conversation or give

out any personal information. Keep a record of when the calls are received and

what was stated. Save any messages that you receive. And turn everything over

to the proper authorities.

Walking Around: Don’t walk alone, especially after dark ask for a Security escort

or use the Buddy System. And stay on populated well-lit paths.

Being Followed: If you think you are being followed, head toward people, lights,

or buildings.

The Element of Surprise: Make it tough for someone to take you by surprise, don’t

let anything distract you or interfere with your vision or hearing.
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Parking Decals must be displayed in all vehicles parked on

Haywood Community College’s property

Citations will be issued tor the following violations:

Occupying more than one parking space Not displaying a current decal

Parking in the lane of traffic Blocking building entrances

Obstructing sidewalk Double parking

Parking in restricted lot or zone Parking in reserved space

Parking on grass Parking within 15 feet of a fire
hydrant

Parking against the flow of traffic Protruding into a lane of traffic

Parking in visitor or handicapped space Parking on shoulder or road

Blocking loading zone

Parking lots are designated by signs, and individual spaces are color-coded:

White outlined spaces = Student / Open

Purple outlined space HEC (Haywood Early College) Only

Yellow outlined spaces = Faculty / Staff

Blue outlined spaces = Handicap

Handicap spaces are marked with D.O.T. approved signs and are enforced by

Law Enforcement as well as Haywood Community College Security.

A state handicapped parking violation issued by our Campus SRO can cost up

to $250.00 and requires a court appearance.

Once an individual receives ten parking violations, security can charge the
individual and take them to the Vice President of Student Success Services for

discipline.

Parking decals clearly display the expiration date.

All state and local laws pertaining to traffic apply on all of Haywood Community

College’s property and will be enforced. The campus-wide speed limit is 20

MPH and no more than 10 MPH in the campus’ parking lots.

(:Ifl,s S ectirtv < S.iietv Report Hay no d Coinmuoiv CoHege



2024

Parking Safety

-Never hesitate to call Security for an escort.

-Always keep your car locked, whether you are in it or not.

-Ensure the windows are closed.

-Make a note of where you have parked.

-Park near a light, if possible, close to your building.

Alcohol and Other Drugs

The majority of safety-related incidents, from sexual assaults to fires to injuries,

occur when students are under the influence. You are more likely to fake unwise

risks when your inhibitions are lowered, and your judgment is impaired, If you are

going to drink Never leave a drink unattended, especially when you are at a

bar or a party, Never drink from common sources like punch bowls, and never

accept drinks from strangers cause there may be more in your drink then the

ingredients you expect such as GHB, Rohypnol (Roofies), or Ketamine (Special K)

otherwise known as Date Rape Drugs they are odorless and tasteless which

make it easy for someone to add it to your drink and you not realize it. And while

the impact is a lot worse than a hangover it, puts you into a sedated state which

makes you lose inhibitions, succumb to drowsiness, slur your speech, and you
forget everything that happens. You can put you in that state for four to six

hours. A lot can happen in that amount of timel

Impaired Driving

One drive with or as an impaired driver can alter your life forever. You know this

stuff say “NO” and don’t feel bullied into accepting a ride with someone who

doesn’t have your best interests at heart. And, if you have had too much, don’t

get behind the wheel. Don’t even think about it.

Haywood Community College promotes a drug and alcohol-free environment

and supports this nationwide movement. Haywood Community College is

committed to maintaining such an environment for all employees and students.
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Sexual Misconduct

Haywood Community College strongly supports local, state, and federal Cows

concerning sexual assault and sexual harassment. Any violation or complaint

should be made immediately to Campus Security, Human Recourses, or the

Vice President of Student Success Services. Victims are entitled to all services of

HCC and available county services. Crime statistics are gathered from Campus

Security logs and incident documentation.

Registered Sex Offenders:

Pursuant to North Carolina General Statute 14-208, individuals who have

reportable convictions for any sex offense are required to maintain a registration

with the sheriff of the county in which they reside. Any nonresident with such a
conviction who works or attends school in North Carolina is required to maintain

a registration with the sheriff in the county in which that individual works or is a

student. Additionally, the North Carolina Division of Criminal Statistics is

responsible for compiling and keeping current a central statewide sex offender

registry. Specific information as set forth in General Statute 14-208.10 is public

record and is made available for public inspection. The Division of Criminal

Statistics provides free public access to automated data from the statewide

registry, including photographs provided by the registering sheriffs, via the

Internet. The public can access the statewide registry to view individual

registration record, a part of the statewide registry, or the entire statewide

registry. The Division may also provide copies of registry information to the public

upon written request and may charge a reasonable fee for duplicating costs

and mailing cost. The North Carolina Sex Offender Registry website may be

accessed at the following link: North Carolina Offender Registry (ncsbi,gov)

htlps://sexofferider.ncsbi.gov/.

Crime Prevention and Awareness is addressed at Student Orientation, Student

Events and safety newsletters are available throughout the year.

Faculty, staff, and students must recognize that they must take individual steps

to protect themselves from becoming a victim of a crime and work together as

a campus community in the prevention of crime and promotion of security.
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Mental and/or Physical Abuse — “Bullying”

In order to provide a safe learning environment for students, HCC forbids any

type of mental and/or physical abuse, ‘bullying.”

Abuse is the willful, conscious intent to hurt, threaten, intimidate, or embarrass
another individual. It is behavior that is repeated, intentional, and has an

imbalance of power.

Examples include, but are not limited to:

Punching, Tripping, Kicking, Spitting upon, Using abusive language, including

name-calling, racial and homophobic name-calling, Threatening, Sexual
harassment, Ridiculing, Unwanted Teasing, Treating another unfairly,

Spreading rumors, including using social media, texts, etc., Destroying

property, Graffiti, Exclusion, Unwanted physical contact.

Students who are abused or witness abuse, are strongly encouraged to report it

to the Vice President of Student Services, who is located in Student Service in the
1500 Building or Campus Security.

Students may also speak with the counselor at (Student Services).
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Access to Haywood Community College facilities is open to students and the
general public

Monday-Friday 6:00 am. - midnight

Saturday 8:00 a.m. - 8:00 pm.

Sunday 8:OOam-8:OOpm.

Haywood Community College’s Emergency Response Plan can be found on the

College’s website, www.haywood.edu.

It is also an attachment to this report. All college policies can also be found on

the website.

Security & Safety Surveys

Haywood Community Colleges primary goal is compus safety and security.

Members of the Campus Safety & Security Department regularly conduct

Campus Security & Safety Surveys. These surveys look at lighting, landscape,

locks, steps, walkways, roadways, etc. for any safety or security concerns. We

encourage the campus community to report any safety or security about the

campus climate to the Office of Campus Safety 828.564.5113

mpreenarch@haywood.edu.

Annual Fire Safety Policy

Haywood Community College does not have any residence facilities. Therefore,

the college is not required by the Campus Safety and Security Reporting Act to

maintain a fire report.

Fire Drills are performed monthly.

Missing Student Policy

Haywood Community College does not have any residence facilities. Therefore,

the college is not required by the Campus Safety and Security Reporting Act to

maintain a missing student policy.
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Daily Crime Log

The HCC Campus Security Office maintains a daily crime log to record criminal

incidents and alleged criminal incidents that are reported. The log contains
reported incidents from he last 60 days. This log can be viewed at the Office of

Campus Security located in the Hemlock building.

Sources of Crime Statistics

Campus crime, arrests, and referral statistics include those reported to HCC
Security Department and Office of the Vise President of Student Services. HCC

also request statistics for crimes reported directly to Haywood County Sheriff’s

Office.

The following are some of Haywood Community College’s Policies and
Procedures a complete list and description of all Policies and Procedures can be
found at the following link: Policies and Procedures (haywood.edu)
https://www.hoywood .edu/about-hcc/policies-and-procedures.php.
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llAN’\OOf) ADMISTRATIVE Policy 21.1
COMMUNITY COLLEGE VISITORS AND MINORS ON CAMPUS

The College welcomes visitors to campus. AH visitors must comply with the Colleges policies
and procedures. Additionally, iii the interest of safet . and to minimize disruption to classes and
operations, all visitors shall adhere to the following rules:

Visitors

A, Al visitors to instntctional areas must have the instructor’s prior approval. Visitors
unfamiliar with the campus should report to Student Services.

B, All visitors to laboratories, shops, or other potentially hazardous areas must he
eseortcd by a College employee, and adhere to all safety guidelines for that area.

El. Minor Children

A. Minor children (non-student) are defined as children under the age of eighteen (18).

B Students and College employees are encouraged to make child care arrangements
to reduce interruption of the educational process and avoid possible injury to a
minor. Supervisors are responsible and accountable for ensuring that minor
children on campus adhere to College poltcies and procedures. Should employees
require time to resolve their childeare siiuation. they are required to leave work and
use the appropnate’leave.

C’. Minor children are allowed in offices on (he campus for short. occasional
visitations, when accompanied by a responsible adult.

D. Minor children are not allowed on campus when the child has a contagious
condition or is too ill to be sent Eo the regular childcare location or school. Minor
children may not enter shops, labs or other hazards areas.

Ill. Removal from Campus

To ensure a safe and secure campus environment, the President, his/her designees and
senior administrators (Vice Presidents) have the authority to dismiss a person from campus.
Legal action flit trespassing may be taken if the person does not comply.

Adopted: 11-07-20 7
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HAY WOOD ADMINISTRATIVE Procedure
COMMUNITY COLlEGE REMOVING STUDENTS FROM CLASS 2.1.1.1

When it becomes necessary to noti’ a student in a class, which is in session, that the student needs
to address some immediate issue (the following procedure should be used).

Issues Not Related to Safety, Security, Conduct, Legal Matters, or Emergencies
Ihe party seeking the student should go to the departmental assistants office in the department
or program to find out what class the student is attending and to describe the nature of their
business with the student. The departmental assistant wiN notify HCC Security if the party
seeking the student is not associated with the College in order to ensure the safety of those on
campus. The departmental assistant and;or HCC Securtty will escort the responsible party to
the classroom, politely knock on the door, call the instructor into the hail and tell the instructor
that the student needs to he excused from the class to deal with an issue. The instructor shouW
call the student out of class and tell him/her that s/he needs to address the issue.

II. Issues Related to Safety, Security, Conduct, Legal Matters, or Emergencies
If there is an issue related to safety, security, conduct, legal matter, or emergency which requires
one or more student’s attention, I-ICC Security, the School Resource Officer (SRO), or a member
of College Administration may remove the student(s) from class as needed. Every effort should
be made not to embarrass the individuals involved and to minimize any interruption or
disruption to the class. Once the individual is removed they should be escorted by 11CC Security
and!or the College Administrator to a prtvate locatton where they can be interviewed (for safety,
security, or conduct investigative purposes) or informed of the issues;information (if a legal
matter or emergency requires their attentionI The student will be allowed to return to class
unless a member of 1IC’C Security or College Admintstration instructs othenvise.

Should a student be trespassed from campus. they will he issued a Trespass Notice by a member
of HCC Security, College Administration, or the SRO. The notice will inform the student how
long the trespass is in effect for, and the circumstances for their return. The initial expiration
date of the Trespass Notice shall be at the party’s discretion, but may be modified by College
Administration at any Lime. If the expiration date is modified, the student will be notified in
writing.

Adopted: 1114-2017

Revised: 12-ll-20l9
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ADMINISTRATIVE 1
CONI1LLI:SI

CAMPUS SAFETY AND EMERGENCY Policy 2.1.2

PLANNING

Fhe safety of’ the College’s employees, students and visitors is of the uprnost importance. To that

end, the Board of Trustees hereby authorizes Ihe President to develop campus sa l’ely and
emergency plans to deal with sat1v and/or other emergency situations thai could arise at the

Co liege

Adopted: 11-07-2017
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ADMINISTRATIVE

COMMUNY COLLEGE
- Procedure

In the event of an emergency on the campus of Haywood Community College, pre
determined plans and procedures for orderly and expeditious campus evacuation, lock
down, or seek shelter and rapid communications shall be executed. The proper execution
of these plans and procedures can materially assist in the protection of property and, most
importantly, the saving of lives.

Haywood Community College’s Emergency Response Plan has established procedures
and plans of action to enable the faculty, staff and students to respond appropriately
during emergency situations. The latest update of the HCC Emergency Response Plan
can be viewed and/or downloaded from: nips:
sectiiitv-resources

Emergency Response Needs Related to a Disability:

Students
Any student who feels he/she will need external support during an emergency, or during
campus emergency drills, due to an area of disability or impairnwnt, is encouraged to
communicate with the Director of Student Wellness in order to develop a Safety Plan.
Please refer to Haywood Community College’s Emergency Response Plan for hirther
explanation.

Faculty/Staff

Any member of HCC faculty or staff who feels he/she will need external support during
an emergency, or during campus emergency drills, due to an area of disability or
impairment, is encouraged to communicate with the Director of Human Resources in
order to develop a Safety Plan. Please refer to Haywood Community College’s
Emergency Response Plan for further explanation.

Adopted: 11-14-2017

Page 1 of 1



ADMINISTRATIVE
hAY WOOF) HAZARD COINIUNICATJON Policy 21

COMMUNITY COLLEGE PROGRAM/CIIEMICAI. Ifl’GIENF

li_____

The & liege is cominil ted to providing students. Ilictilty and stall’ a safe and healthy work

environnent As required by federal and state laws and regulations, the Colleges written Hazard

Communication Program and Chemical I lygiene Plan shall be available to all employees, their

designated representatives, and local, slate and federal occupational safety and health authorities.

A written copy of the written Hazard Coinn’.untcatioii Program and the Chemical Hygiene Plan.

as well as an inventory of all chemicals on campus, and the safety data sheets for those chemicals,

arc located in the Office of the Campus Safety Services Officer.

In complying with OSHA ‘s 1-lazard Communications Standard, the College shall, among other

things:

Develop a list of chemicals maintained on campus:

2. Label all containers thai contain hazardous materials

1. Keep Safety Data Sheets (“SDS”) on file and available on request: and

4. Implement a training program to ensure that all employees are familiar with the

hazardous materials on campus.

In addition, the College shall not accept any donat ions of hazardous materials or chemicals, All

hazardous materials and/or chemicals purchased by the College must he labeled with the following

nfornmt ion:

Identity of the hazardous material:chcmic ul

2. Appropriate hazard warning: and

3. Name and address of the nianufacturer. importer or other responsible party.

A Safety Data Sheet for any hazardous materials and/or cheinicais purchased by the College must

be submitted to the Campus Safety Services Officer for tiling upon purchase.

Adopted: 11-07-2017

Legal Citation. 29 CFR I 910.1200 and 29 CFR 1910 Subpart Z
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Polic I 1

Safety procedures shall always he en Forced, especially in shop and laboratory facilities, The
following guidelines shall be followed:

Course instructors shall always point out hazards in advance. This instruction shall
be done as part of the regular teaching program with special emphasis placed on
preventative approaches to hazards.

2. Instructors or qualified designee must always be present when shops and
laboratories are being used. This requirement may be waived for bustness
incubators associated with the college, after clients demonstrate competency in the
required safety manual content.

3. For :iiedical issues and reporling accidents, consult Policy 2.1.5 Campus Medtcal
Emergencies.

4. Instructors, staff, and students shall wear industrial quality OSHA compliant
personal protective equipment(PPE) during work or instruction involving any of
the following conditions or activit es:

a. Hot solids, liquids or molten metals.

h. Milling, sawing, turning, shaping. cutting or stamping of any solid
materials.

c. I leat treatment, tempering or kiln firing of any metal or material.

d. Gas or electric arc welding.

e. Repair or service of any vehicle.

1’. Catistic or explosive chemicals or materials.

Adopted: 11-07-2017
Revised: 03-05-2019
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[IAN WOOD ADMINISTRATIVE F Pohcv 21.5
CO\MUNITV cot txui- CAMPUS MEDICAL EMERGENCIES

L .__

________

Ernergciicv Medical Assistaiice

A. lie (:ollege has no Facilities for medical treatment of employees or students.

B. College personnel and’or individuals present will contact emergency services by
(haling 9—I — I and request tirst responde: services in the event of a medical
emergency.

C. All accidents involving College employees arc to be repored to the [[oman
Resource Director immediately. All accident report forms must be completed
with in two (2) business days.

D. Studciits who are covered under student accident insurance should notify the Vice
President of Student Services immediately. If the accident occurs in a classrootn
or lab, the appropriate employee should complete the College’s Incident Reporting
Form. Student Services will assist the student in making a claim to the insurance
company. Students are also encouraged to repon any acute medical conditions to
the Registrar’s 0(11cc and to their instructors.

F. If emergency medical services are required off campus. established emergency
medical procedures for that location should be followed in coniunction with the
aforementioned procedures.

F. The following procedures should be followed if an accident occurs involving a
College vehicle:

I. Dial 9-I-I if emergency services or an ambulance is needed:
2. Cutitacl the appropriate law enforcement agency to obtain a report:
3. Obtain as much information as possible from any other parties involved in

the accident: and
4. Report the accident to the Director of Campus Development, F-luman

Resources and the appropriate supervisor,

II. HIV/AIDS and other Communicable Diseases

A. The College will assume responsibility for conducting an ongoing educational
campaign designed to provide basic inthrmation about 1-1EV/AIDS and other
communicable diseases.

B. Persons infected with the HI V/AJDS virus or other communicable diseases will not
he excluded from enrollment or restricted in their access to College facilities or
services unless medically-based judgments, in individual cases, establish that

Page 1 of2



exclusion or restriction is necessary to the welfare of the iiidividua or to the welfare
of other persons within the (‘ol lege

L Persons who know that thex are uiIicied b the I-lW AIDS virus or other
coninnintca’ole diseases are urged to share that information confidentially with
l-lunian Resources ( br employees) or Students Services ( lbr students) in order that
the College can respond appropriately to the health and educational needs of the
mdiv [dual.

D. Persons who have knowledge of. or a reasonable basis for believing that they are
ititcted with the H IV AIDS virus, or other coiiiiiiunicable diseases, are expected
to seek expert advice about their health sinLatioi and ate obligated, both ethically
and legally, to conduct themselves responsibly tt ilh consideration for the protection
of other members of the community.

E. The College will widely publicize and carefUlly observe the safety guidelines hat
the handling of blood and other body fluids and secretions established by the federal
or state Departments of Labor, the United States Public Health Service and other
federal or state agencies issuing regulations applicable to the College in all health
care facilities maintained on campus, and, where applicable, in other institutional
contexts in which such fluids or secretions may be encountered

Adopted: 11-07-2017
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A. The College has no faci ties br medical treatment for xi udents. employee and guesi S.

However, the Co I lcge has first aid kits located in each campus building.

B. In the event of a medical eniergency. individuals present should contact emergency

services at 9-I-I and request first responder services. if using a campus phone dial

9 then 9—1—I.

C. All accidents involving College employees are to be reported to Human Resources

immediately as well as the employees supervisor once the employee has received any

immediate necessary care, All accident report forms must be completed within two (2)

business days.

D. Students who are covered under student accident insurance should notify the Vice

President of Student Services immediately after sLudent has received any immediate

necessary care. 11 the accident occurs in a classroom or lab, the appropriate employee

should complete the Colleges Incident Reporting Form. Student Services will assist the

student in making a claim 10 the insurance company. Students are ,iiso encouraged to repori

any acute medical conditions to the Registrar’s Office and to their instructors.

F. If emergency medical services are required for College students oremployees participating

in a College event at an off-campus location, the injured party should immediately alen

officials at the event or location and/or contact 9-I-I.

F. in the event otan accident involving a College vehicle:

Dial 9-1-I if cmergcncy services or an amhulancc is needed;

2. Contact the appropriate law enforcement agency to obtain an official law

enforcement report;

3. Obtain as much information as possible from any other parties involved in the

accident ( mc tiding, if possible, insurance information); and

4. Report the accident a the appropriate supervisor and the Director olCampus

Development.

Adopted: 1-14-2017
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YWOOD ADUNTRAT[VE DOd

LZOMM UNITY COLLEGE PANDEMIC PLAN

j
2. .5 2

PANI)ENIIC HEALTIl EVENTS

The (‘ol lege is commi tEed to preparing for and responding to any public health outbreaks
and/or epidemics that are uncontained and pandemic in nature. The College wishes to
mm rn ize he impaci of a pandemic health event on sI udenis. lacul I> and staff by working
with local, regiona,, state and national health officials,

To do this, College employees will stnve to: (a) protect the health of students. thculty, staff
and visitors on the College campus and extension sites: (b) conirnunicate with the College
community and the public during the duration of a pandemic event, (c) sustain necessary
College operatIons and services as long as it is reasonable and safe to continue to do so:
and (d) prevent the spread of the pandemic event within the College’s facilities.

II. OPERATION ASSUMPTIONS

The following assurnptions are made for purposes of this Policy:

A. The Center for Disease Control: branches, divistons, or offices of the United States
or North Carolina governrnents: or the local county health departrnen: has declared
a pandemic hea th event.

B. A declared pandemic health event results in travel restrictions. (luarantinc areas.
school closures and public eventsactivities cancellations.

C. The College will work vnh local authorities to coordinate locally—based response
plans.

ft It is reasotiably expected that a pandemic outbreak may result in the closing of all
College facilities fhr a period of tirne.

Ill. PANDEMIC EVENT COORDINATOR

The VP of Business Operations, in cooperation with the Presmdcnt’s Office, will serve as
the Pandemic Event Coordinator (“Coordinator”). The Coordinator will be responsible for
the following:

A. Coordinating all planning efforts.

B. Organizing the Pandemic Event Response Team, scheduling its meetings and
evaluating its performance.
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C Re iewing ‘and updating the pandemic event procedures with the Pandemic

Response Team.

I). Identifying and p10cm i ng resources for responding to a paidem ic event.

E. Monitoring pandemic status with local, state and national health agencies.

IV. PANDEMIC EVEN1’ RESPONSE TEAM

The Coordinator will serve as cite leader of the College’s Pandeiiic Event Response Team

(‘‘Tcain’’) The Team membership is as follows: Executive Team. Director of [[moan

Resources, Director of Campus Development, and the Director of Marketing and

Communi cat ions.

V. COMMUNICATIONS

A. COMMUNJCATIONS TO TIlE PUBLIC

The College’s Director of Marketing and Communications

(Spokesperson”) will serve as the lead spokesperson for the College

communicating with the media, lie President will serve as alternate

spokesperson and will coordinate all public communications with the
Colleges Spokesperson All other College employees shettld not attempt

to speak for the College.

2. The College will utilize the notiticarion procedures for a schedule

interruption as outlined itt Procedure 2. I. 1 I-Adverse Weather and

Emergency Closings. The College will distribute information by area radio

and television, daily newspaper, emergency noti lication system, and the
College’s website. Website information will include College plans and, if

available, links to local, state, and federal agencies to help create awareness

and educate people on the pandemic event, prevention strategies and
general information for the public good.

3. The College’s Spokesperson will conduct media brictings and :ssue news

releases as necessary.

B. COMMUNICATIONS TO EMPLOyEES

The Spokesperson will communicate with employees by email, voiceinai I

and the College’s websime, Timely information and updates will be sent and

posted as available. Information on where to find up-to-date and reliable

in formation about the pandemic event will he distributed when known.

2. l’he Human Resources Director and Spokesperson will comniun cate with

employees about healiheare services and the need to maintain personal

healrhcare.
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3. The Human Resources Director will contact employees about accoutituig

for absences, leaves, compensation and any other personnel issues related
to disruptions resulting from a pandemic health event.

C. COMMUNICATIONS TO STUDENTS

The Spokesperson will coordinate communication with students by student
email, the College’s website and the emergency notiticatton system.
communications will include nforinution about the pandeni ic health event
changes in course delt cry. schedule changes, College closingre-opening
informal ion and other informal ion as needed.

2. The Spokesperson will distribute to students inlormalion from public health
officials that might prevent or impact an outbreak of a pandemic health
event.

VI. PREVENTION

Upon notification that the potential outbreak ofaiandemic health event is oecuning within
the United States, the Coordinator will immediately assemble the Team. The Team will
review procedures, assign responsibilities and schedule the following actions:

A. Set up prominent notices at all btulding entrances to instruct employees, students.
and visitors not to enter campus buildings if they have any symptoms of the
pandemic health event.

B. Post informational notices around campus (building entrances, notice boards,
conference roonis. and restrooms) to educate how to stop the spread of the
pandemic health event through persona hygiene practices. Notices will include
nfomation concerning hand hygiene. covering coughs and sneezes, and

appropriate sttidenueinplovee spacing.

C’. Instruct facility .servtces to obtain adequate supplies oltissues. hand sanitizing gels.
disinfectant soaps, and disinfectant cleaning supplies.

D. Distribute to all employees and students a pandemic health event fact sheet
containing mt’ormation regarding stopping the spread of the event and performing
effective individual spacing.

E. Instruct all shared work areas (desktops. tables, door knobs, stair rails, etc.) be
cleaned with a disinfectant at least daily, and preferably more than once daily

F. Determine the impact of the pandemic health event on the number of physical plant
operations staff available and alternative methods to sanitize the campus.

Adopted: 01-22-2018
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HAYWOOF) T ADM[NISfR.ATIVE Policy 2.!
COMMUNITY COLLLGL WEAPONS ON CAMPUS

......

SI udents. sta ff, faculty and visitors arc legally prohib ted from carrying a weapon onto campus

unless a legal exception applies. For ptnvoscs of this p011ev. a ‘weapon’ includes firearms.

explosives. BB guns, stun guns, air riFles or pistols. and certain types of knves or other sharp
nstruments (see N.C.G.S. 14—269.2).

The prohibition does not apply if the weapon is on campus pursuant io one of the reasons listed in

N.C.G.S. 14—269.2(g). It is the indi idual’s responsibility to know and understand the law prior

to bringing any weapon onto campus. Failure to follow (he law, regardless of the persons inenc

wil I result in appropriate disciplinary action and a referral to local law enlurcement.

It is permissible fur an individual to bring a handgun unto campus tinder the following limited

circumstances:

A. The tircariii is a handgun: AND

B. The individual has a valid concealed handgun perniit (or is exempt horn the law

requiring a permit); AND

C. The handgun remains in either: a closed compartment or container within the

locked vehicle of the permit holder; or a locked container securely affixed to the

locked vehicle of the permit holder; A ND

D. The vehicle is unlocked only when the peniltt holder is entering or exit rig the

vehicle; ANt)

F. The handgun remains in the closed compartment or container at all times except

for a reasonable amount of tune for the person to transfer the handgun horn the

closed compartment or container to his person or from his person to (he closed

compartment or container.

Firearms (and other weapons prohibited on campus) may not be stored or transported in College-

owned or rented vehicles.

Adopted 11-07-2017

Legal Reference: NC. Session Law 201 3-369: N.C.G.S. 14-269

Cross Reference: Policy 3.4.3 — Weapons on Campus
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The illegal use of controlled substances, substances that cause impairment and abuse of alcohol
are harmful to the health. well—being and safety of the College’s employees and students. The
College is committed to maintaining a safe workplace and an educational environment free from
the influence of illegal controlled substances, substances that cause impairment and alcohol.

Visitors and Guests

All visitors and guests are prohibited from unlawfully possessing, using, being under the
influence of, manufacturing, dispensing, selling or distributing alcohol, illegal or
unauthorized controlled substances or drug paraphernalia. Using or being under the
influence of substances that cause impairment is also prohibited. Violation of this
prohibition could lead to the visitor or guest being asked to leave campus andJor campus
authorities contacting campus security or law enforcement.

For more specific definitions of “controlled substance”, “alcohol” and “impairing
substance”, consult Policy 3.4.4 -, Alcohol and Drugs on Campus.

11. Employees and Students

All College employees and students are prohibited from unlawfully possessing, using,
being under the influence of, manufacturing, dispensing, sclling or distributing alcohol,
illegal or unauthorized controlled substances or drug paraphernalia. Using, or being under
the influence of substances that cause impairment is prohibited for all employees and
students. Violation of this prohibition could lead to disciplinary action tinder the Employee
and Student Codes of Conduct,

This Policy does not apply to the use of alcohol in instructional situations (e.g., cooking
classes, laboratory experiments, Emergency Services Classes, etc.) or college-sanctioned
activities approved in writing by the President where alcohol is manufactured, possessed,
used, distributed, sold, served, and/or consumed for academic, continuing education,
social, or other purposes consistent with the College’s procedures and applicable legal
requirements. This Policy does not apply to the proper use of lawfully prescribed
controlled substances by a licensed healthcare provider to the student or employee who is
prescribed the controlled substance and using it in the manner in which the healthcare
provider prescribed it.

For more infomation regarding employees, including student employees, consult Policy
3.4.4 -‘ Alcohol and Drugs on Campus. For more information regarding students, consult
Policy 5.3.5 — Alcohol and Drtigs on Campus.

Adopted: 11-07-2017
Revised: 06-06-2023
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POLICY OVERVIEW

The College is conmi ted to pun ding a safe and secure environment for all menthers of
the Colleges community a:id isitors. The College shall comply with the Crime

Awareness and Securit\ Act of 1990, as amended by the Jeanne (icr’ Disclosure of

Campus Security Policy and Campus Crime Statistics Act.

II. DEFINITIONS

A. Coai/ms 5ecw’itv .1urhu,itr (CSA’’) is a Clery—specific term that encompasses four

groups of individuals and organizations associated with an educational institution:

A member of the cducational institution’s police department or campus

security depailment:

2, Any individual(s) who has responsibility for campus security but who does

not constitute a campus police (lepartilient or a campus secunty department

(e.g., an individual who is responsible for nioititoring the entrance into the

(:ollege’s propelly).

3. Any individual or organization specified in an nsliiut:ons statement of

campus security policy as an individual or organization to which students

and employees should report criminal offenses. For purposes of this

College, this individual is the Vice President of Student Services; and

4. An official or someone who has significant responsibility for student and

campus activities, including, but not limited to: student housing, student

discipline and campus judicial proceedings. An official is defined as any
person who has the authority and the duty to take action or respond to
particular issues on the Coflege’s behalf

B. Ck’n: 4ct Ceimes are the following crimes that must be reported by Campus

Security Authorities to law enforceineiit and crimes that are listed in the College’s

Annual Security Report:

Murder/non—negligent manslaughter; negligent manslaughter; sex offenses

(ft)rcible and non-forcible); domestic and dating violence; stalking: robbery:
aggravated assault; burglary: motor vehicle theft; and arson;

2. Hate C’rimes: any of the above—mentioned offenses, and any incidents of

larceny—theft, simple assault: intimidation; or des:n:ction/damage/

vandalism of property that was motivated by’ bias towards race, religton.
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ethnicity, national origin, gender, sC’(iial oneniation. gender identity or
disability: and

3. Arrests and :‘efen’als for disciplinary action br weapons (carrying.
possessmg, etc.): drug abuse violations and liquor law violations.

C’ C eJh/egc Pivpei’tr is all the following property:

I . Ciiiipus Grounds. Buildings and Structures Any building or property
owned by or controlled by the College withn: the same reasonably
contiguous geograpluc area and used by the College in direct support of, or
in ‘a manner related to, the College’s educational purposes; and any building
or property that is within or reasonably cont igtious to such buildings, or
property that is owned by the College but controlled by another person ‘and
is frequently used by students and supports College purposes.

2. Off-Campus and Affiliated Property -. Any building or property owned or
controlled by a student organization that is officially recognized by the
College; or any building or property owned or controlled by the College that
is used in direct support ot or in relation to. the College’s educational
purposes, is frequently used by students, and is not within the same
reasonably contiguous geographic area of the College.

3 Public Property — All thoroughfares. streets, sidewalks, and parking
facilities that are within the canipus, or immediately adjacent to and
accessible from the campus.

III. SAFETY AND REPORTING PROCEDURES

The College encourages all members ui the College commurity ic report suspinous or
criminal activity to law enforcement as soon as possible. Crimes mar be reported
anonymously. In the esent ofa crime in progress or at any time there is a risk of harm to
persens or property, call 911

In addition, CSAs have a legal obligation to file a report of suspected criminal activity with
law ent’urcement and with the Vice President of Student Service’s Office to ensure
statistical inclusion of all Clery Act Crimes in the College’s Annual Security Report, when
those crimes occur on or near College Property Any individual identified by the College
as a CSA shall receive notification of that designation and the requirement that the
individual report information about Clery Act Crimes, Training will also be provided to
all persons with this designation. While CSAs must report any Clery Act Crime that comes
to their attention, at the request of the victim, the victim’s identity may remain anonyiuous.
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To promote safety and security at the (ol lege. and in compliance with the ( Ierv Act, the
College shall.

A. Submit crime statistics to the United States Department of Education:

B. Maintain a daily crime log (open to public inspection):

C. Issue campus alerts to timely warn the College coniiiiunitv wliett there is
information that a Clery Act Crime has occurred that represents a serious or
ongoing threat to campus safety:

0. Issue emergency notifications upon the confirmation of a significant emergency or
dangerous situation involving an immediate threat to the health or safety of students
or employees occurring on the campus. The College tests the emergency
notification procedure hi-annually.

E. Publishes and maintains an Annual Security Report containing safety and security
related policy statements and statistics of Clery Act Crimes occurring on College
Property. To prepare the Annual Security Report. the College collects, classifies,
and counts crime reports and crime statistics. The Annual Security Report is
available on the College’s website and hard copies are available through the Office
of Student Services for inspection.

Adopted: 11-07-2017
Legal Reference: 20 L:.S.C.

. 1092(f): 34 C.F.R. ÔbS,46: The Ham/book Joe (‘anipits Safèr afl/

Security Reporting (U.S. Department of Education, available
at: http. .

‘vsw2.cd gu adnimleid. stict.Itaiidhookjffl
Cross Reference: Policy 5.4.2 — Campus Security Reporting Act Clerv Act

Page loiS



A DM IN 1ST RAT! V E
HAYWOOL) REPORTING CRIMES, Policy 2.1.9

COMMUNITY COL.LEGE EMERGENCIES, AND

i SECURITY CONCERNS

___-

-______

All college employees shall adhere to the following for reporting crimes, emergencies, and security
concerns. Additionally, reporting parties should complete an nicident report with detailed
informatton addressing tie crime, emergency, or security concerns The incident report is found

online at: ;‘.‘ lia’’ccd. aiet’. iflC cetn:is ;klc\Ji;ij)

I Reporting Crimes and Emergencies On-Campus
In the event of a crime or an emergency in progress or at any time. there is a risk of harm to persons
or property, employees, students, and visitors should immediately call 9-I - I and/or noti’ campus
security personnel. Known and suspected violations of federal and state criminal laws should be
reported to HCC Security who will inform the appropriate law enforcement agency and 11CC
administrator(s).

II. Reporting Crimes and Emergencies Off-Campus
Criminal incidents occurring off-campus involving students, staff, or faculty participating in a
College function should be immediately reported to local law enforcement and the appropriate
supervisor. The supervisor will inform the Vice President of Student Services (“Vice President”)
or his/her designee if a student is involved, and the Director of Human Resources if faculty and/or
staff is involved. The Vice President (or his/her designce) and/or the Director of Human Resources
will alert the President and file any required documentation related to the emergency. HCC
Security will follow the departmental reporting procedure.

Ill. Reporting Possible Security Concerns
All possible security concerns should be immediately reported to 11CC Security. HCC Security
will follow departmental procedures, including notifying tlte appropriate 11CC administration and
any other party deemed necessary.

For student behavioral concerns please refer to Policy 5.3.3. — Behavioral Assessment Team.

Adopted: 11-07-2017

Revised: 02-04-2020
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IAYW000 (‘O’lMINICABLE DISEASES AND Policy 2.! K)

COMMUNITY COLlEGE ()CCIJPA]’ION\l) EXPOSURE To
BLOODBORNE PATHOGENSL]

COMMUNICABLE DISEASE

(‘omiunnicahlc diseases. those ihal have serious effects on human health, can pose a I Iii’eai

to the Colege community. The College ill take at: reasonable measures to ensure the

sat’etv of members of the Cot lege community during global and local in [ectious disease
events ‘‘( ommunicable disease’’ is defined as an illness due 10 a speci tic infectious agent

or its toxc products that arises through transmission of that agent or its products from an

infected person. animal, or reservoir to a susceptible host, either directly, or indirectly

through an intermediale plant or animal host, vector, or the inanuiiate environment.

Examples of communicable disease include, but are not limited to, acquired
mmunodetmciency syndrome (AIDS). chicken pox. hepatitis, measles, tuberculosis.

meningitis, niononucleosis. whooping cough, coronavirus/COVID-l9, and other viral

diseases that reach a pandemic level, and for purposes of this Policy only, those

communicable diseases which constitute a disability pursuant to the Americans with

Disabilities Act.

The Coliege shall not exclude individuals with communicable diseases unless a

determination is made that the individual presents a health risk to hitnsellihersell’or others.

The College shall consider the educational or employment status of those with a

commnnicaole disease on au individuaf basis.

A. Procedure

All information and records that identify student or employee as having a
communicable disease shall be strictly confidential and shall not be shared
or disclosed to others without express permission from the student or
employee.

2. Disclosure or inedicai infonnatien shall be made by the President, or his,hcr

designee, only to those on a wed-to—know basis itt order to protect the
welfare of persons infected with a communicable disease or the wcllre of

other members of the C’ollege community.

3 Unauthorized disclosure of contidential student or personnel in formation by

an employee nithe College is prohibited, Violation of this prohibition may
result in the suspension from, or termination of an individual’s employment
with the college.

4. A person who knows or has a reasonable basis for believing that she is

infected with a communicable disease is expected to seek expert advice
ahotit his/icr health circiatnstances attd is obligated ethically and lcgall to
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conduct himseltYherself responsibly toward other members of the College
community.

5. Faculty and staff of the College and employees of contractors, or contracted
services, who are infected with a communicable disease arc urged to notify
the appropriate Dean;Director so that the College can respond appropriately
to his/her health needs. Students are urged to share information with the
appropriate Dean/Director for the same reason.

6, A person infected with a communicable disease (including the [[TV/AIDS
virus whether active HIVIAIDS, HIVAIDS-Related Complex, or
undetectable viral load) will not be excluded from enrollment or
employment or restricted in his/her access to the College’s services or
facilities unless, in individual eases, the College administration determines
that exclusion or other restrictions are necessary for the health and welfare
of the College community.

7. Included in making decisions in individual cases which restrict access to
employment or a student’s education, programs or activities shall be the
College President. Legal Counsel for the College, the Deans/Directors, the
individual’s personal physician. the local I Iealth Director (or designee) and
if necessary, another physician with expertise in managing communicabLe
disease cases.

S. The College shall provide information regarding communicable diseases,
including l-HV:AIDS.

B. I mmii nizations

Prior to admission or employment, the College may require students and employees to be
immunized from certain communicable diseases, including but not limited to measles.
mumps, rubella, tetanus, varicella, and meningitis. Students aad employees are excused
from providing proof of one or more of the reqtured vacc nations if the student or employee
has one of the following:

• physician’s written statement of immunity due to having had the infection;
• a statement of contraindication to a vaccine (accompanied by a physician’s statement);
• a lab blood test/titer documenting immunity; or
• a statement of religious exemption.

Religious and medical exemption letters will be accepted in lieu of immunization
information. Medical exemption letters must be accompanied by a physician’s statement.

The itnnitinizations listed here are not meant to supersede more restrictive requirements for
employment or participation in a specific College program or class, such as childcare,
classes that lead to a medical degree or certificate, or clinical programs.
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C. Public Health Incidents

Should influenza, or any other communicable disease, reach a pandemic or epidemic Ie’ ci,

die President shall regularly monitor the satiation by communicating with federal, state

and/or local health officials and by reviewing media sources. The President vi11 engage

the Pandemic Plan, (Procedure 2.15.2: Pandemic Plan)

Should any communicable disease reach a pandemic level within or near the College’s

service area, the President, after consultin1 with local, state or federal health officials, may

ake the following actions if it is determined to he in the best interest of the College

community in prevent the spread of ihe communicable disease:

(‘lose the College or certain College btttldings andior programs temporarily:
2. Limit or prohibit employee travel andor student field trips:
3 Prohibit those infected with a communicable disease from coming onto the

College campus:
4. To the extent allowed by la\, requtring or encotiraging employees and

students to receive testing and ininuui izat ions (not already required by the
College) that prevent rite spread of a conimtintcable disease before coming
back (into the College campus: and

5. Other specific actions deemed nece.sary for the safety of the College
comnitin it>’.

lie President shall not quarantine any student or employee while on campus unless the

quarantine is ordered by local, state or federal health officials. Persons who are infected

with a communicable disease that has reached a pandemic level, or know of someone in

the College community who is infected, should contact College officials immediately.
Sttidents should contact the Dean of Student Services and employces should contact the

Human Resources Oftice for reporting tinder this policy.

Any actions undertaken pursuant to this policy wil be in accordunce with applicable

federal and state laws, Collcge policies, and in the best interest of all parties.

II. OCCUPATIONAL. EXPOSURE TO BLOODBORNE PATHOCENS

The College shall comply with federal regulations and state statutes regarding blnodbommte

pathogens as set forth in the Federal Register, 29 CFR § 1910.1030, and the North Carolina

Administrative Code, I OA NCAC’ 41 A, by attempting to limit/prevent occupational

exposure of employees to blood or other potentially infectious bodily fluids and materials
that may transmit hlondhorne pathogens and lead to dtsease or death.

A. Reasonably Anticipated Occupational Exposure

An employee who could “reasonably antictpate”. as a resuk of perfotiiing required

job duties, to face contact wi cli blood, bodily fluids or other potentially in t’ectiotis
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materials is covered by the 051-IA Bloodhorne Pathogens Standard, the North
Carolina Administrative Code, and this Policy. ‘Occupational Exposure’ includes
any reasonably anticipated skin, eye, mucous membrane or parenteral (brought into
the body through some way other than the digestive tract) contact with blood or
other potentially infectious materials that may result from the performance of an
employee’s duties. “Good Samaritan” acts, such as assisting a co—worker or student
with a nosebleed would not he considered ‘‘reasonably anticipated occupational
exposure.’’

B. Universal Precautions

Universal precautions wiH be in force at all times. All blood, body fluid and other
potentially infectious material will he handled as if infected. The program
standards for the control of potential exposure to H1V and IIBV as outlined in the
OSHA Rule “Occupational Exposure to Bloodborne Pathogens” Standard
1910.1030, the NC Administrative Codes, or the most current standards available
will he followed.

C. Testing

An employee who suspects that s/he has had exposure to blood or body fluid may
request to be tested, at the College’s expense, provided that the suspected exposure
poses a significant risk of transmission, as defined in the ruics of the Commission
for Health Services. The 11W and HSV testing of a person who is the source of an
exposure that poses a significant risk of transmission will be conducted in
accordance with lOA NC Administrative Code 41A .0202 (4) (HIV) and 41A
.0203(b)(3) (l-IBV). The College will strictly adhere to existing confidentiality
rules and laws regarding employees with conmiunicable diseases, including HIV
or 1-1 lV—assoc i ated conditions.

D. Exposure Control Compliance

The College shall comply with OSHA Regulation 29 CFR 1910.1030 and promote
a healthy and safe environment for both employees and students. The College
proposes to do this through minimizing the risk of transmission of infectious
diseases that are blood or body fluid borne. To achieve compliance with OSHA
Regulation 29 CFR 1910.1030, the College will maintain an Exposure Control Plan
covering the following areas:

I. Procedures,
2. Protective equipment.
3. Hepatitis vaccinations,
4. Post-exposure and follow-up care, and
5. Training.
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A copy ot the Exposure Control Plan is available in the oil ice of Campus Sarety

Sen. ices Officer.

Adopted: 11-07-20 7

Revised: 04-0-2020
Revised: 04-05-2022

Legal Reference. 29 CER 19 0 030; 1 0A SCAC 4 IA I OA SC Administrative Code

41A .0202 (4) (HIV) and 41:\ .020ih)(3) (HBV) IC SBCCC 20094

(‘ross Reft rence Policy 3.4.5
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During situations such as natural disasters, emergencies and/or inclement weather, the President
has the discretion to alter the College’s operating schedule as needed. The President shall take the
necessary steps to deal with the situation, and notify College employees.

A. USE OF LEAVE

If the President closes the College as a result of adverse weather or emergency, no
employees will be required to take any leave. Essential employees (i.e., security,
grounds, maintenance, etc.) who are required to work on closed days will be
provided with comparable time-off at a later date with supervisor approval.

2. If the College is open hut the employee believes s/he cannot make it to the
designated work site safely, the employee will be required to do one of the
following:

a. Make-up the time on a schedule approved by the employee’s immediate
supervisor, if feasible:

b. Take annual, bonus or compensatory leave; or

c. Payroll deduction for time lost.

Make-tip time must be completed before the end of the fiscal year.

B. [OSS OF INSTRUCTIONAL. TIME

Cotirsework for missed academic classes due to inclement weather or an eniergency
closing will be made—tip in one of the thllowing ways:

1. Rescheduling the course at a time convenient for the faculty and students;

2. Documenting make-up through the use of an altemate assignment; or

3. Altering or extending the semester calendar.

Adopted: 1 rOT-20l7
Cross Reference: Policy 3.2.11
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Every effort will be made to make announcements regarding adverse weather’emergency closings
as early as possible. Decisions impacting day classes will be made by 6:00 am. or earlier if
possible. Decisions about evening classes will be made by 2:00 p.m f possible.

Haywood Early College (‘HEC”) students should tillow the [laywood Couniy Schools’ schedule.
However, if the College is open. I-fEC students should make every etlort to attend their College
classes

Announcements regarding closures, or delayed schedules, will he posted on the College’s website

and on the following:

Television - WEOS

The College weather hotline will also be utilized for all weather announcements. The College’s
hotline number ts 828—627-4517. Please call the number for additional information.

The College strongly recommends that all employees arid students sign-up for alert messages
through the HCC Emergency Notification System (ENS) at login.haywood.edu
and www.wlos.com in order to receive College closings/delays directly to a telephone.

NC) II V,utItercolidii]olN ileCeSNliJl; CkiSlllQ dilt’l( Ut) rut or i[tu it itt

Adopted: 11-14-2017
Cross Reference: Procedure 3.2.1 1.1
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In accoidance with the Campus Sex Crimes Prevention Ac of 2001) (Act’), the College is
providing to its campus community a link to the Ntional Sex Offender Public Website and Nflb

lrna Sex Offender and Public Protection Registry (Registry”). The Act requires the College to
issue a statement ad sing the campus community where )a\ enforcement int’onnation prov:ded
by North Carolina concerning registered sex offenders may he ohtained Ihe Act also requires sex
ollenders already required to register in North Carolina to provide notice of each insunition of
higher education in North Carolina at which the person is employed.

Registered sex offenders are prohibited from entering College buildings, or sections of buildings.
intended primarily for the teaching. use, or supervision of minors The President may designate
which buildings, or sections of buildings, are inlended for the teaching. tise or supervision of
minors (i.e. day cares, early college).

Adopted: 11-07-2017
Revised: 2-1-2022

Legal Reference: P.L. I O6-3S6
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In accordance with Section 504 of the Rehabilitation Act of 1973, the Americans with
Disabilities Act of 1990 and other applicable federal and state law, the College may be
required to accommodate an otherwise qualified individual with a disability by making a
reasonable modification in its services, programs or activities. This Policy addresses the
use of Service Animals and other animals on campus by qualified individuals with
disabilities or individuals authorized to provide training.

II. DEFINITIONS

A. Emotional Support Animal -. an animal selected or prescribed to an individual
with a disability by a healthcare or mental health professional to play a significant
part in a person’s treatment process (e.g.. in alleviating the symptoms of that
individual’s disability). An emotional support animal does not assist a person with
a disability with activities of daily living and does not accompany a person with a
disability ai all times. An emotional support animal is not a ‘‘Service Animal’’.

B. Service Animal— an animal that is individually trained to do work or perform tasks
for the benefit of an individual with a disability, including a physical, sensory.
psychiatric, intellectual or other mental disability. The work or tasks performed by
a Service Animal must he directly related to the handler’s disability. Examples of
work or tasks include, hut arc not limited to, assisting individuals who arc blind or
have low vision with navigation and other tasks, alerting individuals who are deaf
or hard of hearing to the presence of people or sounds, providing nonviolent
protection or rescue work, pulling a wheelchair, assisting an individual during a
seizure, alerting individuals to the presence of allergens, retrieving items such as
medicine or the telephone, providing physical support and assistance with balance
and stability to individuals with mobility disabilities, and helping persons with
psychiatric and neurological disabilities by preventing or interrupting impulsive or
destructive behaviors. Service Animals may or may not have been licensed by a
state or local government or a private agency. Service Animals are limited to
service dogs and, in some cases, miniature horses.

C. Pets — any animal that is not an Emotional Support Animal or a Service Animal.

ill. ANIMALS ON CAMPUS

Pets are not permitted within buildings and may not be left in vehicles on College property’.
There are occasions when a student or employee may need to bring an animal onto campus
for thc purpose of meeting an educational objective. Such requests should he made to the
appropriate academic Dean prior to the animal being allowed onto campus. Subject to the
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rules set forth in section LV and V below, Emotional Support An ma’s and Service Animals
are permitted in any area of campus where employees or students are permitted. with a few
exceptions for health and safety reasons.

IV. PROCEDURES REGARDING SERVICE ANIMALS AND EMOTIONAL
SUPPORT ANIMALS.

A. Responsibilities of the Service/Emotional Support Animal Owner/Handler

Registration

a. Service Animals

Students and employees are not required to register Service
Animals, However, they are encouraged to notify the Disability
Services Office (students) or the Office of Human Resources
(employees) if they intend to use a Service Animal on campus so
that appropriate College officials are aware of the animal’s
presence and to assist with the Service Animal’s access to areas
within the College’s campus. Visitors with Service Animals are
not required to register their animals.

b. Emotional Support Animals

Students or College employees who wish to have an Emotional
Support Animal on campus must first bring appropriate
documentation From a physician or mental health professional to
support having an Emotional Support Animal as a resu It of their
disability, to the Disability Services Office (students) or the Office
of Human Resources (employees) to determination if their
Emotional Stipport Animal is allowed on campus. This
determination will be decided on a case-by-case basis (see Section
8.2). If the Emotional Support Animal is accepted on campus, the
student or employee will be required to register the animal and
follow the accommodations given by the appropriate staff person.

2. Care and Supervision

a. The care and supervision of a Service/Emotional Support Animal is
the responsibility of the animal’s owner and/or handler. The handler
must ensure the animal is in good health and has been inoculated
and licensed in accordance with local regulations with the burden of
proving liccnsurc and inoculation on the person with a disability.
Dogs must wear a rabies tag at all times.
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h. The Service/Emotional Support Animal (or an other animal on
campus) must be tinder (lie control ot the handler at all nines anti
niav not he left alone Al animals on campus must he restrained
by a cash or other appropriate device that does not exceed six (6)
tea ri Iengtlv In situa:ions where a leash or other device mtcrteres
w:th a Service Animals ability to perform i:s task or service. the
Service An’ rim I must remain under control of rue handler at al
tmnies

c. The o; ncr and handler of any Serv:ce Animal. Emotional Stmpport
:\ninal. or Pet is responsible for any damage of personal property
or any injuries io an individual caused by the animal.

ri. The handler must ensure the aziirna is housebroken and trained
and must clean up and remove all annual waste created by the
animal.

e. A Ser ice Animal. Emotional Support An, ma I or Pet may not
disrupt the operation of the College or any class.

B. Responsibilities of the College Community

Service Animals

If the need for a Service Animal is obvious, College officials may not
question the presence of the animal on campus. lithe need for a Service
Animal is not obious. College officials are permitted to ask the handler
two questions:

a. Is the animal required because of a disability?
l. \V Ii at work or task I s ) has the am ma I been individually tra med to

perform?

At no time may a College official require a Service Animal to demonstrate
the tasks for which they have been trained nor may they inquire as to the
nature of the individuals disability.

If another person on campus has a co’.ered disability under the ADA and it
includes an allergic reaction to animals and that person has contact with a
Service Animal, a request for accommodation should be made by the
individual to ihe Di rector of Human Resources t if an employee; or the
Disability Seryices Office (if a student). All facts stirrounding the concern
will he consdered in an effort to resolve the concern and provide reasonable
accommodation for both individuals.
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2. Emotional Support Animals

The determination of whether a student or employee with a disability is
all owed to have an Emotional Support Animal on camp us shall he made
on a case-by-case basis, Students and employees may request, as a
reasonable accommodation for a disability, the need to have an Emotional
Support Animal on campus, provided they have documentation from a
physician or mental health professional. The College is not required to
grant reasonable accommodations that won Id resu It in a fundamental
alteration of a program or would constitute an undue burden. Any
rcqucsts for a reasonable accommodation for an Emotional Stipport
Animal shall be directed to the Disability Service Office (students) or the
Office of l-luman Resources (employees).

In determining request for accommodations for an Emotional Support
An iinal - the consideration is:

a) Does the person have a disability (i.e. a physical or mental
impairment that substantially limits one or more major life
activities) with supporting recent documentation from a physician
or mental health professional describing the need for an Emotional
Support Animal?

b) Does the Emotional Support Animal perform tasks or services for
the benefit of the person or provide emotional support that
alleviates one or more of the identified symptoms or effects of the
person’s existing disability?

c) Is the request an undtte burden on the College or does it
fundamentally alter a College program?

C. Removal of Service Animals, Emotional Support Animals, or Pets

The College has the authority to remove a Service/Emotional Support Animal (or
any other animal) from its facilities or properties if the animal becomes unruly or
disruptive, unclean and/or unhealthy, and to the extent that the animal’s behavior
or condition poses a direct threat to the health or safety of others or otherwise causes
a fundamental alteration in the College’s services, programs, or activities.

It is a Class 3 misdemeanor “to disguise an animal as a service animal or service
animal in training”. N.C’.G.S. § 168-4.5. In other words, it is a crime under North
Carolina law to attempt to obtain access for an animal under the titlse pretense that
it is a Service Animal.

Additionally, any employee or student who violates any portion of this procedure
is subject to disciplinary action.

Adopted: I lM7-20l7
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(‘ross Reference: Policy 3.4,9; Policy 5.4.5
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HAY WOOF) ADMINJSTRATIVE Polkv 23.4
(TOMtvIUNI’FY COLLEGE TRAFFIC REGUlATIONS

I

____ ____

General Provisiotis

Pursuant to N.C.G S. 1150—2! . the College shall enforce the thllowitig traffic regulations.

A Chapter 20 of the Notlh (a:ol I ia General Statutes regarding the operation oF nw’ior
vehicles oil North Carolina highways shall apply to the Colleges streets. roads.
alleys and driveways along with a!! other rules and rcgulations contained herein.
These regulations shall apply on a twenty—four (24) hour basis.

[3. While on the College campus, all drivers shall comply with the School Resource
Officer’s legal instructions and shall obey all tratic and parking laws and
regulations. The Colllege shall be responsible for ensuring that the necessary signs
are erected and maintained on the campus.

C. All vehicles operated on campus must be properly registered and display a College
parking decal per the instructions on the decal. Students, faculty and staff must
register their vehicles within the first five (5) business (lays of being hired (for
employeesl or within two (2) business days of class (for students).

[). Any vehicle that is driven by or is transporting a person who is handicapped and
that displays a state-issued license plate, a removable windshield placard or a
temporary removable windshield placard may park in designated handicap spaces
on campus. No one t&ill be allowed to park in designated handicapped spaces
without the proper license plate or placard that has been issued to that individual.

11. Specific Provisions

A. School Resource Officers shall have the authority to issue citations for all moving
violations and handicapped parking violations. For a complete list of all moving
violations, see Chapter 20 of the North Carolina General Statutes. Such moving
violations include, hut are not limited to:

1. Reckless driving.
2. Driving faster than the posted speed limit.
3. Failure to obey traffic signs.
4. Failure to yield right-of-way at pedestrwn crossings
5. Following too closely.
6. Driving while impaired or driving under the influence of alcohol or drugs.
7. Failure to yield to emergency vehicles.
8. Operattng a vehicle that creates a safety hazard.
9. Parking in a designated handicapped space without the proper Iteense place
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or placard.

B. School Resource Officers and other College personnel authorized by the President
shall lane the authorit to issue parking citations tor violations including, hut not
Itiniel to

I. Parking in a restricted parking lot or zone.
2. Parking on grass (tin less a sign nd icales permission).
3 Blocking ally legally parked vehicle.
4. Affixing a parktiw decal toa vehicle other than that for htch ii as issued.
5. Parking against traffic flow.
6. Blocking or obstructing traffic. Street. crosswalk, sidewalk, tire hydrant.

building entrance or exit.
7. Parking where protrtiding into a lane of traffic
S. Double parking.
9. Parking on shoulder of road (unless a sign indicates permission
10. Parking a vehicle in any manner that creates a safi2tv hazard.
I - Leaving a vehice on campus overnight without having prior permission and

ncititving Campus Security.

III. Citations

The following system of citations shall be used.

A. Mo ing and Handicapped Violat:ons (Section 11(A))

School Resource Officers have the legal authority to issue citauons fur all
llovlng vioiaIons and handicapped parking violations A line shall he
i inposcd as required by law.

2. The School Resource Officer issuing the citation wtil advise the violator
of the scheduled court date and procedure for payment of the tine

3. In addition. employees and students a:e suh!ecl in disciplinary action

pursuant to Board policy.

[3. Parking Violations (Section 11(8))

[he tirst parking violation shall result in a citation placed on the vehicle and
a five-dollar (55.00) tine per offenseL The tine must be paid within two
weeks.

2. A second parking violation shall result in a citation placed on the vehicle
and a five-dollar (55.00) fine per offense2. The tine must be paid within

U.S. 1150-21 c) periturs up to 525 per offense.
2 U.S. 150-2 Ic) permits up to 525 per otiense.
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two weeks.

3. During the first five (5) class days ofeach semester, warning citations shall
he issued ir improper parking. Beginning with the sixth—class day, the
rules outlined herein shall be enforced.

4. Student registration for newadditional courses or release of transcripts
will be blocked until all parking tickets have been paid.

5. In addition, employees and students are subject to disciplinary action
pursuant to Board policy.

6, All abandoned vehicles and vehicles blocking a drive, obstructing the
flow of traffic, creating a safety hazard, parked in a fire lane, loading
zone, or designated tow-away zone or for third parking offense violation
are subject to tow—away or immobilization by a restraining device at the
frill expense of the owner.

7. All proceeds of civil penalties collected shall he remitted to the Civil
Penalty and Forfeiture Fund in accordance with N.C.G.S. § I 15C-457.2.

IV. Appeal

Individuals receiving a citation pursuant to Section 11(B) may appeal the citation to the
Campus Security Office within ten (10) calendar days of receipt of the citation. The
Director ofCaiipiis I)evelopiient or designee will review the matter and his/her decision
shall be final.
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HA\ WOOD Al).\lt\ISTRATIVE ‘oiicv 2.3.
COM\IUNI’FY COLLEGE AMERICANS WITH DISABILITIES

The College haIi cuiii;,lv with the Aniericans with Disabi]ities Act of I 9t), As Amended

(‘‘A D!\ ‘‘ ). To ach ‘e’ e compliance, the Co lege shall:

I. Pro vide tiotices concerning tlic Al

2. Designate a responsible employee to coordinate ADA compliance.

3. Use reasonable means to ensure that existing facilities are readily accessible to or
usable by individuals with disabilities ihrough structural changes in facilities or through
other methods that are equally effective to make services. programs and activities

accessible.

4. Eliminate eligibiliiy criteria that screens out or tends to screen out individuals with

disabilities or any class of individuals with disabilities from hilly and equalk enjoying

any service, program or activity being offered.

5. Administer services, programs. and activities in the ii:ost integrated scti i n appropciate
to the needs of qualified individuals with disabilities.

6. Take appropriate steps to ensure that communications with persons who are dtsabled

are as effective as cominumca!ions wih others, including the fumish:ng of appropriate
aux Ii nv aids and services

All allegations concerning disability discrimination or harassment shall be addressed through

Policy 3.3.7 Discrinimation and Harassment (employees) or Policy 5.3.4 — Discrimination and

Harassment (students).

Adopted: 11-07-2017
Legal Reference: 42 U. CS. § 12101, P.1.. 110-325
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HAYWOOD STUDENT SERVICES Policy
COMMUNITY COLLEGE OVERVIEW OF STUDENT RIGHTS 5.3.1

The following is an overview of basic student rights. For more specific nformation concerning

these and other rights, students are directed to review the specific policy or procedure dealing with
the issue of concern. The provisions and language contained in specific policies and procedures
control over this Policy.

A. Students are free to pursue their educational goals. The College shall provide
appropriate opportunities For learning in the classroom and on the campus. Student
performance will be evaluated solely on an academic basis and not on opinions or
conduct in matters unrelated to academic standards.

B. Students have the right to freedom of expression, inquiry and assembly without
restraint or censorship, subject to reasonable and non—discriminatory rules and
regulations regarding time, place and manner.

C. Students have the right to inquire about and to propose improvements in policies,
regulations and procedures affecting the welfare of students through established
student government procedures, campus committees and College offices.

D. The Family Educational Rights and Privacy Act of 1974 (FERPA”) provides
safeguards regarding the confidentiality of and access to student records and the
College shall adhere to the FERPA laws and regulations. Students and former
students have the right to review their official records and to request a grievance if
they challenge the contents of these records. No records shall be made available to
unauthorized personnel or groups outside the College without the written consent
of the student involved or if a legal exception applies.

F. No disciplinary sanctions, other than temporary removal from class or activity (only
for duration of said activity) may be imposed upon any student without due process.
Due process procedures are established to guarantee a student accused of a Student
Code of Conduct violation the right ofa hearing, a presentation of charges, evidence
for charges. the right to present evidence, the right to have witnesses on one’s behalf
and to hear witnesses on behalf of the accuser(s), the right to counsel and the right
to appeal.

F. Students have the right to a voluntary medical withdrawal for their academic
courses. When illness, injury or psychological/psychiatric conditions or disabilities
occur while a student is enrolled that interfere with a student’s ability io participate
in the College’s programs, a student or guardian may request a medical withdrawal
from school. The Vice President of Student Services must approve all medical
withdrawals.
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C; Si tideols have the right to be free from discrini nation, harassnieni and sex nal
violence while ultending the C’ollegc’aiid accessing the College’s programs and

port tin iii Cs.

:\ilopted Auc’itsi 14, 20 7
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HAY WOOl) STUDENT SERVICES Policy
CONINIUNI’lY UOLI.E(;E S’[UflENi’ cOI)E OF CONDUCT 5.3.2

_____t_._

The College makes every effort to maintain a safe and orderly educational environment for
students and staff. Therefore, when, in the judgment of College officials, a student’s conduct
disrupts or threatens to disrupt the College community, appropriate disciplinary action will be
taken to restore and protect the sanctity of the community.

Students are expected to conduct themselves in accordance with generally accepted standards of
scholarship and morality. The purpose of these standards is not to restrict student rights hut to
protect the rights of i rid iv idtia Is in their academic pursuits.

The following regulation sets forth offenses for which disciplinary proceedings may be initiated.
Violation of one or more of the following code provisions may result in one of the sanctions
described in Procedure 5.3.2.1 — Discipline and Appeals Procedures for Academic-Related
Violations andior Procedure 5.3.2.2 — Discipline and Appeals Procedures for Non-Academic
Related Violations.

I. Academic-Related Violations

A. Plagiarism — ‘the intentional theft or unacknowledged use of another’s work or
ideas. Plagiarism includes, but is not limited to: a) paraphrasing or summarizing
another’s words or works without proper acknowledgement; b) using direct quotes
of material without proper acknowledgment; or c) purchasing or using a paper or
presentation written or produced by another person. If a student is uncertain about
what constitutes plagiarism, heishe should discuss with the class instructor.

B. Cheating -. Using notes or other material on an exam or class work without
permission from the class instructor; receiving intbrmation from another student
during an exam: obtaining a copy of an exam or questions from an exam prior to
taking the exam; submitting someone else’s work as ones own; submitting a
written work, other attistic work, or assignment that was created or generated, in
whole or in part, by an artificial intelligence tool, platform, or software as one’s
own work: or having someone take one’s exam and submitting it as his/her own.

C. Aiding Acts of Academic Dishonesty — Providing information to another student
and knowing, or reasonably should have known, that the student intends to usc the
inlbrrnation fbr cheating or other deceptive purposes.

II. Non-Academic Related Violations

A. Theft and Property Damage — Students shall not steal or damage College property
or another individual’s property. Students who are caught stealing or damaging
said property will be required to make restitution and may be eligible for civil or
criminal prosecution as well as College discipline.
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B. trespass to Property’ -
- Studcnts are trespassing if in an unauthorized area of the

College campus: present on the College campus after closing hours (without
permission): or remaining on the College campus after having been directed to
leave by a College otlicial.

C’. Drugs and Alcohol -- Unlawililly possessing, using. being under the intluei;ce of.

manufacturing, dispensing. selling or disiribtiiing alcohol, illegal or uniutIjorized
control led substances ttr I inpairnig substances at any Cot lege location For more
speci ftc iii formation, see Policy 5 3 5 -. Students --A cobol and Drugs nit Campus.
In add it ion, students may not use tobacco of any form or c—cigarettes on campus or

at any (‘ollege—aftiliatcd activities or events,

1). Lewd and Indecent Behavior — Students shall not engage in lewd or indecent

behavior, including public physical or verbal action or distribution ol’ obscene

material based on reasonable community standards. The conduct must be
objectively severe or pervasive enotigh that a reasonable person would agree that
the conduct constitutes lewd and/or indecent behavior.

F. Mental/Physical Abtise — Students shall not menially or physically abuse any’
person on the College premises or at a College—supervised (unction, including
verbal or physical actions which threaten or endanger the health or safety of any
such persons.

F. Assault — Students shall not assault or threaten to assauli another person for any
reason whatsoever. Assauli includes a demonstration of force. unawful ph sical
touching or striking.

C Sexual Harassment and Sexual Violence. Students shall not engage ti sexual
harassment and/or sexual ‘. ioleiice. For more specific information and definitions
of prohibited activities, consult Procedure 5.3,4. I — Sexual Harassment and Sexual
Violence.

II. Unlawful Discriniination. Students shall not engage in unlawful discrimination.
For more specific information and definitions of prohibited activities, constilt
Procedure 5.4.3.2 — Unlawful Discrimination.

Communicating Threats Siudeitis shall not verbally, in writing, through a third
party or by any’ other means threaten to physically injure another person or that
person’s child, sibling, spouse or dependent. or willfully threaten to damage the
property ofanother.

Bulls ing
— Students shall not inumidate or threaten with harm any other individual.

Bullying is defined as any pattern of gestures or written, electronic or verbal
communications, or any physical act or any threatening communication that takes
place on the College premises or at any’ College sponsored function that: (a) places
a person in actual and reasonable fear of harm to his or her propertv or(b) creates,
or is certain to create, a hostile environment by substannally uiterl’ering with or
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impairing a student’s educational performance, opportunities or beneflis or a
College’s employee’s ahiitv to perform the essential functions of hisTher job.

K. Disorderly- Conduct and Disruption — Students shall not obstruct or disrupt an
teaching, research, administration or disciplinary proceedings, or other College
activities, including public service functions, and other duly authorized acttvities
oti or off College premises. Students shall not occupy or seize, in any manner,
College property, a College facility or any portion thereof for a use inconsistent
with prescribed. custom-at;’, or authorized use. Students shall not participate in or
conduct an assenibly. demonstration or gathering in a manner which threatens or
causes uijurv to person or property: which interferes with free access to. iagicss or
egress ut College facilities: which is harmful, obstructive or disniptive to the
educational process or institutional functions of the College; hold rail ics,
demonstrations, or any other forms of public gathering without prior approval of
the College based on reasonable lime, place and manner restrictions; remain at the
scene of such an assembly after being asked to leave by a representative of the
College staff

L. Possession of Weapons — Students may not have a weapon of any kind, including
but not limited to, a knife, stun gun or any firearm in their possession on campus or
at any College-affiliated activities or events except handguns as allowed by
N.C.G.S. § 14-269.4. Handguns are permitted under these circumstances: a) the
person has a concealed handgun permit that is lawfully issued; b) the handgun is in
a closed compartment or container within the person’s locked vehicle; e) a person
may unlock the vehicle to enter or exit the vehicle provided the handgun remains
in the closed compartment at all times; and d) the ‘vehicle is locked at all times.

M Tampering willi Fire Alarms — Setting off a fire alarm or using or tampering with
any fire safety equipment. except with reasonable belief ut the need (hr suet a lanri
or equtpment.

N. Gambling — Students may not gamble on campus or at any College-affiltated
activities or events.

U Traffic Violations — Violation of College regulations regarding the operation and
parking of motor vehicles.

P Providing False Information — Students shall not present to the College or its
employees false information as part of an investigation. inquiiw. hearing or in other
matters i-elated to College activities: neither may a student knowingly withhold
in lonnation which ma” have an effect ott their etirollment or their stattis with the
College.

Q. Disobedience / Insubordination - Failure to comply with instructions of College
officials acting in performance of their duties and failure to adhere to the terms of
any discipline action.
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R. Financial Impropriety — Financial impropriety such as failure to pay College—
levied fines, thi lure to repay College— funded loans, misuse or fail tire to properly’
account for club or student organization funds, or the passing of woi-thless checks,
drafts or orders to College officials.

S. Public Laws — Violations of any federal, state or local faws occurring while on
campus may lead to legal actions as well as College discipline. Violations of
federal, stale or local laws occurring off campus may result in disciplinary action if
the student’s continued presence on campus constitutes a threat to the safety and
order oft he campus.

T. Failure to Report Criminal Activity - Failure to infom the College. in writing,
within five (5) days after he or she is convicted for violation of any federal, state,
or local criminal drug statue or alcoholic beverage control statute where such
violation occurred while on a College location. For more infonnation, see Policy
5.3.5 — Students Alcohol and Drugs on Campus.

U. Unauthorized Access to College Records - Students may not access, view, copy
or change ofticial College records without expressed authority to do so.

V. Animals on Campus -— For guidelines concerning Service Animals. Emotional
Support Animals, and Pets, please refer to Policy 5.4.5. Students are expected to
comply with that policy. Failure to comply could result in disciplinary action.

W. Improper Use of the College Network/Technology —. Students are prohibited
from engaging in any activities prohibited under Policy 7.2 - Internet and Network
Acceptable Use.

X. Violation of Policies and Procedures — Students are expected to he familiar with
the College’s policies and procedures. Students may be disciplined for failure to
follow the College’s policies iid procedures.

Y. Violations of Normal Classroom Behavior .- Not complying with reasonable
rules issued by an instructor, causing disruption in the classroom or being
disrespectful to classmates or the instructor, The conduct must be objectively
severe or pervasive enough that a reasonable person would agree that the conduct
is disruptive or disrespectful not based oil content or viewpoint discrimination.

Z. Student Threat Assessment Team — Not coniplying with a recommendation or
directive by the Student Threat AssessrnentTeanl pursuantto Policy 5.3,3 —Student
I’hreat Assessment,

Adopted: 8-14-2017
Revised: 09-04-2018
Revised: 05-02-2023
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STUDENT SERVICES

CONIMUNITVCOLIEGE
Procedure

OVERVIEW

The Vice President of Instruction is responsible for implementing student discipline
procedures for academic dishonesty. The College is committed to providing an excellent
edncaiional experience or all students. Academic integrity is an essential component to
this level ofetlucarion. The academic penalty for academic-related violations should he
clearly stated b the instructor ni each course syllabus and reviewed at the beginning of the
first class meeting.

These procedures only apply to academic—related vioiations. outlined herein and defined in
Poltcy 6.3.2 -- Standards of Student Conduct. For non-academic violations, see
Administrative Procedures 6.3 2.2.

II. SANCTIONS FOR ‘lOLATIONS

The following sanctions may include but arc not limited to the foHowing:

A Re-do the assignment, or submit another assignment.

H. Additional course work;

C loss of credit tir the assignment; or

D. Loss of credit hr the class.

III. 1NVESTIGAi1O’.ANl) I)ETERMINATION

A. Instructor’s Inestigation

An instructor suspecting an incident of an academic—related jolation shall follow
these steps to address the concern:

In eases resulting tn the loss of credit lbr the assignment or cl-ass, the instructor
must:

I The instructor suspecting the alleged violation shall first present concerns
to the student and provide an opportunity for the student to explain or reftite
the concerns.

2. The student will be allowed to comment on the evidence or to present
e idence to clarify the issue in question.
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3. Based on the evidence presented and the students comments, the nstniclcr

shall determi ic whether or not an acadeniic— iolation has occurred. This
determination wilt result in one of the following findings:
a. An academic—related violation did not take place and the issue is

resolved.

b An act ot academic dishonest> did occur in the instructors opinion.

4 Contact Vice President of St;dent Ser\ ices and Vice P:esident of
Instruction to cleterniine if the student had aiiv previous occurrences of
academic viol at ions

5 Submit an ofticial tolation report through ,\Iaxient — electronic reporting
system.

B. Vice President of Instruction’s Determination

The instructor will communicate his/her findings to the Vice President of

Instruction, who will make a disciplinary determination of sanctions based on the
evidence gathered in the instructor’s investigation. The severity of the disciplinary

sanction(s) will take into account previous offenses ofacademic dishonesty, which
may constitute additional disciplinary action. The \iee Pt estdcnt of lnst:ucuon. or
his. her designee, will then communicate the findings and disciplinary sanctions to
the student via their official College issued email address within five (5) business
days of the initial finding of academic dishonesty. If an email address is not
avai table, the Vice Prestden t of Instruction, or his/tier designee, shall send h is/her

written tindings and discipl nary sanctions to the student’s mailing address on
record with the College by certified mail—return receipt. 11w sanctions will remain
in place unless modified or overturned on appeal. The Vice President of

Instruction, or his/her designee. will also notify the Vice President of Student
Services, and all instructors impacted by the decision, of the findings and
disciplinary sanctions imposed.

IV. ACADEMIC DISCIPLINARY APPEAL PROCEDURE

A. Appeal to the Academic Review Committee

A student who disagrees with the \‘tcc President of Instruction’s decision may
request an appeal before time Academic Review Committee (Conitnittee”). This
request must be subnmilted in writing to the Vice President of Student Sen ices
within three (3) working days after receipt of the instnictor’s decision. The Vice
President of Student Services shall refer the flatter to the Committee together with
a report of the nature of the alleged misconduct, the name of the Reporting

Individual, the name of the student(s) against whom the charge has been filed, and
the rele\ant ficts i’evealed b> the instractor’s n\:estigation.
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Committee Composition

Membership of the Academic Review Committee shall he composed of the
thilowing:

a. Six fhculty/staff members appointed by the Vice President of
Student Services.
The Vice President of Student Services who will serve as the chair
without a vote. (unless there is a tie).

d. the Vice President of Instruclion will serve on the committee in
resource role, without a vote.

c. A note-taker

At least five facultyistaff members, plus the Chairperson must be present in
order for the Committee to conduct business.

Committee members will serve one (I) year from the beginning of fall
semester through summer semester with replacements appointed by
the Vice President of Student Services tfnecessary.

2. Committee Hearing Procedures

a. Pre-Hearing Procedural Responsibiltties of the Vice President of
Student Services — The Committee must meet within ten (10)
working days of recctpt of the student’s request for a hearing. At
least five (5) working days prior to the dale set for the hearing, the
Vice President of Student Services shall send notification to the
student(s) with the following information:

A restatement of the charge or charges.
ii. The time and place of the hearing.
iii. A statement of the students’ basic procedural rights.
iv. A list of witnesses that the Vice President of Student

Services or designee plans to present.
v. The names of the Committee members.

At least two (2) days prior to the hearing, the student(s) will provide
the Vice President of Student Services with a witness list and
whether or not the student will be represented by legal counsel.
Failure to notify the Vice President of Student Services regarding
legal counsel could result in the hearing being continued until such
time that the College can have its legal counsel present. Should the
College’s legal counsel attend, he/she shall serve as the procedural
officer for the hearing.
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b. The following due process rigHs shah anply to die Coinmthee
hearing:

The rteht io cotinsel. ‘[he role of the person ict ii:g as eocnsel
s solely to advise the studenttsj. The counse’ shal: not
ad dress the C oinm i tee.

it. The right to produce witnesses on ones behalf.
iii. The right to request. in writinti, the Vice President of Student

Services to disqualify any member of the Cot iiii ittec fbi’

prej udee or bias. (The request must contain reasons). A
request for dtsqtmalification, if made, must he submitted at
least three (3) working days prior to the hearing If such
disqualification occurs, the appropriate nominal ing body
shall appoint a replacement to be approved by the Vice
President of Student Services.

iv. The right to present evidence.
v. The right in know the t dent i ty of the pcrson s) bringing the

charge(s).
The right to hear witnesses on behalf of the personts)
bringing the charge(s).

vii. The right to testify or to refuse to testify without such refusal
being detrimental to the student.

c. The foliovv ing lteartng procedures shall apply

Hearings before the Committee shall be confidential and
shall be c ft sed to all persons except the to I lowing:

• The student(s)
• Counsel(s)
• C’oniniittee Members
• V ice Presidents, or designee

ii. Witnesses shall only be present in the hearing room when
gtv I tig their test imomy.

iii. The Vice President of Instruction, or designee, shall present
evidence and witnesses to support his/her decision.
Committee members may ask quest tons to the witnesses.

iv. The student(s) will then have an opportunity to present
evidence and witnesses. Commnittce members nay ask
questions to the witnesses.

v. Each side will have an opportunity to make a short, closing
argument. ‘I he hearing will be audio recorded, Recordings
will become the College’s propemly and access to the
recorditigs will be determined by the Committee
Chairperson All recordings will be fled in the office of the
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Vice President of Student Services. The Chairperson shall
establish the record at the close of evidence.

vi. Upon completion of a hearing, the Committee shall meet in
closed session to affirm, reverse or modify the instructor’s
dcc sion.

vii. Committee decisions shall be made by majority vote.
viii. Within two (2) working days after the heartng the Chair

shall notify he student(s) and Vice President of Student
Services, in writing, with the Comtnirtee’s decision.

B. Appeal to the President

A student who disagrees wtth the t’’Committee’’ decisions may request an appea
to the President. ThLS request must be subtnitted in writing to the President within
three t 3) working day-s after receipt of the Committee’s decision Appeals to the
President will only he accepted if additional evidence is brought to light, or the
student feels there were procedural errors or discrimination that impacted the
decision of the committee.

The President v’ II conduct an “on the record review” of the record presented to the
Committee. The President shall provtde a written decision to the student and Vice
President of Student Services, and the Vice President of Instruction, within ten (10)
btmsiness days from receipt of the student’s appeal.

Adopted: 09-2X-201 7

Revised: 1)3-03 -2t)2 I
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STUDENT SERV[CES

CO\IMUNITVCOI LFGE
I)ISCIPLINE AND APPEAL FOR NON-

Piocedure

ACADEMIC VIOlATIONS

OVERVIEW

[lie ‘ice President of Student Services is responsible br iniplenienting these Procedures.

These Procedures apply to non—academic vie lations defined in Policy 5 3.2 — Student

Code of Conduct. For academic—related violations, see Procedure 5.3.2. I — Discipline

and Appeal for Academic Violations. For issues regarding sexual harassment and sexual

violence, see Procedure 5.3.4,1 -. Sexual Harassment and Sexual Violence and for issues

related to other forms of unlawful discrimination, see Procedure 5.3.4.2 ‘— Unlawftil

I) sc r miii at ion.

II. SANCTIONS FOR VIOLATIONS

The following sanctions may he imposed for non-academic violations:

A. Reprimand — A reprimand is written communication which gives official notice

to the student that any further disciplinary offense will carry heavier penalties
because of this prior infraction.

B. General Probation - General probation occurs when a student has broken the

code of conduct for the first time: however, the action is not severe enough in
nature to warrant a more restrictive reprimand. A student being placed on general

probation will be warned that any future offense(s) will likely constitute further.

more severe reprimands.”

C. Restrictive Probation - Restrictive probation results in loss of good standing and
becomes a matter of record. While on restrictive prohaiion, the student will not

be eligible for initiation into any loc& or national organization and shall not
receive any College award or other honorary recognition. The student may not

occupy a position of leadership or responsibility with any College or student
organization, publication or activity. This sanction prohibits the student frotn

officially representing the College or participating in any extracurricular activities
including intramural competitions. Restrictive probation will be in effect for not

less than Iwo (2) semesters including the current semester. Any further

disciplinary offenses while under restrictive probation will result in the student’s

i mmcdi ate s uspens ion.
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D. Restitution — Restitution is paying For damaging, misusing. destroying or losing

property belonging to the College. College employees or students. Restitution

may lake the form of financial payment or appropriate service to repair or

oiliei-w se compensate for such damages.

H WithhOltJinE Academic Records and/or the Riffht to ReI!ister - Wiihholthng

official transcripts. tliplonnis or the right to register or participate in gradual ion

ceremori ies is imposed when a students financial obligations are noi met or the

student has a disciplinar> case pending final disposition.

F. Interim Suspension — Interim suspension is the cxc lus ion from all College

property and all College activities pending the resolution of a disciplinary

proceeding

C Disciplinary Suspension — Disciplinary suspension is the exclusion from all

College property and all CoHege activities for a specitied period of time. This

sanction is reserved for those offenses warranting discipline more severe than
disciplinary probation. A student under disciplinary suspension must receive

specific written permission from the Vice President of Student Services before

returning io campus. Disciplinary suspension appears on the student’s acadenuc

transcript.

Fl. Expulsion — Expuision is dismissing from the College. The student may he

readrnitted to the College only with the approval of the President. Expulsion

appears on i he students academic transcr:pt.

GrouD Probation - Grotip probatEon is gi’ven to a College club or other organized
student group for a specified period of time. If group violations are repeated

during the tern: of prohafloi the charter may he revoked or activities restricted.

Group Restriction — Group restriction is removing College recognition during the

semester which the offense occurred. or for a longer period (usually not more than

one other semester). While under restriction, the group may not seek io add

members, hold or sponsor events in the College community or engage in other

activities as specified.

K. Group Charter Revocation - Revocation is the removal of College recognition

for a group, club, society or other organization for a minimum of two (2) years.

Re-charter alter that time must be approved by the President.

Ill. IMMEDIATE REMOVAL FROM CAMPUS
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If an act of misconduct threatens the health, safety or well—being of any member of the

academic community and/or seriously disrupts the function and good order of the

College, an insiructor will immediately notify any College Vice President or Dean who

will immediately meet with the student and direct the student to cease and desist such

conduct and advise the student that failing to cease and desist will result in an immediate

removal from campus. If the student(s) fail(s) to cease and desist, or if the behavior is

such that the student(s needs to immediately he removed from campus, the College Vice

Prestdent or Dean may then immediately have the student(s) removed from campus.

The College Vice President or Dean invoking the removal shall noIit’ the Vice President

of Student Services in writing of the student involved and the nature of the infraction as

soon as possible hut no more than one (I) working day following the incident. Upon

receipt of the College Vice President or Dean’s written notice, the Vice President of

Student Services shall meet with the student as soon as possible to allow the student to

present hts/her side lt in the Vice President of Student Services’ opinion, the student’s

behavior threatens the health, safety and well-being of the College community, the Vice

President of Student Services shall place the student on inlerim stispension pending the

outcome of the disciplinary matter. Interim suspension may he imposed only: (a) to

ensure the safety and well-being of members of the College (h) to ensure the student’s

own physical or emotional safety and well-being; or (e) if the student poses a direct threat

of disruption or interference with the normal operations of the College.

IV. DISCIPLINARY PROCEDURES

In order to provide an orderly system for handling student disciplinary cases in

accordance with due process and justice, the following procedures will be followed.

A. Incident Report

Any College employee or student may file written charges with the Vice President

of Student Services against any student or student organization for violations of the

Student Code of Conduct. The individual(s) making the charge must complete and

submit an hicidczut Rçport within five (5) business days of the incident given risc

to the alleged violation.

B. Investigation and Determination

The Vice President of Student Services, or his/her designee, shall conduct an

investigation into the charges and allegations. Within ten (5) business days after

receipt of the incident report, the Vice President. or his/her designee, shall

complete hisher investigation of the charges and shall meet with the student (or

student representative(s) on behalf of a student organization), present the results

of the investigation and provide the student (or student representative(s)) with an
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opportuni iv to present hisher side. Alter discussing the alleged iii fraction with

the student, the Vice President of’ Student Services, or hisher designee may act as

follows:

Drop the charges; or

2. Impose sanction

C. Notilicatiomi

The Vice I’restdent ot’ Student Services, or hisihei’ designee. shall provide the

student ith hisdiei written decision and instructions go’ em’nmng the appeal
process Such notice shall be given in person or sent to the student’s College.

email add:ess or uiailuig address of record via Certified mail — return receipt.

Notification will also he sent to the Vice President or Instnmctmon. ‘.id any
instructors i nipacted by We decision,

4’. Sttmdent Voluntary Withdrawal

If a student is accused of violating the Student Code of Conduct and voluntarily

withdraws prior to the conclusion of the discipl nary matter without the consent of the

‘vice President ol Student Services, the studen: will not be allowed to re—enroll to the
College unless reasonable re-entiy restrictions, as detennir.ed by the Vice President of

Snident Services, are satisfied. For students who withdrew prior to a determination

regarding alleged misconduct that threatened the health. safety or well-being of any

member of mIte academic commtjnmty and;or seriously disrupted the function and good

order of the College. in addition to other reasonable re—entry restrictions, the student mist
provide proof from a psychiatrist or licensed psychologist, a; the sttmdent’s expense. that

the student ito longer poses a direct threat.

VI. DISCIPLINARY APPEAL PROCEDURE

A. Appeal to time Disciplinary Review (‘oinniittee

A stadent who disagrees with the Vice President of Student Service’s decision

may request an appeal before the Disciplinary Review’ Committee (“Committee”).

Thts request must be submitted in writing to the Vice President of [nstruction

w tthimi three (3) working days after receipt of the Vice President of Student

Services decision. The Vice President of Instruction shall refer the matter to the

Conintittee together with a report of the nature of the alleged misconduct, the

name of the Reporting Individual, the name of the student(s) against whom the
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charge has been flied, and the relevant facts revealed by the Vice Presideni ut

Student Sers ices’s tnvest:gation.

Coinniirtee Composition

Membership of the I )tscipl nary Review Coin in ittee shall be composed of

the lollowmg:

a. Three titcully’staff members appointed by the Vice President of

Inst rue (ion.
b. Three student members appointed by the Student Go emment

Association and approved by the Vice President of Instrudion.

c. The Vice President of Instruction who will serve as the chair

without a vote, unless there is a tie.

d. The Vice President of Student Services will seive on the committee

in a resource role.

e. A note-taker

At least two faculty/staff members and two students plus the Chairperson

must he present in order for the C’ommittec to conduct business.

Committee members will serve one (I) year from the beginning of ftill

semester through summer semester with replacements appointed by the

Vice President of Instruction or SGA if necessary.

2. Committee Hearing Procedures

a. Pre-[learing Procedural Responsibilities of the Vice President of

Instruction — The Commi nec tnust meet it h in ten (I 0) working

days of receipt of the student’s request for a hearing. At least five

(51 working days prior to the date set for the hearing, the Vice

President of Insruciion shall send not i ficatioji to the student(s)

with the following information:

A restatement of the charge or charges.
ii. The time and place of the hearing.
tim. A statement of the students’ basic procedural rights.

iv. A list of witnesses that the Vice President of Instruction or

designee plans to present.
v. The names of the Committee inemnbers,

At least two (2) days prior to the hearing, the student(s) will

pnmv ide the Vice President of Instruction with a witness list and

whether or not the studetit will he represented by legal counsel.

Failure to notify the Vice President regarding legal counsel could
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result in the hearing being conE trued until such time that the
College can have its legal counsel present. Should the College’s
legal counsel attend, he/she shall serve as the procedural oflicer for
the hearing.

5. The following due process rights shall apply to the Committee
hearing:

[he nght to counsel. [he role of the person acting as
counsel is solely to advise the student(s). The counsel shall
not address the Committee.

ii. The right to produce witnesses on one’s behalf.
in. The right to request, in writing, the Vice President of

Instruction to disqualify any member of the Committee for
prejudice or bias. (The request must contain reasons). A
request for disqualification, if made, must be submitted at
least three (3) working days prior to the hearing. If such
disqualification occurs, the appropriate nominating body
shall appoint a replacement to be approved by the Vice
President of Instruction.

iv. The right to present evidence.

v. The right to know the identity of the person(s) bringing the
charge(s).

vi. The right to hear witnesses on behalf of the person(s)
bringing the charge(s).

vii. The right to testify or to refuse to testify without such
refusal being deirimental to the student.

c. The following hearing procedures shall apply:

Hearings before the Committee shall be confidential and
shall be closed to all persons except the following:

• The student(s)
• Counsel(s)
• Committee Members
• Vice Presidents, or designee

ii. Witnesses shall only be present in the hearing room when
giving their testimony.

iii. The Vice President of Student Services, or designee, shall
present evidence and witnesses to support his/her decision.
Committee members may ask questions to the witnesses.
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iv. The student(s) r)t then ha\e an npoortunitv In present

evidence and witnesses, (.oiniuittee members may ask

questions to the w tnesses

v. Each side will have an opportunity to make a short, closing

argument. The hearing will be audio recorded. Recordings

will become the College’s property and access to the

recordings will he determined by the Committee

Chairperson. 4)1 recordings will be flied in the office of

the Vice President of Student Services The (‘htii’peron

shall establish the record at the close of evidence.

vi. Upon completion of a hearing, die Committee shall meet iii

closed session to affirm. reverse or modiR’ the Vice

President tit Stndent Service’s decision.

vii. Committee decisions shall be made by majority vote.

viu. Within two (2) working days after the hearing, the Chair

shall notify the student(s) and Vice President of Student

Services, in writing, with the Committee’s decision.

B. Appeal to the President

A student who disagrees with the (‘‘Committee’’) decisions may request an appeal

to the President. This request mtist be submitted in writ iou to the President ui thin

three (3) workng days aftei receipt of the Committee’s decision. Appeals to the

President will only be accepted it’ additional evidence is brought to light, ot the

student feels there were procedural errors or discrimination that rnpacted the

decision of the committee.

The President will conduct an ‘on the record review” of the record presented to

the Committee. The President shall prov ide a written decision to the student, the

Vice President of Student Services, and the Vice President of Instruction within

ten (TO) business days from receipt of the student’s appeal.

Adopted: 09-28-2017
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HAYWOOD STUDENT SERVICES Policy
COMMUNITY COLLEGE BEHAVIORAL ASSESSMENT TEAM 5.3.3

Purpose of the Student Conduct Review

The College has an obligation to provide a sale place (1w its students to learn and for its
employees to work. When any member of the College community (i.e. employees,
students, or community members) has a concern about a student’s behavior(s), including
those that potentially have a negative consequence on the safety of College employees,
other students, or the student iii question, they should report the matter as directed in
Procedure 5.3.3.1 based on the behaviors identilied.

Behavioral Assessment Team
The Behavioral Assessment Team (BAT’’) is a cross—functional multidisciplinary group
focused on prevention and early intervention for students exhibiting concerning behaviors.
Any member of I ICC Security or College Administration may request a BAT meeling to
review concerns related to safety, security, conduct, etc. If wananted, the BAT may be
convened at the discretion of the Vice President of Student Services (“Vice President”) or
his/her designee.

Procedure 5.3.3.1 details the BAT’s membership, review process, recommended
detemiinations, outcomes, and follow—up.

Adopted: August 14, 2017

Revised: December 3,2019
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STUDENT SERVICES
HA\ 4OOD Procedure

CONIMLNITYCOLLEGE jA’lRI_ASSESSMENT TEAM

The following procedures guide the process for the Behavioral Assessment Team (“BAT’).

Procedures br Behavioral Assessment Review

A. Step One - Reporting

‘ollege employees, students, or community members who are concerned about
a student displaying the following behaviors should report detailed infonuation

to the specified staff as noted below:

a. Students who are displaying elevated levels of distress, disturbance, or

dysregulation (e.g. suicidal ideations or intent) should be reported to the

Office of Student Weilness. It is the responsibility of wellness staff to

communicate with HCC Security (and vice-versa) on a case-by-case basis

depending on the severity and details of the circumstances. If the behaviors
being displayed include actions that suggest a suicidal attempt, or pose an
immediate threat to the student or others, the reporting party should contact

HCC Security immediately.
b. Students displaying violent and aggressive behavior that pose a direct threat

to the health, welfare, and safety of the College community should report to
HCC security and the Vice President of Student Services (“Vice President”)
or his/her designee immediately. It is the responsibility of both HCC
Security and the Vice President to communicate with one another on a case-
by-case basis depending on the severity and details of the circumstances.

c. In the event a behavioral concern involves any actions that could potentially
be against the law, or a public safety concern, it is the responsibility of the
repor recipient to include the School Resource Officer (SRO).

d. In the event a behavioral concern involves the actions of an HCC employee,
it is the responsibility of the report recipient to include the Director of
Human Resources.

The individual who directly witnesses the behaviors noted above should complete
an incident report describing the behaviors or threats in detail. All other parties,
including those who were informed or previously took any action, should send
detailed accounts with any additional information via email to the Office of the
Vice President to be included in the report. The incident report is found online at
WV. V. . ha\\\cod. du sccuri iy-aiid—sa fei\ wcalcnt reporun.

2. College employees or students who are concerned about a student who is

displaying normal levels of depression, anxiety, or any other behavior that does

not pose a threat to themselves or others as noted in item number (I) of this

procedure should complete an early intervention alert in the College’s retention
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sofiware. That intervention will be sent to the student’s Success Coach and/or
Academic Advisor and or the Office of Student Weilness. It is the
responsibility of the Success Coach or Academic Advisor to communicate with
the Office of Studeni \kellness land vice-versa) to expedite the appropriate
assistance to the student.

B. Step Two — Incident Review

[ii eases where the behavior(s) in question are refirred to the Office of the Vice
President. he. she wiN conduct a re ic based on the nature of the report. When
conductmg the review, the Vice President shall consider, among other things: (a)
the severity of the reported behavior; (b) whether the repor ed behavior represents
a direct threat to the health, welfare and safety of the College’s community; (c) the
student’s academic, attendance and discipline records; (d) whether this type of
behavior has been reported in the past; and (C) whether or not the reported behavior.
if true, violates the Code of Student Conduct.

When conducting the review, the Vice President, or his/her designee, may: (a)
speak with the student; (b) gather additional evidence or information by
interviewing members of the College community; (c) compile additional
documentation; and (d) review other evidentiary sources.

Based on the result of the review, the Vice President, or his;her designee, may do
the following: (a) treat the matter as a disciplinary action pursuant to Policy 5.3.2
— Student Code of Conduct, if a violation is believed to have occurred; (b) issue a
Trespass Notice; (c) make a written referral of his/her findings to BAT tbr review;
or (d) 110 further action is warranted. If the Vice President refers the matter to the
BAT for review, he/she will call for a meeting of the BAT for discussion and
potential action recommendations. The referral will be communicated to the
student on a case-by-case basis as needed at the discretion of the Office of Vice
President. The Vice President will also include any other College smkeholders at
his/her discretion if deemed appropriate.

II. BAT Membership, Review, and Recommended Actions

A. Membership

Members of the BAT are:

Vice President of Student Services (Chair), Or Iisiher designee
2. Saident Weilness Counselor
3. Director of Campus Development
4. HCC Security Officer/s
5. School Resource Officer (La Enforcement)
6. Vice President of lnstniction
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7. l)irector ol human Resources (It F:mployees In\ul\ed)

S. Vice President of Business Operations (If Regional (.eiitct for the

Advancement of Children is Fin oR ed)
Other appointees as needed

B. BAI’ Review

If referred by the Office of the Vice President, the BAT will review the concern to

dctcnmune ifthe speech ci hehavto: in question is creating. or iima lead 10, an unsate
ccvi ronment and nl1ede the success of the student in quest on or other students.

Thc BAThs report v ill he based on the nature of the beha\ ior. the severity of the
safety risk and the students needs.

As a part aldus evaluation, the BA F will review the findings acid may meet with

the individual(s) bringing forth the concern, witnesses. and/or the student in
question. Further, the BAT may request or require that the student be evaluated by
outside professional(s) to determine their suitability to be a student at the College
if the behaviors identified lead to an immediate concern for the safety, health, or
well—being of the student themselves or the College community. If requested, the
student will have an opportunity to review any documentary evidence reviewed by’
the BAT and will he allowed to address the BAT and may be accompanied by an
advocate: however, only the student v ill he allowed to address the BAT and not
the advocate

All informatiot: shared w ith the BAT is confidential, and no member is allowed to
repeat any iniormatmot: discussed or disclosed with any member of the campus or
community unless directed by the Office of the Vice President.

C. BAT Recommended Actions

Upon completion of he revuew, the BAT will document their written findings and
dci cnn i nation in writing to the student. rh e B AT may inc I tide, but is not I imut ed
to, the following recommendations in their findings:

No action requn red.
2 Propose a resolution to address miscommunicatton.
3. Propose an action plan to address coacerntng behaviors and support student

success.
4. Refer studemit t’or aim extenmal psychological or substance abuse assessment

at the College’s expense.. Should the results of the assessment indicate that

it is not in the best interest of the student’s health or safety to be enrolled in

the College at that time, the BAT vvi I request a vvi thdraxval ttntil the student

can receive the appropriate help deemed necessary by a licensed
tnental/behavioral health professional.

5. Re icr the matter to Policy 5.3.2 —. Student Code of Conduct to initiate

appropriate dtscipl:nary action if it violation is believed to have occurred.
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If a conduct violation has occurred. it is the duty of the Vice President (or
his/her designee) to administer a corresponding sanction at his/her
discretion.

A student’s failure or rcfttsal to comply with determination of the BAT as
administered by the Office of Vice President of Student Services will constitute a
basis to charge the student with an offense tinder Policy 5.3.2 — Student Code of
Conduct and administer according to Procedure 5,3.2.2 — Discipline and Appeal
Procedure for Non—Academic Violations,

All documentation associated with each concern addressed will be niaintatned in
the student’s permanent record.

D. Incident Follow-up

If warranted, the BAT, at its discretion, may require periodic follow-ups with the
student. The desire and frequency of such follow-ups shall he included in the
BAT’s written determination. Failttre by the student to participate in required
follow-ups may he treated as a disciplinary infraction.

Adopted: 1 2—1 I —20 I 9
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STUDENT SERVICES

cOINRn(OLHCE
I)I%CRIUflAIRfl AND

I laywocid Communit> (‘ollege is hiI1 coiiiniittcd to prong a learnmg arid work environment

that is free from prohibited discrimination. The College does not practice or condone

discrimniation based on race, color, ilailona: origin, religion, sex, gender. gender ideniiiv or

expression. pregnancy. disahil ii), genclic information, age. political affiliation or veterans’ status

in the administration or in any o fits academic programs and eniplovnient practices.

For issues related to sexual and gender harassment, discrimination and violence, see Procedures

5.3.4.1 — Sexual Harassment and Sexual Violence.

For issues related to all other types of unlawful discnminat:on and harassment, see Procedures

5.3.4.2 — Unlawful Discrimination and Harassment.

Adopted: 8-14-20] —!

Legal Reference: Title VII of the Civil Rights Act of 1964;llie Americans with Disabilities Act

of 1990; Section 504 of the Rehabilitations Act of 1973; The Age

Discriniination in Employment Act of 1967; Equal Pay Act of 1963; Title II of

the Genetic In formation Nondiscrimination Act 012008; Til It TX of the Hi glier

Education Amendments of 1972: Lily l.edhetter Act: NC’ Ftjtial Eniplovnient

Practices Ac , NC Retaliatory Employment Discriniination Act: Jeanne Clery

Disclosure Act of Campus Securi:y Policy and Campus Statistic Act of 990:

Campus Sexual Assault Victtms Bill of Riglils of 1992; Violence Against

Women Act of 1994: Campus Sexual Violence Elimination Act of 2013.

Page I of I



STUDENT SERVICES
HA WOOD Procedure

COMMUNITY COLLEGE RcTE 5t4.i

Ilaywood Community College strives to make its campuses inclusive and a safe and welcoming
learning environment [or all members ol’ ilie College community. Pursuant to multiple federal and
state laws and administrative regulations and pursuant to College policy, the ( ollege prohibits
discrimination in its educational programs and activities based on sex.

l’itle IX is a eoimwehensive federal law that prohibits dscrimination on the basis of sex in any
federally ftinded educat iou program ut acti v fly Liidcr Title IX. discrimination on (lie basis of sex
includes quid pin qua harassment, sex ual harassment, and sexual assault, stalking, dating or
domestic violence (collectively referred to as “sexual harassment”). The CoHege’s Title IX
C’oordmator has oversight responsibility for handling sexual harassment complaints and for
identifying and addressing any patterns and or systemic problems involving sexual discrimination
or harassment.

All allegations involving sexual hiai’assment should be directed to the College’s Title IX
Coordinator and addressed tinder these procedures. For other complaints of discrimination and
harassment not related to sexuai harassment, refer to Discrimination and Harassment Procedure
3.3.7.2/5,34.1

1. DEFINI’I’IONS

l’he follot ing definitions shall apply to this Procedure. The definitions ate not intended to
operate as speech codes, promote content and viewpoint discrimination, or suppress
minority viewpoints in the academic setting. Indeed, just because a student’s speech or
expression is deemed olicnsivc by others does not mean it constitutes tliscrimtnalion or
harassmeni.

In applytng these definitions. C’ollege administrators shall view the speech or expression in
its context and totality and shall apply the following standard: the alleged victim
subjectively views the conduct as discrimination or harassment and that the conduct is
objectively severe or pervasi e enough thai a reasonable person would agree thai the
conduct is di sen in mat ory or harassing.

A. Actual Knowledge
— notice of sexual harassment oi’ allegations of sexual

harassment by the Title IX Coordinator or any College official who has the authority
to institute corrective measures on behalf of the College. Actual knowledge is not
met when the only College official with actual knowledge is a Respondent.

B. Complainant — an individual who is alleged to be the victim of conduct that could
constitute sexual harassment,

C. Consent — explicit approval to engage in sexual activity demonstrated by clear
actions or words. This decision must be made freely and actively by all participants.
Non-verbal communication, silence, passivity, or lack of active resistance does not
imply consent. In addition, previous participation in sexual activity does not
inritcate current consent to participate and consent to one fonn of sexual activity
does not itnply consent to other forms of sexual activity. Consent has not been



obta ned in situations where the mdi vidjia I i ) is forced, pressured, manipulated or
has a reasonable fear that they will be injured ti they do not submit to the act: n) is
incapable of giving consent or is prevented from resisting due to physical or nwntal
incapacity (including being under the nfluence of drugs or alcohol): or ni) has a
menial or physical disahi Iit, w hicli nhibiis his. her ability to give consent to sexual
activity.

II. Dating Violence — crimes nt violence against a person with whom the person has or
had a social relationship or a romantic or intmate relationsh:p.

E. Domestic Violence -- crimes of violence against a current or former spouse or
intimate partner; a person with whom the individual shares a child in common a
pci-son with whom the individual cohabitates or has cohabitated as a spouse or
intimate pariner: a person similarly situated to the individual as a spouse under local
domestic laws; or any other person who is protected under local domestic laws of
the jurisdiction -

F. Education Program or Activity — 11w purposes of these Proccdurcs, this means any
locations, events, or circumstances over which the College exercised substantial
control over both the Respondent(s) and the context in which the alleged sexual
harassment occurs. It also means any building owned or controlled by a student
organization that is officially recognized by the College.

G. Formal Complaint — a document filed by a Cotuplainant or signed by the Title IX
Coordinator alleging sextial harassment against a Respondent and requesting the
College investigate the allegation(s). A Formal Complaint nut ales a fonnal
grievance process in which pailies are entitled to due process protections

H. Informal Resolution — a resolution reached regarding an allegation of sexual
harassment without the filing of a Formal Complaint. Informal Resolution may
include mediation. facilitaied dialogue, conflict coaching, restorative justice, or
other models of al Lemati ye dispute reso]ution. Informal Resolution cannot he used
for a students alleation of sexual harassment against a College employee

Respondent — an individual who has been reported to be [he perpetrator of conduct
that could cnnstittite sexual harassnient.

J. Retaliation — to intimidate, threaten, coerce, or dscriininate against any mdi’ idua!
for the pui’pose of interfering with any right or prtvilege secured by Title IX or
because the individtial has made a report or complaint, testified, assisted,
participated, or refused to participate in any manner in an investigation, proceeding.
or hearing under these Procedures.

K. Sexual Assault an offense that meets the detinit:on of rape, thndling, incest, or
statutoty rape as used in the FBI’s Unilbnr Crime Reporting system,

I.. Sexual Harasstnent -- quid pro quo harassment; unwelcome conduct that a
reasonable person would find so severe, pervasive, and objectively offensive that it
effectively denies a person equal access to the College’s education program or
activity, including conduct based on sex stereotyping: or any instance of sexual
assault, dating violence, domestic violence, or stalking.



Quid pro quo harassment is a person having power or authority over another
and conditioning an educational or employment benefit or service or access
to receiving the educational or employment benefit or service upon a
persons participation in unwelcome sexual conduct.

NI. Stalking engaging in a course of conduct directed at a specific person that would
cause a reasonable person to fear for his/her safety or the safety of others or suffer
substantial emotional distress.

N. Standard of Evidence the College uses preponderance of the evidence as to the
standard for proof of whether a violation of this policy has occurred. In the swdent,
due process hearing and employee grievance process, legal terms like ‘guilt,’
“innocence.” and “burden of proof” are not applicable. Student and employee due
process hearings are conducted to take into account the totality of all evidence
available from all relevant sources. The College will find the Respondent either
“responsible” or “not responsible’ for violating these Procedures.

0. Supportive Measures — individualized services reasonably available that are non-
punitive, non—disciplinary, and not unreasonably burdensome to the other party that
is designed to ensure equal educational access, protect the safety, or deter sexual
harassment. Examples of support measures are counseling, extensions of deadlines
or other course-related adjustments, modifications of work or class schedules,
campus escort services, mutual restrictions on contact between the parties, leaves of
absences, increased security, and monitoring of certain areas of the College, and
other similar measures.

P. Title IX Coordinator —. for purposes of these Procedures, the Title IX Coordinator
refers to the Vice President of Student Services. The Title IX. Coordinatois office,
is in the 1500 (Hemlock) Building. ‘[he plioiie number is 828 -565—4220, and the
email is mwcolemanQhaywood.edu.

II. SCOPE ANI) APPLICABILUI’V

A. ‘l’hese Procedures apply to the conduct of and protect:

I. College students and applicants for admission into the College

2. College employees and applicants for employment

3. College student organizations

4. Third parties participating in a College education program or activity

B. These Procedures apply to conduct that occurs in a College Education Program
or Activity located within the United States and of which the College has actual
knowledge.



III. REPORTING

A. Reporting to Local La Enlorcement

Indi iduals may report sexual harassment directly to local law en forcement agencies

by dialing 91 I. lndividua who make a criminal allegation may also choose to
pursue the Colleges grievance procedure simultaneously. A criminal investigation
into the matter does not release the College from its obligation to conduct its own
investigation (nor is a ermunal investigation determ nail ye of whether sexual
harassment has occurrcd Hin C\ ci. the Colleges investigation may he delayed
temporarily wh:e the crinuna investigators are gathering evidence In the event of
such a delay, the College must make aailahle supportive measures when necessary
to protect the aleged Complainant and or the College community.

mdi’ iduals may choose not to report alleged sexual harassment to law en forceni em
authorities. The College respects and supports individuals’ decisions regarding
reporting; nevertheless, the College may notify appropriate law enforcement
authorities if legally required or van’witcd by the nature of the allegations.

B. Reporting to College Officials

The College’s Title IX Coordinator oversees compliance with these Procedures and
Title IX regulations. Questions about these Procedures should be directed to the
Title LX Coordinator. Anyone wishing to make a report relating to sexual
harassment may do so by reporting the concern to the College’s Title IX Coordinator
in person, by mail, by telephone, by email, or by any other means thai results in the
Title IX Coordinator receiving the person’s verbal or written report of alleged sexual
harassment.

IV. GRIEVANCE PROCEDURES

A. Scope

I. The use of these grievance procedures applies to reports alleging sexoal
harassment earned out by employees, students, or third parties.

2. All reports of sexual harassment are taken seriously. At the same time, those
accused of sexual harassment are presumed “not responsible” throughout this
grievance procedure.

B. Initial College Response and Assessment

1. After receiving a report of sexual harassment, the Tttle IX Coordinator takes
immediate and appropriate steps to:

a. Comnitin ieate with the individual who reported the alleged conduct,

b. Implement supportive measures to eliminate and prevent the recur enee
of sex harassment, deter retaliation, remedy the effects of sexual
harassment, and provide clue process rights during a College
investigation;



c. Provide the individual with a Copy of this Policy and Procedure: and

d. Determine whether the alleged conduct, as described by’ the reporting
party, falls within the scope of this policy and, if so, initiate the
in estigalion and resolution procedures outlined below.

e. The Title IX Coordinalor may delegate the authority to take some or all
of these steps to a Deputy Title IX C’oordinator.

2. The litle IX Coordinator must admintstratively close a report or complaint
of sexual harassment ifafter an initial assessment:

a. The allegations as stated do not constitute a violation of this Policy and
Procedure, even if proven; or

b. The alleged sexual harassment did not occur in the College’s Education
Program or Activity or did not occur in the United States.

c. The Title IX Coordinator will notify the parties if a report or complaint
of sexual harassment is closcd tinder this section, including the reason(s)
for closure, and direct the parties to the appropriate College office or
department to resolve the repoit or complaint. All parties may appeal the
Title IX Coordinator’s dismissal of a Fonnal Complaint under this
section by using the appeal procedures in Section VI, below.

3 The Title IX Coordinator may administratively close a report or complaint of
sexual harassment if:

a. The Complainant, at any time, requests withdrawal of the report or
complaint;

b. l’he Respondcnt is no longer enrolled or employed by the College; or

c. The College is prevented from gathering evidence sufficient to reach a
determination of responsibility.

d The Title IX Coordinator will notify the parties if a report or complaint
of sexual harassment is closed under this section, including the reason(s)
for closure, and direct the parties to the appropriate College office or
departmcnt Lo resolve the report or complaint. All parties may appeal the
Title IX Coordinator’s dismissal of a Formal Complaint tinder this
section by using the appeal procedures in Section VI, below.

4. Regardless of when alleged sexual harassment is reported, a Complainant
must be participating in or attempting to participate in the College’s
education program or activity for a Fonnal Complaint to be tiled.

C. Informal Resolution



Any party may request the College facilitate an in tonual resolution to a
sexual harassment complaint at any time after the tiling ot a Formal

omplaint. The Title IX Coordinator may offer the part es the opporttLn ity
or iniorinal Resolution, too.

a. Upon a request for iii fomiul Resolution, the Ii Lie I X Coordinator
detennines whether in formal Resolution is appropriate based on he facts
and circumstances of the case. The Title IX Coordinator etisures that any
proposed in formal resoltition is consistent vi th the College’s obligations
to prevent and redress sexual harassment.

h. A students allegations of sexual harassment against a College employee
are not eli gi hi e for i ti formal Resol uti on -

c. The Title IX Coordinator provides the parties with written notice of
proceeding with an informal resolution, including the allegations of
sexual harassment, the requi I einents of the informal resolution process.
and potential outcomes resulting from participat nig in the informal
resoltition process.

d. The Title IX Coordinator ako designates an independenn netirral person
to fac il it ate the in formal Reso ut ion.

2. In formal Resolution is vol untai y.

a. The Complainant and Respondent must provide written consent for
informal Resolution to take place.

b. Any party has a right to end the informal resolution process at any time
pr or to agree iii g to a reso I uti on and begin or coot iue the fo ninal

investigation and grievance process.

3. Informal Resolution concl tides the matter only when all pam-ties have signed a

written agreement that confirms the Resolution of the allegations.

-a. The resolution agreement must include a waiver of the parties’ right to
have a formal hearing on the allegations that have been informally
resolved.

h. Parties are proh hi ted from revoking or appealing a resolution agreemeni.
Should the Respondent tolate the terms of an informal resolution

agreetneni. such violation will subject the Respondent to an in estigation
and the fomial grievance process contained in this Procedure.

4. If a resolution agreement is not reached. the College \vi Ii continue with a

tonnai investigation.



Ii Investigations

The goal of a formal investigation is to reach a determination as to whether a
Respondent has violated one or inure College policies prohibiting sexual
harassment and, if so, remedy the e fleets o ta v iolat ion.

a. The Title IX Coordinator may inc hide possi blc violations o C other
College policies that contributed to. arose from, or are otherwise related
to alleged violations o this Policy’ and Procedure in the scope of an
in’. estigation.

h. The Title IX (nordinator gives \‘.riiteii nol:cc it) ilic Cn:nplainaiii and
Respondent of the invesitgaiion, providing sufficient details to allow the
panics to respond and prepare for initial interviews, including the
identity of the parties involved (if known), the conduct alleged to be
sexual harassment, the date, and location of alleged incidenis (if known).
a statement that the Respondent is presumed not responsible. A
deteniination of responsibility is made at the conclusion of ihe process.
information regarding the parties’ right to an ad’. isor, and the right to
review the evidence and notice that the College prohibits knowingly
making false statements or submitting false information during the
grievance process.

c. The Title IX Coordinator designates an investigator to investigate the
allegations of sexual harassment.

2. Parties to an investigation can expect a prompt. thorough. and equitable
investigation of complaints. including the opportunity for parties to ask
questions. present witnesses, and provide iiifhrmaton regarding the
allegations.

3. Parties and witnesses should cooperate in the itivestigatioii process to the
extent required by law and this policy.

4 The standard of proof used in investigations is preponderance of the
evidence. It is the College’s responsibility to establish the standard of proof
and gather evidence during investigations.

5. The College aims to brmg all investigations to a resolution with in thirty (30)
business days from the date the Title IX Coordinator detennines an
investigation will commence.

a. Extensions of the tin,efi’ame ftr good cause are allowed, so long as
written notice and the reason (hr the delay is provided to the parties.
Good cause includes:

The complexity and/or n timber of the allegations;
ii. The severity and extent of the alleged misconduct;
iii. The number of parties, witnesses, and other lypes of evidence

involved;
iv. The availability of the parties, witnesses, and evidence;



v. A request by a part to delay an nvesttgation;
vi The e Elect of a cnneurrcnt criminal investigation ii

proceeding;
vii. Intervening hoiidays. College breaks, or oilier ciosures:
m. Good faith efforts to reach a resolution; or
ix. Other unforeseen circumstances.

h. Investigations typically include interviews with the Complainant, the
Respondent, and any witnesses, and the objective evaluation of any
physical, documentary, or other evidence as appropriate and available.
The college will give the Complainant and the Respondent written notice
of any interview, meeting, or liea ring at v’ hi ch a party is in \ tied or
expected to participate.

c. The Title IX Coordinator will inform the Complainant and Respondent at
regular intervals of the status of its investigation.

d. The College may suspend or place on admnimsrative leave a student or
employee, pending the completion of an invest gut ion and Resol iii ion.
hen the College performs an individualized safety and risk analysis and
detennines the person poses an immediate threat to the physical heal di or

safety of any member(s) of the College common ity.

The Title IX Coordinator may recommend to the appropriate
College official to implement or stay an interim suspension of
a student or enip lo yee and the condi ii otis and duration of suc Ii
suspension or leave.

ii. In all cases in which an interim suspension or administrative
leave is imposed, the student or employee ha II be given
notice and an opportunity to challenge the removal decison
immediately following the removal.

iii. Violation of an interim suspension under this Procedure is
grounds for expulsion or tcimination.

6. Interviews conducted as part of an investigation tinder this Procedure nay he

recorded by the College. Recordings not atithorized by the College are
prohibited.

7. The Complainant and Respondent have the right to be accompanied by an
advisor of their choosing during all stages of an investigation.

a. A party may elect to change advisors during the process.

b All ad’ isors are su hect to the same rules;

During the investigation, the adv isnr’s role is limited to
providing advice, guidance, and support to the Complainant
or Respondent. An advisor is not permitted to act as a

liailicipaiv or advocate during the investigative process.
ii Advisors are expected to maintain the pri acy of the records

shared with them.



iii. Advisors are expected to refrain from interfering with
investigations.

iv. Any advisor who overs:eps their role or interferes during an
n\ estigation process x ill be wamed once If the advisor

continues to disrupt or otherwise fails to respect the limits of
the advisor role, the advisor will he asked to leave. The Title
IX Coordinator detenu i nes whether the advisor may return or
should he replaced by a different advisor.

8. Prior to finalizing a report, the investigator provides all parties an equal
opportunity 10 review any evidence obtained as part of the investigation that
is directly related to the allegations raised in the Formal Complaint.
including the evidence upon which the (‘ollege does not intend to rely.

a. The Coinpiauant and Respondent may submit a written response to the
evidence wthin ten days after receipt of the evidence.

Responses must be submitted to the investigator via email.
mail, or hand delivery by 5:00 p.m. eastern standard time on
the date responses are due.

Responses may iiot exceed ten double-spaced pages on
S. 5x 11 paper With one—i ncli margins and 12-point font.

h. The in\ estigator considers any responses received from the parties and
conducts any further investigation necessary or appropriate.

9. Following an investigation and at least ten days prior to a grievance hearing,
the investigator submits an investigative report to the parties that fairly
stlmmari7es relevant evidence. The report includes a summary of the
allegations. a summary of the response: a summary of the n’estigative steps
taken to verify the allegations and response: and a summary of the evidence
relevant to a determination of responsibility.

V. GRIEVANCE HEARINGS

At least ten days after the issuance of an investigation report, the College must hold a ltve
hearing ui front of a decision-maker to detennine the responsibility of a Respondent. The

decision-maker may not he the Title IX Coordinator or the investigator(s). A “live hearing”
means either in person or virtually. The following hearing rules apply:

A. All parties must be able to sec and hear the questioning of parties and witnesses,

B. Any party may reqtiest a virtual hearing. If requested, the College will provide a
virtual hearing.

C’. All panics have an equal opportunttr to present witnesses, including fact and expert
witnesses.

D. The parties’ advisors are permitted to cross-examine the parties and any witnesses.

The pan es arc prohibi:ed from ti red I>’ conducting cross—examination.



Cross-examination must be conducted by a party’s advisor

2. The decision—maker determines whether quest ions asked durtng cross—
examination are reievani to the determination ol rcsponsih,liy. Ii (lie
decision—maker disallows a question, they will explain the basis (or their

decision at the hearing. Patties and advisors may not challenge a decision-
maker’s relevancy deternunations during the hearing.

3. Evidence or questions that inquire about the Complainants sexual
predisposition or prior sexual history are proh hi ted (i.e., rape—shield
protections) unless such questions and evidence are offered to prove that

someone oilier than t lie Respondent coin ni itied I he cot attic t a I leged by the
Complainant, or if the questions and evidence concern speci Re incidents of
the Complainant’s poor sexual behavior with respect to the Respondent and
are offered to prove consetit.

4. The decision—maker may not consider statements of indivdtials who do not
submit to cross—examination in reaching a determination of responsibility

5. Records with a legally recognized privilege. such as medical treatment
records, may not be used unless the individual or entity who holds the
privilege waives the privilege. Any waiver mist be written and made in
advance of a hearing.

6. If a party does not have an advisor, the College will provide an advisor at no
cost to the party. The advisor may, or may not, be an attorney.

7. Other siandarti Rules of Evidence do not apply in grievance hearings under
these Procedttrea.

E. The College will pro’ ide either an audio recording, andiovisual reeordrng. or

transcript of the hearing to all parties.

F. lhe decision—maker evaluates all relevant evidence and reaches a determination
regarding responsibility. Ihe decision-maker issues their final wrrlten determination
to all parties within ten (10) days of the tearing. The tinal written determination

includes a stininiary of the allegatrotis; a description of the procedural steps taken by

the College to investigate and reach a determination of responsibility: findings of

fact supporting the detennmnation; conclusions regarding the applteation of College

policies to the facts: a statement of and rationale for the result as to each allegation,

including a dewrrnination of responsibility; any disciplinary sanctions the College
recommends or imposes; whether remedies designed to restore or preserve equal

access to an education program or activity will be provided to the Complainant: and

the C’ollege’s appeal procedures.

C. The following sanctions may be imposed (‘or those who have iola:ed these

Procedures:

Sindents

a. Verbal or Written Warning



b. Probation
c. Administrative withdrawal floin a course without refund
d. Required Counseling
e. No Contact Directive
I Suspension
g R econi iii en dat ion of’ Expulsion
h. Other consequences deemed appropriate

2 hnployees

a. Verbal or Writlen Warning
b Pc rfonnanee I nipro;emcn t Plan
c. Required Counseling
d. Required Training or Education
e. Recommendation of Demotion
I Recommendation to Suspend with or without Pay
g. Recommendation of Dismissal
Ii. Other consequences deemed appropriate to the specific violation

If the decision-maker is required to make a recommendation for student expulsion or employee
suspension, demotion, or dismissal, such recommendation will be made to the appropna:e College
official after the lime for appeal has expired. Ifthe decision-maker recommends the Respondent be
expelled, suspended, demoted, or dismissed, during the time in which either party has to appeal.
the Respondent shall remain on suspension unless otherwise determined by the decision-maker.

VI. APPEALS

After the decision—niak ci stihm its their determination of responsibility to the Complainant
and Respondent, all parties are given an equal opportunity to appeal the detennination.
Appeals may be based only on these grounds:

A. Proccdural irregularity I hai affected the outcome:

B. Sew evidence that was not reasoiiablv avaHabie at the time of the hearing that could
affect the outcome: and/or

C. The ‘[itle IX Coordinator, investigator, or decision-maker had a bias or conflict of
interest that affected the outcome.

Parties must submit any appeal to the President of the College by 5:00 p.m. eastern standard
time via email or mail, within ten (10) days of receiving the decision-maker’s written
determination of responsibility. Appeals may not exceed ten (10) double-spaced pages on
S .5x II paper with one—inch margins and 12—point thnt.

The Collegc notifies all parties when an appeal is filed and provides all parties a copy of the appeal and
a chance to submit a wrinen statement supporting or challenging the outcome. Parties must submit
written statements supporting or challenging the outcome to the President of the College by 5:00 p.m.
eastern standard time via email or mail, within two (2) days of receiving a copy ofan appeal.

The President shall conduct a review of the record, including the appeal(s) received any
written statements supporting or challenging the outcome, the investigation report, the



dec Is ion—maker’s v ritten deiernnnai ion of responsibility, and any accompanying e idence
prior to issuing a wniten dcci ann to the Coinplai nant and R espnndcni hat describes Ike
result of the appeal and the rationale fur the result.

The President’s written decision is inal

VII. PROTECTION AGAINST RETALIATION

The College wi I not in any way retalIate against an individual for the purpose of interfering
with an’ right or privilege secured by Title IX or because the individual has made a report
or compa:nt. testi fled, assisted. participated, or refused to participate in any manner in an
investigation, proceeding, or hearing under these Procedures.

Retaliation is a violation of College polic regardless of whether the underlying allegations
are ultimately found :o have merit. Reports of retalianon are treated separately from reports
or complaints of sexual harassment.

VIII. PROVIDING FALSE INFORMATION

Any individual who knowingly files a false report or complaint, who knowingly provides
false information to College officials or who knowingly misleads College officials involved
in the investigation or Resolutton of a complaint may he subject to disciplinary action,
including but not limited to expulsion or employment termination. The College recognizes
a determination regarding responsibility alone is not sufficient to conclude a false report or
complaint was made.

IX. LIMITED IMMUNITY

The College coinnmnity eneotirages the reporting of misconduct and crimes. Sometimes.
complainants or witnesses are hesitant to report to College officials or participate in
resolution processes because they fear they themselves may be accused of various policy
violations. It is in the besi interest of this College that as many complainants as possible
choose to report to College officials and that witnesses come fonvard to share what they
know. To encourage reporting, the College offers sexual harassment complainants and
witnesses amnesty from minor polcv violations.

X. FERPA (Family Educational Rights and Privacy Act)

A student’s personally ident:fiabie nfoni’mtion found in a student’s education records will be
shared only with College employees who need to know to assist with the Colleges response
to sexua harassment.

A student’s nersonatly identifiable information found in a student’s education records vi
not be disclosed to third parties unaftiliuted with the College unless:

4. [he student gives consent:

B Ihe College must respond to a lawfully issued subpoena or court order or

C. The College is otherwise required by law to disclose.



XI. SUSPENDING PROCEDURES

In cases of emergency or serious misconduci, the College reserves the right to suspend this
process and may enact appropriate action for the welfare and safety of the College
community.

XII. STUI)ENT ANI) EMPLOYEE EDUCATION AND ANNUAL. TRAINING

The Title IX Coordinator, investigators, decision—makers, aod those involved in any
informal resolution process shall receive annual trainings on topics including:

A. The definilion of sexual harassment for Title IX purposes:
B. The scope of the College’s educational programs and activities under Title TX;
C. I-low to conduct au investigation and grievance process including hearings, appeals.

and informal resolution processes;
F), How to serve impartially, including avoiding prejudgment of facts at issue, conflicts

of interest, and bias;
E. Technology to be used at live hearings;
F. Issues of the relevance of questions and evidence, including rape-shield limitations;

and
C. Issues of relevance to create an investigative report that fairly summarizes relevant

evidence.

All training materials are posted on the College’s website.

All new students and all employees shall be required to participate in a primary prevention
and awareness program that promotes awareness of sexual harassment. This program will
be held annually at the beginning of each fall semester.

At this annual training, students and employees must receive training in the following areas:

A. Information about safe and positive options for bystander intervention skills;
B. What ‘consent’ means with reference to sexual activities:
C. Risk reduction programs so students recognize and can avoid abusive behaviors or

potential attacks;
D. How and to whom to report an incident regarding discrimination, harassment, and

sex-based violence;
F. The importance of preserving physical evidence in a sex-based violent crime; and
F. Options about the involvement of law enforcement and campus authorities,

including the alleged victim’s option to: i) notify law enforcement; ii) be assisted by
campus authorities in notifying law enforcement; iii) decline to notify law
enforcement; and iv) obtain “no-contact” or restraining orders.

Each year, all students and employees will receive an electronic copy of these Procedures
sent to their College email address of record. These Procedures wtll be maintained online
on the College’s website, and a hard copy will be kept on file (in English and Spanish) in the
Title IX Coordinator’s office. Other translations will he made available upon request.

XIII. RECORDKEEPING

The College maintains all records of Title IX proceedings and all materials used to train



hUe IX personnel for seven yeats.
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The College strives to make its campuses inclusive and a safe and welcoming learning environment
for all members of the College community. Pursuant to multiple federal and state laws and
administrative regulations and pursuant to College policy. the College prohibits discrimination in
its activities, services, and programs based on i-ace, color, national origin, sex, religion, pregnancy,
disability, genetic information, age, political affiliation or veterans status.

For conlpl2-.ius related to allegations of sexual harassment. sexua assault, or sexual violence,
please see Procedure 3.3 - 7.15,3.4.1

DEFINITIONS

The following definitions shall apply to this Procedure and shall be collectively refen’ed to
herein as ‘‘Un[aw ful Discrimination”

The definitions are not intended to operate as speech codes, promote content and viewpoint
discrimination, or suppress minority viewpoints in the academic setting. Indeed, just
hecause a students speech or expression is deemed offensive by others does not mean it
constitutes discrimination or harassment.

In applying these definitions. College administrators shall view the speech or expression tn
its contexi and totality and shall apply the following standard: the alleged victim
subjectively views the conduct as discr:mination or harassment and that the conduct is
objectively severe or penasive enough that a reasonable person wotild agree that the
conduct is discriminatory or harassing.

A. Discrimination: any act or failure to act that unreasonably different:ates treaiment
of others based solely on their Protected Status and is sufficiently serious, based on
the perspective of a reasonable person, to unreasonably interfere with or limit the
ability of ihat individual to participate in, access or benetit from the College’s
programs and ac!ivities. Discrimination may be intentional or unintent:onal.

B. Harassment: a type of discrimination that happens when verbal, physical,
electronic or other behavior based on a person’s Protected Status interferes with a
person’s particLpation in the College’s programs and activities, and tt either creates
an environment that a reasonable person would find hostile, intimidated or abusive
or where stibmittuig to or rejecting the conduct is used as the basis for decisions that
affect the person’s participation in the College’s programs and activities.

Harassment nay include but is not limited to: threatening or intimidating conduct
directed at another because of the individual’s Protected Status; ethnic slurs,
negative stereotypes, and hostile acts based on an individual’s Protected Status.

C. Protected Status: race, color, national origin, sex, religion, pregnancy, disability,
geitetic in format ton, age, political a ffihiat ion, or veterans’ status.
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D. Standard of Evidence - the College uses the preponderance of evidence as the
standard for proof of whether a iolat ion occurred. In the student, due process
hearing and employee grievance piucess. legal tenus like ‘gufi. innocence,” and
“burden of proof are not applicable. Student and employee due process hearings
are conducted to take into account the totalttv of all evidence available from all
relevant sources. The College will find the aleged Perpetrator either responsible
or ‘‘iiot responsible’ for violating these Procedures.

II. STATEMENTS OF PROHIBITION

A. Prohibition of Retaliation.

The College strictly prohibits punishing students or employees for asserting their
rights to he free from Unlawful Discrimination. Retaliation against any person
participating in connection with a Complaint of’ Unlawftil Discrimination is strictly
prohibited. Reports of retaliation will he addressed through this Procedure and/or
other applicable College procedures. Retaliation includes, but is not limited to, any
fon of intimidation, punitive aeLinns from authority figures or peers. reprisal (acts
of vengeance), or harassment. Retaliation is a serious violation and should be
reported immediately. The College will take appropriate disciplinary action against
any employee or student found to have retaliated against another

B. Prohibition of Providing False Information.

Any individual who knowingly files a false report or complaint, who knowingly
provides false infonat ion to College officials, or who intentionally’ misleads
College officials involved in the investigation or resolniton of a complain: may he
ubj cc t tO (Ii SC t I mary act i o it inc I tiding but not Ii m ited to exp ul s ion or employmei it

termination. The College recognizes that an allegation made tn good faith will not
he considered false when the evidence does not conflnii the allegation(s) of
Unlawful Discrimination.

III. REQUESTING ACCOMMOI)ATIONS

A. Students.

Students with disabilities wishing to make a request for reasonable accommodations,
auxiliary communication aids or services, or materials in alternative accessible
fonmits should contact the College’s Office of Student Wellness located in the I 500

(hemlock) building on campus. emailing hcc-wellnesscthhaywood.edu, or calling
828-627-4504. Information provided by students is voluntary and strict
eonhidentialiy is maintained. All requests for accommodations will be considered
following the appropriate federal and state laws.

The College will also pro’ ide reasonable accommodation at a student’s religious
belief’s practices provided such expressionrpractice does noi create a hostile
environment for other students and empovees and or ihe aecommodatton does not
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cause an tint! tie hardsh p for the Co Liege

B. Employees.

Employees with disabilities wishing to make a request for reasonable
accomniudnuons. auxiiary coiiiniuiiication aids or services, or materials m
alternative accessible foniiats should contaci the Colleges Office of Human

Resources located in the I Ut) Halsam) building on campus. or by calling 828-627-
4529. lntoriiation provided by employees is voluntary and strict COT] tidentiality is
maintained.

The College will also provide reasonable accoitimodation olan employee’s religious
beIiefspractices provided such expression/practice does not create a hostile
environment for oilier employees and students andor the accommodation does not
cause an undue hardship for the College.

IV. REPORTING OPTIONS

A. Student Complaints.

Any student wishing to make a report relating to U’.ilawftil Discrimination may do
so by reporting the concern io the College’s Office of the V:ce President of Studeiii
Services located in the 500 (Hemlock) building on campus, or by calling 828-565-
4220

For U nlawfjl I )iscrimination htcidenis bciween studcnts and emploees, the Vice
President for Student Services will work in partnership with ihe Director of Human
Resources to nivestigate and resolve the allegations.

B. Employee Complaints.

Any employee wishing to make a i’eport related to Unlawfril Discrimination may do
so by reporting thc conceni to the College’s Director of Human Resources located in
the 100 (Balsam) building on campus, or by calling 828-627-4529.

V. INITIAL INVESTIGATION

As these Procedures apply to both students and employees as either the Complainant or the
Respondent, the administrator receiving the incident report will determine if the case should

be handled by: I) the Vice President for Student Services, or designee (student/student); 2)

the Director of Human Resources, or designee (crnployce/einployeel: or 3) both
(student/employee). For incidents involving students and employees, the College will
utilize the process for both the student investigation and the employee investigation sections
as applicahle

A. Student Investigation.

Students tiling complaints (‘Complainants’’) are urged to do so in writing as
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soon as possible hut no later than thirty (30) da>s afler disclosure or

discovery ut the (acts giving rise to the complaint. Complaints submitted

after the thirty (30) day period will still he investigated; however,

Complainants sliou Id recognize that delays in reporting may sign licant I y
impair the ability ol’ College officials to investigate and respond to such
complaints. The Vice President shall fully investigate any complaints and

will, as needed and if the complaint also involves. ‘n employee, collaborate

with the College’s Director of 1-luman Resources. During the course of the
investigation, the Vice President may consult vitl) other relevai,i College
administrators and the College A ttonlev

2. During the in cstigation. and if applicable to he complaint, the V ice
President shall meet with the Complainant and the alleged Perpetrator

(“Respondent”) separately and give each paily an equal opportunity to
provide evidence, including informing the Vice President of any potential
witnesses. Roth parties will he given access to any information provided by
the other in accordance with any federal or state confidentiality laws,

3. During the investigation process, the Vice President may implement
temporary measures in order to facilitate an efficient and thorough

investigation process as well as to protect the rights of all par ies involved.

The temporary actions include, but are not Inuited to: reassignment of class
schedules: temporary suspension from campus (bitt he allowed to complete
coursework I: or the directives that include no contact between the in’, olved

parties.

4 A contideittial tile i-egardnig the complaint shall be maintained by the Vice
President. To [lie extent possible. the College vi II keep all information

relating to the complaint and investigations confidential; however, to
maintain compliance with the Clery Act, both parties will be infonned of the
outcome of any institutional proceedings under these Procedures.

5. The Vice Pi csident shall make every effort to conclude the investigation as

soon as possible hut no later than thirty (30) calendar day’s lithe narui’e of

the investigation reqtures additional time, the V ice President max’ have an
additional ten (lOt calendar days to complete the investigation. The Vice

President shall notify the parties of this extension.

6. Coniplainants will be notified of available counseling servtees and their

options of changing academic s ituattons and other interim protecttve

measures.

B. Employee Investigations.

Employees filing complaints (‘Complainants’’) ate urged to do so in writing

as soon as possible but no later than thirty (30) days a fier di selostire or

discovery of the facts giving rise to the complaint. Complaints submitted

atler the thn’ty (30) day period will still be nivestigated: however,
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Complainants should recognize that delays in reporting may sigiii fican ii y
impair the ability of College officials to investigate and respond to such
complaints. The Director of Human Resources shall fully n cstigate any
complaints. Dunug the course o 1’ the investigation, (lie Director of I lunian
Resources may consult with oilier relevant College administrators and the
College Attorney

2. During the investigation, and if app! tcable to the complaint, the Director of
I uman Resources shall meet with the Complainant and the alleged

Perpetrator (Respondent ) separately and give each party an equal
opportuni:v to provide evidence, including inthrming the Director of Human
Resources of any poieiiiial witnesses. Both partLes will be given access to
any information provided by the other in accordance with any federal or state
confidcntial i tv laws.

3. During the iivestigatiou process. the Director of I lunian Resources may
implement teitiporary measures in order to facilitate an efficient and
thorough investigation process as well as to protect the rights of alt parties
involved. The Director of Human Resources may suspend an employee with
pay pending an investigation if such action is in the College’s best interest.

4. A confidential file regarding the cotnplaint shall be rnaintaincd by the
Director of Human Resources. To the extent possible, the College will keep
all information relating to the complaint and investigations confidential;
however, to maintain compliance with the Clery Act, both parties will be
informed of the outcome of any institutional proceedings under this
Procedures.

5. The Director of Human Resources shall make every effort to conclude the
investigation as soon as possible but no later than thirty (30) calendar days.
If the nature of the investigation requires additional time, the Director of
1-luinan Resources niay have an additional ten (10) calendar days to complete
the investigation and shall notify the pailies of this extension.

6. Complainants will be notified of available counseling services and other
interim protective measures.

VI. RECOMMENDATION AND APPEAL

A. Sttidents.

After the investigation is complete. the Vice President will put forward a
recommendation of finding, based on the Standard of Evidence, and
sanction(s) to both the Complainant and Respondent. If the recommendation
is accepted by both parties inolv ed. the recommendation and sanctionts)
will become effective. The Vice President will submit to each party a final
outc onie Ic ((a that will inc I ode, but not I im i ted to, t lie fo I tow rig:
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a. l)e:ermiiuiioii if the Respondeni is responsible or iioi responstble for
vioLa ing i hese Procedures

h Sanction:
c. Whether nioni tori ng of academic schedti ‘Cs is needed between the

parties to ensure that the individuals involved are not in classes
together (the V ice Presiden I will assist in this process).

d. Short-term College counseling services available to each party.

2. ft the Vice Pies dent’s recommendations are not accepted by either the

Conplaina:tt or thc Respondent. both may aapea and request a formal

hearing. If the Vice President recommends sanctions that s he cannot i nipose

i.e.. expulsion), the matter shall automatically he set for a hearing. The

President will preside over the hearing as the Presiding Officer. The process

for the hearing is outlined below:

a. Prior to the hearing, the Corupla iiiant and the Respondent ha’ e the

right to review all evidence, including written statements by the

Respondent, the Complainant, or witnesses. Strict rules of evidence

do not apply. The Standai’d of Evidence shall apply for the hearing.

b. Written notice, including the date, time, and location of the hearing

will be sent to all parties.
c. Ac the hearing, all pertinent parties have a right to speak and he

questioned by the Presiding Officer. (‘ross-examination hetveen

parties is not permitted. The College will provide options for

questioning without conf’roniation. Each phase of the hearing will be
heard by both panics in separate rooms by ihe usc of a speakerphone.

d. The Complainant and the Respondent are allowed to be accompanied

by an advocate. The advocate may not present on behalf of either

party unless otherwise instructed to do so by the Presiding Officer. If

the Complainant or the Respondent chooses to have an advocate who

is an ailorney, the notification must be provided to the Presiding
Officer at least three (3) College business days prior to the hearing

date, In this case, the College Attorney will also be present.

e. Both pail ies have a right to a written notice of the hearing outcome.

B. Employees.

After the invesi:ganomt is complete, the Drecior of lltmman Resources will

put forward a recommendation of finding, based on the Standard of

E idence, and sancuons to both the C’ornplainant and Respondent. If the
recommendation ts accepted by both parties involved, the recommendation

and sanctions will become effective. A final outcome letter will be
submitted to the Complainant and Respondent that may include, but not

limited to. the following:

Determination tithe Respenideni ms responsible. not responsible. or if

the decmston is deemed inconclusive, or shared responsibility.
b. Sanction, if appropriate.
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c. Monitoring of academic schedules or workplace schedules if needed.
d. Shot —term counseling sen ices will be offered to each party.

2. If the Director of Human Resources recommendations are not accepted by
either the Complainant or tlic Respondent, both ma appeal and request a
formal hearing. If the Director of 1-lurnan Resources recommends sanctions
that s/lw cannot impose (i.e. term nation), the matter will automatically be
set for a hearing. The President will preside over the hearing as the
Presiding Officer. The process for the hearing is outlined below:

a. Prior to the hearing, the (_ ‘omp I ai nan t and the Respondent have the
right to review all evidence, including written statements by the
Respondent, the Complainant, or witnesses. Strict rules of evidence
do not apply. The Standard of Evidence shall apply for the hearing.

b. Written notice, including the date, time, and location of the hearing
nil I he sent to all panies

c. A [lie hearing, all pertinent parties have a right to speak and he
questioned by the Presiding Officer. (‘ross-examinatton between
parties is not pemutted The College will provide options for
qties i ioiii ng ni thout confrontation. Each phase of the hearing ni II be
heard by both parties in separate rooms by the use of a speakerphone.

d. The Complainant and the Respondent are allowed to be accompanted
by an advocate, The advocate may not present on behalf of either
party unless otherwise instructed to do so by the Presiding Officer. If
the Complainant or the Respondent chooses to have an advocate who
is an attorney, the notification must be provided to the Presiding
Officer at least three (3; College business days prior to the hearing
date. In this case, the College Attorney will also he present.

e. Roth parties have a right to a written notice of the hearing outcome.

C. Sanctioning.

The following sanctions may be imposed for those who have vioatcd these
Procedures.

Students.

a. Verbal or Written Warning
h. Probation
c. Administrative withdrawal from a course without re hand
d. Required Counseling
e. No Contact Directive
f. Suspension
g. Expulsion (Presideni must impose)
h. Other consequences deemed appropriate

2. Employees
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a. Verbal or Written Warning
h Perfirt ita nec [nipro vernon P au
c. Required Counse[cng

d. Required Ira ni n g or Ed ucal i on
e. Demotion (President may Impose)

1. Suspend w jib or without Pay (President nus t impose)

g. Terminalion (President must impose)
h Other consequences deemed appropriate to the specific violation

Ad op1 ed : oO—2 X— 2 C) I 7
Revised: 08-1-2020

Page 3 of



STUDENT SERVICES

coN1mcoLLEcE:;g5{5.3iJ

The College is committed to providing each of its students a drug and alcohol free environment in
which to attend classes and study. From a safety perspective, the users of drugs or alcohol may
impair the well—being of students, interfere with the College’s educational environment and result
in damage to College property.

All students shall adhere to the following:

A. All students are prohibited from unlawfully possessing, using, being under the
influence of manufacturing, dispensing. selling or distributing alcohol, illegal or
unauthorized controlled substances or impairing substances at any College location.

Controlled Substance means any substance listed in 21 CFR Part 1308 and
other federal regulations, as well as those listed in Article V, Chapter 90 of
the North Carolina General Statutes. Generally, the tei’m means any drug
which has a high potential for abuse and includes, but is not limited to
heroin, marijuana, cocaine, PCP, GHR, methamphetamines, and crack.
This term also includes ally drugs that are illegal under federal, state or local
laws and legal drugs that have been obtained illegally or without a
prescription by a licensed healthcare provider or are not intended for human
consumpt ion.

2. Alcohol means any beverage containing at least one-half of onc percent
(0.5%) alcohol by volume, including malt beverages, unfortifled wine,
fortified wine, spirituous liquor and mixed beverages.

3. Impairing Sul’stances means any substance taken that may cause
impairment, including but not limited to bath salts, inhalants, or synthetic
herbs.

4. College Location means in any College building or on any College
premises: in any College-owned vehicle or in any other College-approved
vehicle used to transport students to and from College or College activities;
and off College property at any College-sponsored or College-approved
activity, event or function, such as a field trip or athletic event, where
students arc under the College’s j urisdiction.

5. Reasonable Suspicion is the legal standard required before the College can
require a student to take a drug or alcohol test. Some of the factors that
constitute reasonable suspicion are: a) direct observation of drug use or
possession; h) direct observation of the physical symptoms of being under
the influence of drugs; c) impairment of motor functions; d) pattern of
abnormal or erratic conduct or behavior; ore) reports from reliable sources
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or credible sources (anonymous I:ps may only he considered if they can he
iiidepetideiitly corroborated).

13. Studciit use of drugs as prescribed by a licensed physician is not a violation of

Policy; however, individuals shall be held strictly accountable for their hehavior
while under the influence of prescribed drugs.

C. Students may be required to be tested for subsiances. including coniFolled

substances or alcohol, based on individualized, reasonable suspicion. The rcqui ‘ed
observations tbr reasonable suspteion testing shall he made by an administrator.

superv sor or other trained official v.id the person who makes the dcterminai ion that
reasonable suspicion exists shall not be the same person 10 conducts the :esi. This
section does not apply to law enforcement officers serving the College throtigh the
local sheriffs department. L.aw en forcemeni oflicers ni usi adhere to their normal
standards when conducting a search.

D. The College does not differentiate between drug users, di’ug pushers or sellers,. Any
student in violation of Section A herein will be subject to disciplinary action up to
and including tennination or expulsion and referral for prosecution.

F. A student who violates the terms of Ibis Policy’ will be subject to disciplinary action
in accordance with Policy 5.3.2 .- Standards of Student Conduct. At hisher

discretion, the Vice President of Student Services may require any student who

violates the terms of this Policy to satisfactorily parncipate in a drug abuse
rehabilitation program or ar. alcoholic rehabilitation program sponsored by an
approved privale or governmental institution as a precondition of continued
enrollment at the College.

F. Each student is required to inform the College, in writing, within live (5) (lays after
he/she is convicted for violation of any federal, state, or local criminal drug statute
or alcoholic beverage control statute where such violation occurred while on or at
a College location. Failure to do so could result in disciplinary action.

G. In addition to this Policy, students employed by the (‘oUege. including students
employed under the (‘ollege’s Work Study Program. shall adhere to the
requirements in Policy 3.4.4 Alcohol and Drugs on Campus.

Adopted; 9-14-201 7
Legal Reference; 21 CFR Part 308. 34 CER 86; N.C.U.S. 911-86 eteq
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HAVWOOI) STU[JE\T SERVICES Policy
COMMUNITY COLLEGE STUDENT GRIEVANCE 5.3.6

—

_____________ ______ _________

GRIEVANCE PROCESS OVERVIEW

In order to maintain a harmonious and cooperative environment between and among the
College and its students, the College provides for the settlement of problems and
differences through an orderly grievance procedure. Every student shall have the right to
present his/her problems or grievances free from coercion, restraini, discrimination or
reprisal. This Policy provides for prompt and orderly consideration and detenrnnation of
student problems and grievances by College administrators and ultimately the President.

A grievance is any matter of student concern or dissatisfaction with the Colleges control
except: (a) student discipline matters regarding academic and ixori-acadeinic violations
(Policy 5.3.2 — Student Conduct): (b) discrimination and unlawfiul harassment, including

sexua] harassment and sexual violence (Policy 5.3.4 — Discrimination and Unlawful
Harassment); (c) a grade appeal (Policy 5.3.7 — Grade Appeal); or (d) any other matter that
has a specific grieance process outlined in that policy or procedure.

II. GRIEVANCE PROCESS

1. Informal Grievance — Step One

itt the event the alleged grievance lies with an instructor/staff member, the student
must first go to that instructor/staff member and attempt to informally resolve the
matter. Both the student and instructor/staff member must have an informal
conference to discuss the situation and document the attempts taken to resolve the
grievance at this level. In the event the student is unsatisfied with the resolution
reached at the inlbiinal conference, he;she may proceed to Step Two within five (5)
business days after the infonnal conference. Not proceeding to Step Two within
the time-period will result in the grievance not being heard and the matter being
closed.

If the grievance concerns issties unrelated to a particular instructor/stall member

(for example, an issue with College policy), the student can skip the informal
process and proceed to Step Two.

2. Formal Grievance — Step Two

If the grievance is not resolved at Step One (or, given the nattire of the grievance.
Step Two begins the process) the student may file a written grie\.anee with the Vice
President for Student Services (Vice President”). The written grievance must
contain, with specificity, the facts supporting the grievance and the attempt. if

applicable, to resolve the grievance at the iiifonnation level.
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FIAVWOOI) STUDENT SERVICES Polw’

COMMUNITY (OLLE(iE STUDINF RIGHT TO KNOS ACT 5.4

Pursuant to the Student R ght to Know and Campus Securtv AL! (the ‘Act), the College is
required to pubhely disclose relevant graduation and transfer rate nt’oii anon foi its students. The

Act is a consumer in formation report designed for public access to relevant graduation and transfer
information to enable students to make intormed (leclsioils regarding their college choice. The

College makes available to cunentlv enrolled as well as prospective students the gradnatinn and

transfer rate for the most recent cohort of entering students based on a one year reporting period.

The Acts’ report is a cohort based study. The cohort is made up of students who enrolled as first—

time college students who attended full—time (i.e., twelve [12] or more hours) and had declared
themselves as degree seeking. The graduation and transfer rate tot the cohort is calculated one

year after the cohoil’s initial date of enrollment. These numbers can be misleading because many

community college students attend part-rime. Those students are not included in this report.
Moreover, students with academic goals other than transfer or degree seeking students are not

included in this report. Also not included with the report are those students who leave school to

seive in the armed services, an official church mission or with a recogntzed foreign aid service of

the Federal government.

The report is updated annually and is avadable iii ihe Director of Enrollment Management’s Office.

Adopted: 8-14-2017
Legal Reference: P F. It) 1-542 — Student Right-in-Know Act
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The Vice President (oi. depending on the nature of the grievance, another
appropriate Vice President) shall review the written grievance and conduct
whatever further investigation. ifany, is necessary to determine any additional facts
thai are needed to resolve the grievance. The Vice President shall provide his/her
written decision within ten (ID) business days after receipt of the grievance.

In the event the student is unsatisfied with the resolution reached by the Vice
President. heshe may proceed in Step Three within five (5) business days after
receipt of the Vice President’s written determination. Not proceeding to Step Three
within the time—period will resu It in the grievance not being heard and the matter
being closed

3. Appeal — Step Three

If the student is not satisfied with the Vice President’s determination, the student
may appeal to the President. The appeal must be in writing, must provide a written
summary of the specific facts and must contain any other documentation pertinent
to the matter The President will conduct an “on the record” review and conduct
any hirther investigation that is necessary to ascertain the facts needed to make a
deterinitiation The President may, at his/her discretion, establish a committee to
further investigate the matter and make a recommendation to the President.

At the conclusion of the investigation and not later than fifteen (15) business days
afier receipt of the student’s appeal. the President shall provide a written decision
to the student

The President’s dcci sion is ti nal.

Adopted: 8-14-201 7
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Sii[WNT SERVICES

UO’vl\I1 LEGE (AMPLS SFCUThTY REPORTING
-

POHC

POLICY OVER4IF.W

[he College is comniitted La providing a safe and secure cii vntinineiit tor all members of
the College’s eoiuniunity and visitors. The College shall comply with the Crime
Awareness and Security Act of I NO, as amended by the Jeanne Clery Disclosure of
Campus Security Policy and Campus Crnne Statistics Act.

II. DEFINITIONS

A, Campus Seciiritt Ajethoith’ (CSA’’) is a Clery—specifie term that encompasses four
groups of individuals and organizations associated with an educational institution:

A member of the educational institution’s police department or campus
security department;

2. Any individualts) who has responsibility for campus security hut who does
not constitute a campus police department or a campus security department
(e.g.. an individual who is responsible for monitoring the entrance into the
College’s property);

3. Any’ individual or organization specified in an nsthution s statement of
campus security policy as an individual or organization to which students
and employees should report criminal offenses. For purposes of this
College, this individual is the Vice President of Student Services: and

4. An official or someone who has signiticant responsibility for student and
camp us activities, inc I riding, but not limited to: student housing, student
discipline and campus judicial proceedings. An official is defined as any
person who has the authority and the duty to take action or respond to
particular issues on the Colleges behalf.

B. (len ‘let (iinies are the follnwing crimes that must be reported by Campus
Security Authorities to law enforcement and crimes that are listed in the College’s
Annual Security Report:

I. Murder’non-negiigent manslaughter; negligent manslaughter; sex offenses
(forcible and non-forcible): domestic and dating violence; stalk:ng: robbery:
aggravated assault: burglay: motor vehicle theft: and arson:

Z Hate Crimes: any of the ihove-nientioned offenses, and any incidents of
larceny-theft; simple assault; intimidation: or dcstruction!damage;
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vandalism of property that was motivated by bias on race, religion ethnicity,
nat ona I origin, gender. sexual ortentation, gender identity or disability; and

3. Arrests and referrals for disciplinary action for weapons (can’ving.
possessing. etc): drug abuse violations and liquor law violations.

C’. ( o//ege !‘ropei’ri is a I the tOll owing property

(‘amptts Grotind. Buildings and Structures - Any btnlding or property
owned by or controlled by the College within the same reasonably
contiguous geographic aica and used by the College tn direct support of, or
in a mantier related to, the Colleges educational purposes; and any building
or property that is withtn or reasonably contiguous to such buildings or
pi’opetly that is owned by the College but controlled by another person atid
is treqtLently used by students and supports Coilege purposes.

2. Off-Campus and Affiliated Property
— Any buiding or property owned or

controlled by a siudent organization that is officially recognized by the
(‘ollege; or any building or property owned or controlled by the College that
is used ni direct support of, or in relation to. the College’s educational
pirposcs. is frequently used by students, and is not within the same
reasonably contiguous geographic area of the College.

3. Public Property — All thoroughfares, streets, sidewalks, and parking
factliiies that are within the campus, or immediately adjacent to and
accessible from the campus.

Ill. SAFETY AND REPORTING PROCEDURES

The C’ollege encourages all members of the College community to report suspicious or
criminal activity to law enlbrcement as soon as possible. Crimes may be reported
anonymously. In the event of a crime in progress or at any time there is a risk of harm to
persons or property, call 91 I

In addition, (‘SM ha e a legal obligation to file a repon of suspected criminal activtty with
law enforcement and with the Vice President of Student Sen ice’s Office to enstire
statistical inclusion of all Clery Act Crtiiies in the College’s Annual Security Report when
those crimes occur on or near College Property. Any individual identified by the College
as a CSA shall recetvc nuttlication of that designation and the requtrement that the
individual report information about Clery Act Crimes. Training will also be provided to
all so dcsigtiated persons. While CSAs must report any Clery Act Crime that conies to
their attention, at the request of the victim, the victim’s identity may remain anonytnotis.

lo promote safety and security at the College, and in compliance with the Clery Act, the
College shall:
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A. Stibinit crime statistics to the United States Department of Education:

[3. Maintain a daily crime log (open to ptiblic inspection):

C’. Issue campus alerts to timely warn the College community when there is
iitormatioii that a Clery Act C’rinie has occurred that represents a serious or

ongoing threat to campus safety;

[). Issue emergency notifications upon the confirmation ot’a si niticant emergency or
dangerous situation involving an immediate threat to the health or safety of students
or employees occurring on the campus. The College tests the emergency
notitication procedure hi-annually.

13. Publishes and maintains an Annual Secudty Report containing safety and security
related policy statements and statistics of Clery Act Crimes occurring on College
Property. To prepare the Annual Security Report, the College collects, classifies
and counts crime reports and crime statistics. The Annual Security Report is
available on the College’s website and hard copies are available through the Office
of Student Services for inspection

Adopted: 814-2017
Legal Reference: 20 U.S.C. § 1092(f): 34 (‘P.R. § 668.46; The J-!andhookfiir (thupus Sakn.

and Sec’u,iiv Reporting (U.S. Department of Education, available
at: ht:p: \\W’\ c(L20\ ii.li IU CdtI iiLt L!)sthQ°I’ )ttfl
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ADMINISTRATIVE
SERVICE ANIMALS AM) OTHER

Policy 545
CON!. WNIF lEd.

ANIMALS ON CAMPUS

OVERVIEW

In accordance with Section 504 of the Reliab litation Act of I 073, the Americans with

Disabilities Act ol 1990 and other applicable federal and state law. the College may be
required to accommodate an otherwise qual ‘tied tndtvidual with a disability- by making a
reasonable niodilication in its services, programs or activities. This Policy addresses the
use of Service Animals and other animals on campus by qualified individuals with
disabilities or i nd iv idua Is authorized to provide training.

II. DEFINITIONS

A. Emotional Support Animal — an animal selected or prescribed to an individual
ith a disability by a healthcare or mental health professional to play- a significant

part in a person’s treatment process (e.g., in alleviating the symptoms of that
ind,vidtwl’s disahililv). An emotional supporl animal does not assist a person with
a disability with activities of daily living and does nor accompany a person with a
disability at all times. An emotional support animal is not a ‘Service Animal”.

B. Service Animal — an animal that is ndivdually trained to do work or perform tasks
l’or the benefit of an individual w:th a disability, including a physical. sensory.
psychiatric, intellectual or other menial disability. The work or tasks performed by
a Service Animal must be directly related to the handler’s disability. Examples of
work or tasks include, but are not limited to. assisting individuals who are blind or
have low vision with navigation and other tasks. alerting individuals who are deaf
or hard of hearing to the presence of people or sounds, providing nonviolent
protection or rescue work, pulling a wheeLchair, assisting an individual during a
seizure, alerting individuals to the presence of allergens, retrieving items such as
medicine or the telephone, providing physical support and assistance with balance
and stability to individuals with mobility disabilities, and helping persons with
psychiatric and neurological disabilities by preventing or interrupting impulsive or
destniciive behaviors. Service Animals may or may not have been licensed by a
state or local government or a private agency. Service Animals are limited to
service dogs and, in sonic cases, miniature horses.

C. Pet — any animal that is not an Emotional Suppor Animal or a Service Animal.

III. ANIMALS ON CAMPUS

Pets are not permitted within buildings and may not be left in vehicles on College property-.
There are occasions when a student or employee may need to bring an animal onto campus
for the purpose of meeting an educational oblective. Such requests should be made to the
appropriate academic Dean prior to the animal being allowed onto campus. Subject to the

Pdge I {u5



rules set forth in section IV and V below, hinoitonal Support Animals and Service Animals
are permitted in any area of campus vhcrc employ ecs or students are pern:i tied. tb a
exceptions for health and satetv reasons.

IV. PROCEE)URES REGARDING Sl:RVICF ANIMAI..S AM) ENIOIION.kL
SUPPORT ANIMALS.

A. Responsibilities oF the Sci-vice/Eniolional Support Animal Owner/Handler

Registration

a. Service Animals

Students and eniplovces arc not required to register Ser ice
Aninia Is. I lowever, they are encouraged to notify the 1 )isabi Ii ty
Services Office (students) or the Office of 1-luman Resources
(employees) if they intend to use a Service Animal on campus so
that appropriate College officials are aware of the aniniaLs
presence and to assist with the Service Animal’s access to areas
within the College’s campus. Visitors with Service Animals are
iou required to register their animals.

b. Emotional Support Animals

Students or College employees who wish to have an Emotional
Support Animal on campus must first bring appropriate
documentation from a physician or mental health professional to
uppori has-i ng an Emotional Support Animal as a result oft heir

disability, to the Disability Services Office (students) or the Office
of I luman Resources (employees) to determination if iheir
Emotional Support Animal is allowed on campus. This
deierminaiion will he decided on a case-by-case basis (see Section
11.21. If the Emotional Support Anima s accepted on campus, the
strident or employee will be required to register the animal and
follow the accommodations given by the appropriate staff person.

2. Care and Supervision

a. The care and supervision of a Service/Emotional Support Annual is
the responsibility of the animal’s owner and-or handler The handler
must ensure the animal is to good health and has been inoculated
and licensed in accordance with local regulations with the burden of
proving lieensure and inoculation on the person with a disability
Dogs nnisi wear a rabies tag at all times.
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b. The ServicetErnotional Support Animal (or any other animal oi
campus) must he under the control of the handler at all times and
may not be left aloae All animals on campus must be restrained
by a leash or other appropriate device that does not exceed six I 6)
feet in length. In situations where a leash or other device interferes
with a Ser ice Animals ability to perform its task or service, the
Service Animal most remain under control of the handler at all
times.

c. The owner and handler of any Service Animal, Emotional Support
Animal, or Pet is responsible for any damage of personal property
or any injuries to an individual caused by the animal.

(I. The handler must ensure the animal is ‘‘housebroken’’ and trained
and must clean up and remove all animal waste created by the
animal.

e. A Service Animal. Emotional Support Animal, or Pet may not
disrupt the operation of the College or any class.

B. kespotisibilities of the College Community

Service Animals

If the need for a Service Animal is obvious. College officials may not
question the presence of the animal on campus. If the need for a Service
Animal is not ob ious. (‘ol lege officials are petinitted to ask the handler
two questions:

a. Is the animal required because of a disability?
b. What work or task(s) has the animal been individually trained to

perfbrm?

At no lime may a College official require a Service Animal to denionstrate
the tasks for whtch they have been trained nor may they inquire as to the
nature of the individual’s di sab I ity.

Ii’ another person on campus has a covered dtsahil:ty tinder the ADA and it

includes an alit’rgic reaction to animals and that person has contact with a
Service Anima, a request for accommodation should be made by the
individual to the Director of Human Resources (if an employee) or the
Disability Services Office ( :f a student). All facts surrounding the concern
will he considered in an effort to resolve the concern and provide reasonable
accotuinodation for both mdi v idtials,
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2. Emohonal Support A nimals

The determination of whether a student or employee with a disability is
al l(nved to have an Enini onal Support Animal on campus shal be made
on a case-by-case basis. Students and employees ma> request, as a

reasonable accommodation for a disabilttv. the need to have an F motienal
Support Anima on campus. pro’ ided they have doctiinentat ion from a

plwsician o mental health professional. The College is lot required io
giant reasonable accommodations that would restil t in a fundamental
a terat ion of a program or wou Id const tu re an undue horde i .A ny
requests for a reasonable accommodation for an Emotional Support
Animal shall be directed to the Disabi lit> Service Office (students) or ihe
Office of Human Resources (employees).

In deterni in in g request for accommodations for an Emotional Support
Animal, the consideration is:

a) Does the person have a disability (i.e. a physical or mental
impairment that substantially limits one or more major life
acti vines) with supporting recent documentation from a physician
or mental health professional describing the need for an Emotional
Suppor: Animal?

h) Does the Emotional Support Animal perform tasks or services for
the benefit of the person or provide emotional support that
alleviates one or more of the :dentitied symptoms or effects of the
persons existing disability.’

c) Is the request an tindtie burden on the College or does it
fundamentally alter a College progrant?

C. Removal ol’ Service Animals, Emotional Support Aniiiials, or rels

The College has the authority to remove a Service/Emotional Support Animal (or
any other animal) from its facilities or properties if the animal becomes unruly or
disruptive, unclean and/or unhealthy, and to the extent that the animals behavior
or condition poses a direct threat to the health or safety of others or otherwise causes
a fundamental alteration in the College’s services, programs, or activities.

It is a (lass 3 misdemeanor ‘to disguise an animal as a service animal or service
animal in training’’. N.C.G. S. 1(18—4.5. Ii) other words, ii is a crime wider North
Carolina law to attempt to obtain access for an animal under the false pretense that
it is a Service Animal.

Addttionally. an> employee or student who violates an> portion of this procedure
is subject to discipl nary action.

Adopted: 08-14-21) I
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Revised: O9-O4-2O S
Cross Reference: Policy 22.9: Policy 3.4.9
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HOC EMERGENCY RESPONSE PLAN 2024

Introduction

The purpose of the Emergency Response Plan (ERP) is to provide Haywood Community College (HCC)
employees and students a reference for use in the event of an incident resulting in an emergency situation.
The plan is designed to provide procedures and assign responsibilities necessary to effectively respond to an
emergency on the main campus as well as off-site facilities. Since it is impossible to predict the exact
circumstances surrounding an emergency situation, these procedures do not cover every emergency that
might develop and it may not always be feasible to follow every procedure. Each situation will be unique.
Preparation, drills, and training are crucial to ensure safety and security during an emergency.

Campus Events

When the College plans to host an event/activity that calls for many more visitors to be on campus than
normal, it is the responsibility of the employee(s) over the event/activity to notify the Coordinator of Campus
Development Services & Events well in advance of the event/activity. The Campus Development Department
will take the necessary steps to prepare for a potential emergency incident that could involve more people than
normally on the college campus.

Off Campus Events

College employees are responsible for off-campus student events and activities (field trips, student
competitions, etc.) and are responsible for following the guidelines in the College Emergency Response Plan.
The specific type of incidents that may be encountered will be unique to the class/field trip and as such, every
situation cannot be addressed by the ERP. The College employee submitting the travel authorization request
will assume the responsibility for HCC in an off campus incident, if an emergency situation occurs.

Public Relations

The Public Information Officer (PlO) shall be the only official spokesperson to respond to the media in the
event of an emergency. The Campus Development Department will determine a safe location for the media
and any and all assistance will be provided to aid in affective communications. Faculty and staff should refrain
from speaking with the press to prevent speculation and incorrect information being shared.

Drills and Training

All drills should be taken serious and Training is a vital component of the preparedness and safety for
Haywood Community College. Employees, faculty, staff and students will be oriented to the appropriate
emergency response and will participate in drills and training annually. Local emergency responding agencies
will be included in drills and training exercises as deemed necessary. While you are participating in a drill you
should react as if it is a real life situation. Example: Lock-down drill — You should Lock door, close blinds, turn
off lights, silence phones, and barricade doors.



HOC EMERGENCY RESPONSE PLANJ

Emergency Notification System (ENS)

Haywood Community College’s Emergency Notification System (ENS) includes the use of text messaging,
voice mail and e-mail to send an official College wide emergency directive to employees and students. Voice
mail can be sent to a cell phone and/or a land line phone.

Individuals must sign up for this service and can do so by logging in at login.havwood.edu there is an
Emergency Notifications Link under Essential Tools. It is the responsibility of the individual to keep contact
information updated and edits can be made when needed.

Haywood Community College has an Emergency Notification Exterior Speaker System to notify individuals that
are on the main campus grounds of an emergency situation. This consist of different sirens and tones as well
as voice commands.

Responsibilities Preparing for an Emergency Situation

Employee: Read HCC Emergency Response Plan, Be familiar with the campus and campus buildings you
work in and frequent often, participating in campus training sessions and drills, signing up for the college’s
emergency notification system, and ask questions.

Student: Read HCC Emergency Response Plan, Be familiar with the campus and campus buildings you have
classes in and frequent often, participating in campus trainings and drills, signing up for the college’s
emergency notification system, and ask questions.

Responsibilities During an Emergency Incident

Employee Response Responsibilities

As college employees, faculty and staff are responsible for following directives given by members of the
Campus Incident Command Team. Following the procedures outlined in this ERP.

During an emergency, HCC employees are the natural first responders and are encouraged to assist students
as needed during an emergency. If HCC has prior knowledge of a student with specific support needs, his/her
instructors will be informed through a documented Safety Plan which should be followed as written. Any
questions or concerns regarding a student’s Safety Plan should be communicated with the Director of Student
Wellness.

If you feel you will need external support during an emergency, or during campus emergency drills, due to an
area of disability or impairment, it is your responsibility to make Haywood Community College is aware of your
needs. Please contact the Director of Human Resources to develop a Safety Plan.

• Understanding and using the procedures of the ERP to deal with incidences and emergency situations.

Reporting emergency incidences and/or suspicious activity and/or individuals Campus Security.
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College employees and students are urged to be aware of what is happening in their campus surroundings.
Employees should talk to students about the importance of reporting observations of suspicious behavior,
language/threats and/or actual incidents that appear threatening and dangerous. Every individual is
responsible for reporting an incident or suspicion of an incident to campus security as quickly as possible
so that appropriate action can be taken to isolate and respond to the incident.

Faculty Response Responsibilities

• Maintaining student attendance rolls and helping to account for students during sheltering and/or
evacuation

Student Response Responsibilities

• Reporting incidents and suspicious activities and/or individuals to the most immediate College authority
figure

• Following directives of HCC Employees and external emergency responders during an incident and the
emergency response

• Being accounted for during sheltering and/or evacuation

• Following directives about staying on or leaving campus during an incident

• Refraining from use of cell phone when directed (ex: use of cell phone can detonate an explosive
device and alert aggressor to your location)

• Wearing HCC identification badge.

Emergency Protocols:

S.E.LF. Active Shooter Response which stands for Survey, Evacuate, Lock-down,
Fight-back.

Survey:

Survey means being aware of your surroundings. Where you are and what is available if you need to make
yourself safe and assist others to safety. Being aware and alert can mean the difference between life and
death. It doesn’t require extreme circumstances to Survey. And by always being aware of your surroundings
the SELF Protocol will be easier to follow.
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Active Shooter Evacuation:

Evacuation when possible is your first choice. If you can leave the area of danger do it. When evacuating
remember these steps.

• Evacuate the area of danger and run as far as possible.

• II there is someone who needs assistance help them evacuate being aware that helping may place you
or others in greater danger.

• As soon as you are safe call or text 911 and alert authorities.

• If you encounter law enforcement when evacuating immediately raise your hands over your head with
your fingers spread apart and yell we are coming out.

• If evacuating through a door is not an option a first floor window can be an alternative choice.

• If above the first floor locking down and securing in place is the best option.

Remember that these same steps can be used to evacuate any location that you feel unsafe, You may be in
the café, library, or tutoring lab so always be alert survey your surroundings and consider your options for
evacuating.

Lock-down:

If evacuating is not an option your second choice is to Lock-Down. Also known as securing in place. If you
cannot leave from the danger make your space inaccessible to the danger. When locking down remember
these steps.

• Locking down requires a space that can be locked or secured. If you are not in such a place move
quickly to a place where you can lock or secure the doors. If available use the door lock and remember
all doors can be secured even if they do not have a lock. Use belts to tie two doors together. Tie the
door hinges together. Or use a belt or electrical cable tie it around the door handle while pulling the
other end light as you stand to the side.

• In addition to a lock barricading an entrance can make a room even more secure and deter an
aggressor. Stack desk! chair, or other objects to block the door or make it difficult for an aggressor to
enter the space.

• After securing the space move to an area out of sight, turn off the lights, close any blinds, silence all
cell phones, and plan your next actions in case the aggressor enters the room.

• Though being quiet is important it is still necessary to contact 911. Do this in a low voice or with a text.

Remember that these same steps can be used in locking down any room. You may be in the café, library, or
tutoring lab so always be alert survey your surroundings and consider your options for securing in place.
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Fight-back:

The last and least desirable option is to Fight-Back. However it the aggressor enters your space fighting back
may be your only choice. When fighting back remember these steps.

• Only confront the aggressor if you are in immediate danger and have no other option.

• Distracting, disarming, and sub doing the aggressor may be your only choice.

• Every room has items you can use to distract the aggressor backpacks, books, water bottles, coffee
cups, or similar sized items can all be thrown at the aggressor.

• If the weapon is separated from the aggressor put a large item over the weapon such as a trash can or
backpack. Keeping the weapon will cause you to be seen by law enforcement as the aggressor.

• If it becomes necessary it is important that you resist forcefully and however possible.

Remember that these same steps can be used for fighting back in any room. You may be in the café, library, or
tutoring lab so always be alert survey your surroundings and consider your options for actively protecting
yourself.

Seek Shelter Protocol:

A severe weather related incident that poses or has the potential to pose risk to students, faculty, and
staff. Example Tornado or Severe High Winds. Proceed to the nearest classroom, office, or other
confined space. Remain in shelter until notified by emergency responders that it is safe to leave. It
requires closing doors and windows but not locking or otherwise securing them so that emergency
responders can easily gain access to provide assistance. Account for all students and employees.

Seek Shelter Guidelines

• If outdoors, proceed to the nearest classroom, office, or confined space.
• If indoors, stay in the classroom, office, or other confined space or if in the hallway, proceed to nearest

classroom, office, or other confined space. Do not proceed to an auditorium, entry way, or other area
with a wide roof span.

• Close windows and doors. Close blinds if possible
• Move away from windows and doors, It is preferable to sit against an interior wall for protection. Be still

and quiet.
• Account for students, employees and staff
• Do not leave the shelter until notified to do so by emergency responders. Leaving a shelter area

too soon may result greater harm.
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Evacuation Protocol:

An incident requiring evacuation of some or all campus buildings / campus occupants to avoid an
immediate or potential threat to students, faculty, and staff. Example: Building Fire or Hazardous
Material Spill.

Evacuation from Campus, Proceed to Primary Evacuation Site, or Alternate Evacuation Site.

Evacuation from Campus: Proceed off campus following directives of Campus Incident Command
Team Members. Primary purpose is to get individuals out of buildings and off of campus.

Proceed to Primary Evacuation Site: Proceed on foot to the NC National Armory Parking Lot and
remain there until accounted for and to receive further instructions. Primary purpose is to get individuals
out of buildings for such things as fire/bomb threats.

Proceed to Alternate Evacuation Site: Evacuate the building but instead of proceeding on foot to the
NC National Armory Parking Lot, proceed on foot to Mill Pond area and remain there until accounted
for and to receive further directives. Primary purpose is to get individuals out of buildings and away
from the center of campus.

Evacuation Locations

Main Campus Primary Evacuation Site: NC National Armory Parking Lot

Main Campus Alternate Evacuation Site: Mill Pond area

Regional High Technology Center Evacuation Site: RHTC Parking lot closest to the Regional Business
Advancement Center Building 5000.

Regional Business Advancement Center 5000 Evacuation Site: Regional High Technology Center
Building 3000 Parking lot closest to the Regional Business Advancement Center Building 5000.

West Waynesville Center Evacuation Site: Exit building from the closest exit and move on foot to the
church parking lot at the rear of the building. This parking lot will serve as the staging area.

Evacuation Guidelines

• Remain silent in order to hear important directions
• Do not use cell phone (it might detonate a bomb, alert aggressor to your location)
• Immediately leave the building and report to the designated evacuation site
• Be accounted for at the evacuation site
• Do not attempt to leave campus by vehicle unless so directed
• Do not block emergency vehicle access areas
• Return to building only when authorized to do so
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Bomb Threat Information:
Most bomb threats are received by phone. Bomb threats are serious until proven otherwise. Act quickly, but
remain calm and obtain information with the Bomb Threat Checklist.

If a bomb threat is received by phone:

• Remain calm. Keep the caller on the line for as long as possible. DO NOT HANG UP, even if the caller
does.

• Listen carefully. Be polite and show interest.
• Try to keep the caller talking to learn more information.
• If possible, write a note to a colleague to call Campus Security! SRO or, as soon as the caller hangs

up, immediately notify them yourself.
• If your phone has a display, copy the number and!or letters on the window display.
• Complete the Bomb Threat Checklist immediately. Write down as much detail as you can remember.

Try to get exact words.
• Immediately upon termination of the call, do not hang up, but from a different phone, contact the

Presidents office immediately with information and await instructions.

If a bomb threat is received by handwritten note:

• Call Campus Security / SRO
• Handle note as minimally as possible.

If a bomb threat is received by e-mail:

• Call Campus Security / SRO
• Do not delete the message.

Signs of a suspicious package;
• No return address
• Excessive postage
• Stains
• Strange odor
• Strange sounds
• Unexpected Delivery

Fire Procedures:

If you discover a tire or smoke or if you hear a fire alarm:
• Evacuate the Building — Get Out — Don’t Use Elevators] use the stairs.
• Close (Don’t Lock) doors to contain fire
• Alert others — Activate the fire alarm (If not already activated)

CALL 911
• Location of fire
• Description of fire

Call Security 734-5410 and or SRO 593-8477 to assist wiresponse
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Campus Services Response:
An incident with minimal or no risk to individuals and/or property and does or does not require external
emergency responders. Example: Medical Emergency, Power outage, water line break, snow alert,
unsubstantiated report of incident, minor injury, minor traffic incident, etc.

Off Campus Personnel:

This plan was prepared with the main campus in mind; however, the emergency procedures are basic and
generally can be used at any facility. The exception will be that you are to call 911 first in an emergency
situation then contact School Resource Officer at 828.593.8411 or Campus Security 828.134.5410 once
situation is under control.

If you work at one of the off campus sites, the following suggestions will help keep you safer:

• Can you access a telephone during an emergency?
• Do you know the Address of your location?
• Do you know where the exits are located?
• Do you know where the fire extinguishers are located?
• Practice emergency evacuation procedures at the site.
• You can call 911 from any cell phone without charge. That means if you have a personal cell phone it

would be safer to carry with you.
• Park in well-lit areas.
• Walk to your vehicle with others when possible.
• Have your keys ready before you reach your vehicle or building.
• Always keep your vehicle locked and valuables at home or out of site.
• Always keep work areas locked when not in use.
• While driving keep your doors locked.
• Always be aware of your surroundings.
• Always keep your keys with you. Never loan them out. Don’t put your name and address on your key

ring.

Emergency Contacts: (We encourage you to program into your cell phone)

The report of an incident or suspicion of an incident that needs immediate response should be made to the
On Duty Security Officer who will assess the situation.

Security Officer 828-734-5410

School Resource Officer 828-593-8477

Campus Safety Officer 828-564-5113

NOTE: Call 911 for emergencies that require immediate response from emergency agencies.
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Documenting an Incident

Once the initial report of an incident has been made and the emergency response implemented, it is important
that the persons most closely involved in the incident complete a formal written report of the incident. The
incident report will be submitted of the incident to the Security Officer. If warranted, the Security Officer will
forward the report to the College President. The School Resource Offlcers/Security/ Campus Safety Services
Officer will provide the Incident Report Form and assist as needed. The Campus Safety Services Officer will
review the reported incidents and investigate any needed follow-up. Any corrective actions will be reported to
the Director of Campus Development.

If you feel you will need external support during an emergency, or during campus emergency drills, due to an
area of disability or impairment! it is your responsibility to make Haywood Community College is aware of your
needs. Please contact the Director of Student Wellness to develop a Safety Plan.
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LOCATION INFORMATION
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ACTIVE SHOOTER
RUN, HIDE, FIGHT
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RUN
Wherever you go, be aware of alternate
exits.
Quickly and cautiously evacuate in a
direction away from the attacker.
Don’t hesitate. Seconds matter.
Remember windows and emergency exits.
Leave belongings behind. Keep empty hands
raised and clearly visible.
Follow all instructions from the police.
Don’t stop until you are sure you have
reached a safe location.

hiding place.
• Lock and barricade the door.
• Silence cell phones.

FIGHT
• Fight only as a last resort.
• Use available objects as improvised weapons.
• Use teamwork and surprise. A coordinated

ambush can incapacitate an attacker.
• You ore fighting for your life.

Don’t jight fold

RUN)

I t1

HIDE
If there is no safe escape route, nd a good
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Important Campus Contacts:

Director of Public Safety:
Jeff Haynes
ihaynes@haywood.edu
Office 828.565.4076

Campus School Resource Officers:
oro-officers@haywood.edu
Cell 828.593.8477

Campus Security:
security(chaywood .edu
Cell 828.734.5410

Coordinator of Safety:
Misty Massingale
mgreenarch@haywood.edu
Office 828.564.5113

Director of Human Resources:
Sara Phillips
siphilliQs@haywood.edu
Office 828.627.4529

Vice President of Instruction and Student Services:
Dr. Wendy Hines
whines@haywood.edu
Office 828.565.4069

Vice President of Infrastructure, Operations, & Technology:
Brek Lanning
bwlanning@haywood.edu
Office 828.565.4027

Counselor:
Susannah High
shigh@haywood.edu
Office 828.627.4504

(Inj1us Securilv , S,i(t’lv Repor[ iIjv.o’,d (t,flhIlLfliV CnLItt4e
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IMPORTANT NUMBERS

Security Cell: 828-734-5410

ARO Cell: 828-593-8477

Emergency Services

If you have a tire, police or medical emergency, always call 9-1-1

Other Emergency Numbers:

Ambulance — (828) 452-6600

Fire:
828-648-3418 - Canton
828-452-6600 - Center Pigeon, Clyde, Cruso, Junaluska, Maggie Valley, North
Canton, Saunook
828-456-8611 —Waynesville

Police:
828-648-2376 (Canton, Clyde)
828-452-6666 (Maggie Valley)
828-456-86 1 1 (Waynesville)

Haywood County Sheriff’s Department— 828-452-6666

North Carolina State Highway Patrol— 1-800-445-1772

National Suicide Prevention Lifeline
1-800-273-TALK (8255)
1 -800-799-4TTY (4889)

Meridian (Mental Health, Developmental Disability and Substance Abuse)
1-800-849-6127 Immediate Help
1-888-757-5726 Customer Service

Reach of Haywood
828-456-7898

Carolinas Poison Control Center
1-800-800-3855
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REPORT A CRIME

Except tor a 9-1-1 emergency, incidents or criminal activity should be reported
to the law enforcement agency that covers the area where the crime or
incident took place. It a crime occurs:

Inside Waynesville city limits, please contact the Waynesville Police Department
at (828) 456-5363;
Inside Canton city limits, please contact the Canton Police Department at
(828) 648-2376;
Inside Maggie Valley city limits, please call Maggie Valley Police Department at
(828) 926-0867;

The Haywood County Otfice of the Sheritf covers all criminal matters that occur
outside of the town limits and within Clyde. It you have a civil paper to be
delivered anywhere in the county, this also must be done by the Sheritt’s Ottice.
Please contact Haywood County Communications Center at
(828) 452-6666.

REPORT A TRAFFIC ACCIDENT

The Sheriff’s Ottice generally does not investigate traffic accidents. This is
handled by the North Carolina Highway Patrol; you may contact them at
1-800-445-1 772. It an accident occurs inside the city limits, contact the
corresponding police department that covers that area.

APPLY FOR VICTIM ASSISTANCE

For victim assistance, please contact the District Attorney’s Otfice at
(828) 454-6510. It the assistance needed stems trom domestic violence, you may
also contact Suzie Pressley, Domestic Violence/Sexual Assault Victim’s
Advocate, at the Haywood County Sheritt’s Oftice at (828) 452-6672, ext.2884,
M-E, 9 am-S pm.

HELP PROTECT MY VALUABLE POSSESSIONS

Keep a record of brand, serial number, model number, description of all your
valuable possessions. Make copies of this list and keep them in more than one
sate location. You may want to attach photographs ot your property to this list. It
your property is stolen, this documentation can greatly assist in its recovery.
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Campus Prevention and Awareness:

Faculty, staff, and students must recognize that they must take individual step5

to protect themselves from becoming a victim of a crime and work together as

a campus community in the prevention of crime and promotion of security.

Campus Prevention and Awareness campaigns:

Discussed with every new Employee at their Orientation

Discussed during Student Orientation

Partnership with Reach Domestic Violence Rally every October

Denim Day every April to raise awareness

iiitis S’ctrFv ,‘ S.irCLV Report I-Iay’vood (:,:,irI,Ufljv CnUege



CAMPUS Safety
Office

4/ Civil Dkorder
/ Natural Disaster

Officers are in constant communication with
county-wide emergency agencies.
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HCC Security

MISSION
The Mission of HCC’s Campus Security & Campus Safety office’s is to provide a safe

educational environment for faculty, staff, students, and visitors. It is the duty of HCC’s
Security Officers to enforce college rules, regulations, and safety policies: to work closely

with local law enforcement to enforce local, state, and federal laws on campus; and to
maintain an open line of communication with county-wide emergency agencies.

r

Security Services: r
• key extraction

jump starts
• campus escorttovehicles

Other Services:
• manage traffic flow

• address minor maintenance issues
(utility outages, etc &

notify the proper authorities)
respond to public safety issues

Security Officers are trained first responders
in the event of a campus emergency including:

.4/Accidents (motor vehicle and/or personal)
/ Fire

4/ Medical Emergencies

Security - 828.734.5410
1500 Hemlock Building - Room 1562

School Resource Officer - 828.593.8477

I
I

Lower 1500 Student Services Building

Campus Safety - 828.564.5113
3500 Campus Services Building - Room 3528
Email - mgreenarch(&haywood.edu
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Office

For all Incidents submit a Maxient Report once
Security has been contacted and incident is

under control.

Security 828.734.5410
* • Aggressive, Disruptive or

Threating Behavior

• Bomb Threats

• Criminal Activity

Property Damage

• Lost or Stolen Property

• Danger to self or others

• Erratic Behavior

• Physical or Verbal Fights

• Fire

• Illness or Injury

• Intoxication / Substance

Abuse

• Sexual Assault
• Suicidal Threats

Maxient

• Link to Maxient

Incident Report can be

found under Safety &
Security on HCC

Website

. Link: https://

cm.maxient.com/
reportingform.php?

HaywoodCC

• A Maxient report must

be completed for all

incidents that take

place on campus as

well as oft campus if it

takes place during part

of campus operations.

Never hesitate to call Security for an escort.
Always keep your car locked whether you are in it or not.
Ensure the windows are closed.
Make note of where you have parked.
park near a light, if possible, close to your building.

All state and local laws pertaining to traffic apply on cii

a ‘ .\i

Ftact
Security

0

4

I..__ SECURITY 828.734.5410

of Haywood Community College’s property and will be enforced. !
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Office

PARKINt Parking decals must be displayed in all vehicles
parked on Haywood Community College’s property.

*Parking decals clearly display the expiration dote.

Citations will be issued For the Following violations:

Once an individual receives 10 parking violations, security can charge the individual
and take them to the Vice President of Student Success Services for discipline.

All state and local laws pertaining to traffic apply on all
of Haywood Community College’s property and will be enforced.

Parking space are designated by color:

Blue - handicapped only
Yellow - faculty & staff only
White - student/open parking

- - —.. ——

Never hesitate to call Security for an escort.
Always keep your car locked whether you are in it or not. ,.

Ensure the windows are closed.
Make note of where you have parked. I
park near a light, if possible, close to your building.

I

• Occupying more than one parking space

• Not displaying current decal

• Parking in lane of traffic

• Blocking building entrances

• Obstructing side walk

• Double parking

• Parking in restricted lot or zone

• Parking in reserved space

• Parking on grass

• Parking within 15 feet of a hre hydrant

• Parking against flow of traffic

• Protruding into lane of traffic

• Parking in visitor and/or handicapped space

• Reckless driving

• Blocking loading zone

• Parking on shoulder or road

• Driving in excess of posted speed



Housekeeping more than Custodial
Housekeeping is crucial to a safe workplace, and every employee has a role in housekeeping.
Housekeeping can play a signiHcant part in preventing injuries and in improving productivity.
Housekeeping should be part of your daily routine in your workspace. From cleaning up spills,
disposing of items not needed, keeping walkways clear. I hope you nd the tips below helpful.

Prevent Slips, Trips, and Falls Fire Hazards/Safety

- Report/clean up any spills or leaks. - Make sure all walkways
- Keep items up off the floor, and exits are not obstructed.
- Report any damaged flooring. - Do not block fire extinguishers or pull stations.

- Do not block mechanical or fire alarm panels.
- Report any electrical hazards.
- Nothing should be stored in stairwells or

mechanical rooms.
- Store flammable chemicals and materials

appropriately.

Clutter
Clutter can lead to injuries or even ergonomic issues. Put all materials and equipment back where it is
stored when you are nished with it. This will avoid an injury of it falling on someone, blocking emergency
equipment or passageway, and give you more space within your work area for you to move more freely.

PPE (Personal Protective Equipment)
Like your work area and equipment you use should be inspected and kept in good working order, so should
your PPE. If you use any PPE in yourjob, make sure you always check it before use for any damage or
wear that could cause it not to perform as it is supposed to.

Always wear the required PPE or Safety equipment needed for the task you are completing.

Campus Safety mgreenarch(ahaywood.edu 828.564.5113

Campus Security 828.734.5410

Campus SRO 828.593.8477

1’I?t. CAMPUS Safety



Weather Watch vs. Warning vs. Advisory vs. Outlook

What is the DIFFERENCE?

The National Weather Service uses a four-tier approach to alert the public to weather hazards.
These included outlooks, advisories, watches, and warnings. With an outlook as being least

threatening to a warning being the most threatening.

OUTLOOK: This is ranked as the least threatening, with hazardous weather occurring
within the next 3 to 7 days. When an Outlook is issued, you should monitor the
weather situation for updates.

ADVISORIES: Are ranked as less threatening, with weather conditions being less
severe but could cause a signiflcant inconvenience. When an Advisory is issued, you
should exercise caution.
The expected weather condition has a pretty good chance of occurring, even a likely
chance of occurring, but typically an advisory is used for less severe types of weather
conditions. A Wind Advisory might be issued, or a Freezing Rain Advisory issued
instead of a High Wind Warning or an Ice Storm Warning.

WATCHES: Are ranked more serious, there is an increased risk of a hazardous
weather event, but its occurrence, location, or timing is still uncertain. When a Watch
is issued, you should listen for further information and plan, prepare if the danger
materializes. Watches essentially mean there is a chance this condition will happen and
usually covers a large geographical area for a lengthy period of time.

WARNINGS: Are ranked the most serious of alerts; this means a hazardous weather
event is occurring, imminent, or likely, and a threat to life or property exists. When a
Warning is issued, you should take action immediately to protect life and
property—more deflnite time periods.

Campus Safety mgreenarchhaywood.edu 828.564.5113

Campus Security 828.734.5410
Campus SRO 828.593.8477

I1 CAMPUS Safety



REPORTING SUSPICIOUS ACTIVITY

How do you determine who is a suspicious person?
• A suspicious person is anyone who acts in a manner not usual for a law-

abiding citizen.

• Someone who looks lost, confused, disoriented.
• Someone who looks homeless or mentally disturbed.

If someone approaches you, or you see someone acting in a manner that
you feel is unusual, remain at a safe distance and contact Campus
Security immediately.

What do you say to Campus Security?

• Be as descriptive as possible:

• Body Description:Race, Sex, Hair, Tattoos, Scars, etc.

• Physical Description: Color and type of clothing, shoes, hairstyle, glasses, hat, etc.

• Weapons: Mention if you notice a weapon or possibility of weapon.

• Direction/Method of Travel

HAY WOOD COMMUNITY COLLEGE

IMPORTANT NUMBERS
EMERGENCY: 911

HCC Security
828.734.5410
HCC-securityhaywood.edu
SRO
828.593.8477

REMEMBER ALL INCIDENTS SHOULD BE
REPORTED TO SECURITY IMMEDIATELY

Campus Safety mgreenarch(haywood.edu 828.564.5113

828.734.5410

828.593.8477

Campus Secudty

Campus SRO
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Be Prepared

Winter Safety Tips

Winter will be fast approaching, and Campus Safety would like to remind you to be prepared for a safe
and accident-free winter. The following list of precautions may help you avoid dangerous winter
situations.

Vehicle Winter Safety
Keep your vehicle winterized, especially with proper antifreeze, good wiper blades, good battery, and
snow tires or chains

• Keep the gas tank as full as possible
• Carry a winter car kit including matches and candles, hrst aid kit, shovel,jumper cables, sleeping

bag or blankets, and even kitty litter for traction
Keep your cell phone fully charged

• Dress appropriately for the weather conditions and outdoor temperatures

For Your Personal Safety
Slow down both driving and walking
Take your time entering and exiting your vehicle. Look for ice patches before you put your foot down.
Wear proper footgear. Slick soled shoes and heels are dangerous on ice and snow.
Check the latest weather information

Campus Safety

Campus Security

Campus SRO
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mgreenarch(haywood.edu I 828.564.5113

828.734.5410

828.593.8477

CAMPUS Safety
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Most bomb threats are received by phone. Bomb threats are serious until proven
otherwise. Act quickly, but remain calm and obtain information with the attached
checklist.

If a bomb threat is received by phone:

1. Remain calm. Keep the caller on the line for as long as possible. DO NOT HANG UP, even if the
caller does.

2. Listen carefully. Be polite and show interest.

3. Try to keep the caller talking to learn more information.

4. If possible, write a note to a colleague to call Campus Security / SRO or, as soon as the caller
hangs up, immediately notit’ them yourself.

5. If your phone has a display, copy the number and/or letters on the window display.

6. Complete the Bomb Threat Checklist (attached) immediately. Write down as much detail as you
can remember. Try to get exact words.

7. Immediately upon termination of the call, do not hang up, but from a different phone,
contact the President’s office immediately with information and await instructions.

If a bomb threat is received by handwritten note:
• Call Campus Security / SRO
• Handle note as minimally as possible.

If a bomb threat is received by e-mail:
• Call Campus Security / SRO
• Do not delete the message.

Signs of a suspicious package:
No return address

• Excessive postage
• Stains
• Strange odor

• Strange sounds
• Uneipected Delivery

• Evacuate the building until
police arrive and evaluate the
threat.

, Homçland
Security

BOMB THREAT
CALL PROCEDURES

DO NOT
• Use two-way radios or cellular

phone; radio signals have the
potential to detonate a bomb.

• Touch/Move a suspicious
package

CALL

Security 828.734.5410

SRO 828.593.8477



BOMB THREAT
HAYWOOCJ COMMUNITy COLEGU F

Date: Time:

Time Caller Hung Up:

Phone Number where call received:

ASK THE CALLER:

• Where is the bomb located? (Building, Floor, Room, etc.)

•When will itgo off?

• What does it look like?

• What kind of bomb is it?

• What will make it explode?

• Did you place the bomb? Yes No

•Why?

• What is your name?



• Iflfl BOMB THREAT
I CALLER INFORMATION
H ‘flWOOI) COMMUNITY CCL Lb.

_____________________________________________________________________________

• Where is the caller located? (Background and level of noise)

• Estimated age:

• Is voice familiar? If so, who does it sound like?

• Other points:

Threat Language: Li Nasal
LI Incoherent P Normal
LI Message read Li Ragged
LI Taped Li Rapid
LI Irrational L Raspy
Li Profane Li Slow
Li Well-spoken Li Slurred

Li Soft
Caller’s Voice Li Stutter

I Accent
I Angry Background Sounds:
I Calm Li Animal Noises
I Clearing throat Li House Noises
Li Coughing Li Kitchen Noises
Li; Cracking voice Li Street Noises
Li Crying Li Booth
Li Deep Li PA system
Li Deep breathing Li Conversation
Li Disguised Li Music
Li Distinct Li Motor
Li Excited [1 Clear
Li Female Li Static
Li Laughter Li Office machinery
Li Lisp Li Factory machinery
Li Loud Li Local
Li Male Li Long distance
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Other Information



FIRE EXTINGUISHERS

P.A.S.S.
• P — Pull the Pin: With one hand, pull the pin located on the top of the extinguisher.

This will allow you to activate the extinguisher.
• A — Aim at the Base of the Fire: Aim the nozzle or hose at the base of the fire, not at the flames

themselves. This will help to extinguish the source of the fire, rather than just the visible flames.
• S — Squeeze the Handle: With your other hand, squeeze the handle of the fire extinguisher to

release the extinguishing agent.
Use short bursts rather than a continuous stream to conserve the agent.

• S — Sweep from Side to Side: Sweep the extinguishing agent from side to side across the base of
the fire, keeping the nozzle or hose aimed at the base. Continue until the fire is completely
extinguished.

REMEMBER ALL INCIDENTS SHOULD BE REPORTED TO SECURITY IMMEDIATELY

Campus Safety

Campus Secudty

Campus SRO
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mgreenarch(haywood.edu 828.564.5113

828.734.5410

828.593.8477

CAMPUS Safety

ull the Pin im at Base of Fire

ueeze the lever )weep Side to Side


