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NORTHWEST  
MISSISSIPPI COMMUNITY COLLEGE 

 
POLICIES AND PROCEDURES 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
This manual contains state and institutional polices regarding the governance and organization of Northwest 
Mississippi Community College. Specifically, it contains regulations regarding the organization and operation of the 
Board of Trustees, the organization of the College's administration, and policies and procedures governing the 
selection, supervision and common expectations of the employees of the College. Policies contained in this manual 
supersede those contained in all other publications distributed by the College. 
 
While this manual contains a number of fundamental polices of Northwest Mississippi Community College, this 
manual is not the sole source of regulations governing the operation of the College. The Northwest Bulletin, the 
Student Guide, the Faculty Handbook, the NWCC Foundation Policy Manual and other official publications contain 
many policies and regulations pertaining to students, faculty, staff, administration, and guests of the College. 
Individuals are encouraged to consult the appropriate publication pertaining to their area of concern. 
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SECTION I: 
 

ACCREDITATION AND AFFILIATION, 
COMPLIANCES, STATEMENT OF PURPOSE 

 
1.1 ACCREDITATION  
 
Northwest Mississippi Community College is accredited by the Commission on Colleges of the Southern 
Association of Colleges and Schools, 1866 Southern Lane, Decatur, GA 30033-4097: Telephone number: 404-679-
4501, to award the associate degree. The College was accredited by the Mississippi Junior College Accrediting 
Association in 1928 and by the Southern Association of Colleges and Schools in December, 1953. The latest 
reaffirmation of the SACS accreditation was in 1997. Northwest is also a member of the American Association of 
Community and Junior Colleges. 
 
1.2 NON-DISCRIMINATION STATEMENT  
 
Northwest Mississippi Community College does not discriminate on the basis of race, color, national origin, sex, 
religion, age, disability or status as a veteran or disabled veteran in employment, programs, or provision of 
services. Compliance with Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act is 
coordinated by Mr. Michael Dottorey, Disability Support Services Coordinator, McLendon Student Center, P.O. Box 
5555, Highway 51 North, Senatobia, Mississippi 38668, telephone number 662-562-3309, email address 
mldottorey@northwestms.edu. Compliance with Title II of the Age Discrimination Act and Title IX of the Education 
Amendments of 1972 is coordinated by Mr. Gary Mosley, Vice President for Fiscal Affairs, James P. McCormick 
Administration Building, P.O. Box 7017, 4975 Highway 51 North, Senatobia, Mississippi, 38668, telephone number 
662-562-3216, email address gtmosley@northwestms.edu. 
 
1.3 MISSION STATEMENT 
Institutional Purpose and Goals  
 
The mission of Northwest Mississippi Community College is to provide the students of its eleven-county district and 
beyond with opportunities for obtaining affordable quality education to meet their diverse needs. The 
comprehensive community and technical college offers students educational experiences through traditional 
campus-based and distance learning opportunities. Northwest is committed to achieving the following goals: to 
promote excellence in educational programs; to maintain quality educational support services; to continue 
responsive administrative processes; to ensure efficient use of financial and physical resources; and to assure 
institutional effectiveness. 
 
Northwest Mississippi Community College meets the educational, employment, career, cultural, and special needs 
of its students and the community through the offering of: 
 
1.  Academic and career technical curricula leading to certificates, diplomas, and associate degrees  
2.  University-parallel courses and programs meeting requirements of the first two years of a  baccalaureate 
 degree 
3.  Workforce Development Training designed to meet current and future workforce needs in business 
 and industry 
4.  A comprehensive program of remedial and developmental education 
5.  Continuing education and service programs for the community 
6.  Student support through tutoring, guidance, counseling, career information, and placement 
7.  Services including library services, cultural and enrichment opportunities, information technology services, 
 and extracurricular activities for students and the community 
 
 1.3.1  Policy regarding the College Mission Statement  
 
 Northwest Mississippi Community College shall have a clear and comprehensive mission 
 statement that guides it. That mission statement shall be approved annually by the governing board; 

mailto:mldottorey@northwestms.edu
mailto:gtmosley@northwestms.edu
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 shall be periodically reviewed by the board; and shall be broadly communicated to the institution's 
 constituencies in such College publications as the Bulletin, the Faculty Handbook and the Strategic 
 Plan. The mission statement of the College shall also be prominently posted on the College website. 
 
 1.3.2  Amendments to the College Mission Statement  
 
 Any amendments to the formal mission statement of Northwest Mississippi Community College shall be 
 made in the following way: 
 
 1.  The mission statement shall be reviewed on a yearly basis at the first general meeting of   
  the College Planning Council in November and shall be further reviewed and discussed in  
  subcommittee meetings of the Planning Council in December and January. 
 2.  Suggested revisions by the subcommittees of the College Planning Council shall be   
  submitted to the President for review. 
 3.  The President shall compile the suggestions of the subcommittees and present suggested  
  revisions at the second meeting of the Planning Council in February to be voted on by the  
  membership of the Planning Council. 
 4.  Any change in the mission statement approved by the Planning Council shall be presented  
  to the College faculty, staff and administration to be voted upon. 
 5.  Any proposed amendment to the College Mission Statement approved by a majority of   
  faculty, staff, and administrator participants in the voting process shall then be    
  presented to the Board of Trustees in the March meeting. 
 6.  Final approval or disapproval of the proposed changes to the Northwest Mississippi   
  Community College Mission Statement shall be made by the Board of Trustees. 
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SECTION II: 
 

POLICIES AND PROCEDURES OF THE BOARD OF TRUSTEES  
 
The Board of Trustees of Northwest Mississippi Community College 
 
2.1  Statutory Authority  
 
The creation, establishment, maintenance and operation of community and junior colleges in the State of 
Mississippi is addressed and defined in Section 37-29-1 through Section 37-29-501 of the General Laws of 
Mississippi (Mississippi Code of 1972, Annotated). In Section 37-29-31, paragraph (I), the Northwest Mississippi 
Community College District is created and defined as being comprised of the eleven Mississippi counties of Benton, 
Calhoun, DeSoto, Lafayette, Marshall, Panola, Quitman, Tallahatchie, Tate, Tunica, and Yalobusha. The statutes 
establishing the community and junior colleges prescribe the power, authority, and responsibility of the Board of 
Trustees. Additionally, in Section 37-29-65 of the Mississippi Code of 1972, the selection of trustees, their terms of 
office, and their compensation for service on the Board of Trustees is defined. Section 37-29-67 of the Code 
addresses and specifies the general powers and duties of the Board of Trustees. 
 
2.2  Organization  of the Board of Trustees  
 
 2.2.1  Principles of Organization  
 
 1. The members of the Board of Trustees have legal authority only when the Board is in formal  
  session and when a quorum is present. 
 2.  The control over the College by the Board of Trustees is not by individual members but through the 
  majority votes of the Board whereby rules, regulations, policies, and other pertinent matters are  
  adopted when the Board is in lawful session. 
 
 2.2.2  Officers of the Board of Trustees  
 
 The officers of the Board of Trustees of Northwest Mississippi Community College shall be 
 Chairperson, Vice Chairperson, and Secretary. The Chairperson and Vice Chairperson offices are 
 elected by a simple majority of the membership of the Board of Trustees present and voting at each 
 January regular meeting of the Board. The Chairperson and Vice Chairperson may succeed themselves. 
 The office of Secretary of the Northwest Board of Trustees shall be held by the Tate County 
 Superintendent of Education in the capacity as a member of the Board of Trustees. If an inadvertent 
 vacancy in the Officers of the Board of Trustees occurs, such vacancy shall be filled through a special 
 election of the Board at the next regular meeting after the vacancy occurs. 
 
 Specific duties and powers of the Officers of the Board are presented later in this manual. 
 
2.3  Philosophy of the Board of Trustees  
 

A. The Board of Trustees shall function as a legislative body, developing policies and approving the means by 
which these policies are to be executed and implemented. 

B. The Board of Trustees is responsible for the direction of and delegation of authority to the President for 
implementation and execution of its policies and decisions. 

C. The Board recognizes the President as its executive officer and chief administrative officer of the College. 
The Board delegates authority for implementing and executing its policies and decisions to the President 
and through the President to the staff of administrators, faculty, and other employed personnel. 
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2.4  Meetings  of the Board of Trustees  
 

A. The Board shall meet monthly on the second Thursday of each month in the place designated by the 
President of the College or on such other date and at such place as fixed by the Chairperson of the Board. 

B. All meetings of the Board shall be open to the public except when the Board is in executive session. The 
procedure for entering into an executive session is described in (H) below. 

C. Twelve members shall constitute a quorum for any meeting of the Board. 
D. Special meetings shall be called by the Chairperson or upon the request of a majority of the members. 
E. Minutes shall be kept of each Board meeting and duly recorded in the minute book which shall be securely 

stored at the College. 
F. A copy of the minutes of Board meetings shall be mailed to each Board member prior to the next scheduled 

meeting of the Board. 
G. Individuals or groups from the general public wishing to present matters to the Board of Trustees for its 

consideration must notify the President of the College or the Chairperson of the Board at least ten (10) 
days prior to the Board meeting date. All requests must be in writing and signed by the individual or 
individuals making the request. 

H. In accordance with Section 25-41-7 of the Mississippi Code, any public body, including the Board of 
Trustees of Northwest Mississippi Community College, may enter into executive session for the transaction 
of public business; provided, however, all meetings of any such public body shall commence as an open 
meeting, and an affirmative vote of three-fifths (3/5) of all members present shall be required to declare an 
executive session. 

 
 The procedure to be followed by any public body in declaring an executive session, according to Section 
 25-41-7 of the Code, shall be as follows: Any member shall have the right to request by motion a closed 
 determination upon the  issue of whether or not to declare an executive session. Such motion, by majority 
 vote, shall require the meeting to be closed for a preliminary determination of the  necessity for executive 
 session. No other business shall be transacted until the  discussion of the nature of the matter requiring the 
 discussion has been completed  and a vote (requiring 3/5 majority as described above) has been taken on 
 the issue. 
 

1) An executive session shall be limited to matters allowed to be exempted from open meetings as 
specifically defined in subsection(4) of Section 25-41-7 of the Mississippi Code of 1972, Annotated. 
Included in matters allowed to be exempted from open meetings are the following: 

2) Transaction of business and discussion of personnel matters, relating to job performance, 
character, professional competence, or physical or mental health of a person holding a specific 
position 

3) Cases of extraordinary emergency which would pose immediate or irrevocable harm or damage to 
persons and/or property within the jurisdiction of the Board of Trustees 

4) Transaction of business and discussion regarding the prospective purchase, sale, or leasing of 
lands 

5) Discussions between the Board and individual students who attend the College or the parents or 
teachers of such students regarding problems of such students or their parents or teachers 

6) Transaction of business and discussions or negotiations regarding the location, relocation, or 
expansion of the College 

7) Transaction of business and discussions regarding employment or job performance of a person in 
a specific position or termination of an employee holding a specific position.  

 
  The exemption provided by this paragraph includes the right to enter into executive session  
  concerning a line item in a budget which might affect the termination of an employee or   
  employees. All  other budget items shall be considered in open meetings, and final budgetary  
  adoption shall not be taken in executive session. 
 
  The total vote on the question of entering into an executive session shall be recorded in the  
  minutes of the Board.
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       I. The Board adopts Robert's Rules of Order-Revised Edition as the source of reference in conducting all 
 Board proceedings not otherwise provided for in this statement. 
 
2.5  Duties and Powers of the Office rs of the Board of Trustees  
 
 2.5.1  Chairperson of the Board of Trustees  
 
 1.  Preside at all meetings of the Board 
 2.  Appoint committees of the Board as necessary or as requested by the Board of          
  Trustees 
 3.  Vote on all matters  
 4.  Sign all necessary legal instruments approved by the Board, when not delegated to the       
  President 
 5.  Sign the minutes of all meetings of the Board of Trustees 
 
 2.5.2  Vice Chairperson of the Board of Trustees  
 
 1.  Presides over meetings of the Board in the absence of the Chairperson and have all of the   
      executive powers of the Chairperson when serving in the absence of the Chairperson 
 2.  Participates as a regular member of the Board of Trustees at Board meetings at which the   
      Chairperson is present 
 
 2.5.3  Secretary of the Board of Trustees  
 
 1.  Presides over meetings of the Board in the absence of the Chairperson and the Vice 
      Chairperson with full authority to conduct such meetings  
 2.  Responsible for maintaining an accurate record of the minutes of the Board  
 3.  Signs necessary legal documents and papers which have been approved by the Board of Trustees  
 4.  Signs the minutes of all meetings of the Board of Trustees  
 5.  Participates as a regular member of the Board of Trustees at Board meetings at which the  
  Chairperson and/or Vice Chairperson are present 
 
2.6  Standing  Committees of the Board of Trustees  
 
The Board of Trustees shall transact business in the Committee of the Whole. However, at the discretion of the 
Chairperson of the Board or upon the request of the majority of the members present at any legal meeting, the 
Chairperson may appoint such committees as deemed appropriate. Such committees shall enjoy executive 
authority as shall be specifically granted to them by the Board. There are certain "standing" committees of the 
Board. The members of these standing committees are appointed by the duly elected Chairperson of the Board. 
These committees and their general duties and responsibilities are as follows: 
 
 2.6.1  Administrative Committee  - The Administrative Committee of the Northwest Mississippi 
 Community College Board of Trustees shall consider and deliberate upon any matters relating to the 
 President of the College and/or the Attorney for the Board of Trustees. More specifically, this committee will 
 consider and make recommendations to the Board, as needed, on the continued employment, salaries, and 
 benefits of the President of the College and/or the Attorney for the Board. Any problems or situations that 
 might arise regarding the President or the Board Attorney will be initially addressed by this committee. 
  
 Additionally, any problems or situations that might arise regarding individual Board members, which, in 
 the opinion of the Chairperson or Vice Chairperson of the Board of Trustees, need to be addressed by the 
 Board, will be presented to and deliberated by the Administrative Committee of the Board. This 
 committee, in turn, will  make recommendations to the full Board on such matters. Likewise, if a  situation 
 or problem arises which, in the opinion of the Chairperson of the Board of Trustees, has  brought or is 
 bringing undue political,  religious, or other external-source pressure upon individual Board members, the 
 Board of Trustees as a  whole, or any member or members of the administration, faculty, or staff of 
 the College, the Administrative  Committee of the Board will address the situation or problem and, in turn, 
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 make recommendations for action to the full Board of Trustees. 
 
 The Administrative Committee will consider and make recommendations to the Board with regard 
 to any needed changes in the administrative policies and procedures of the College. This includes, 
 but is not limited to, the published Policies Manual of the College. 
  
 Additionally, this committee will consider and make recommendations to the full Board on any other 
 matters as deemed appropriate by the Chairperson of the Board of Trustees. 
 
 2.6.2 Attendance Center Committee  - This committee shall consider, deliberate, and make 
 recommendations to the full Board with regard to matters pertaining to the Northwest Mississippi 
 Community College Attendance Centers which are located off the main Senatobia campus of the  College. 
 More specifically, the Attendance Center Committee will consider and make recommendations to the 
 full Board regarding any expansions, deletions, or substantial programmatic or physical changes in the 
 existing "off-campus" centers of the College. Additionally, the Attendance Center committee will consider 
 and make recommendations to the board as to the creation of any future "off-campus" centers to be 
 located within the College's District. This committee will consider and make recommendations to the full 
 Board on any other matters as deemed appropriate by the Chairperson of the Board of Trustees. 
 
 2.6.3 Building Committee  - The Building Committee will consider, deliberate, and make recommendations 
 to the full Board on matters relating to the physical facilities and/or the physical plant of the College. More 
 specifically, the Building Committee will make recommendations to the full Board  with regard to any 
 proposed additions, deletions, renovations or new facility construction at the College. Additionally, this 
 committee will receive bids in behalf of the full Board for any addition, renovation, or new construction to 
 the physical plant of the College. The Building Committee will receive periodic reports from the President or 
 a designee with regard to building projections and building needs of the College and shall make such 
 reports to the full Board as appropriate. 
 
 The Building Committee shall make recommendations to the full Board regarding the disposition of 
 obsolete or otherwise unusable equipment owned by the College. The Board of Trustees has designated 
 the College's Bid Committee to receive bids for the disposal of such equipment according to appropriate 
 laws and statutes. However, the Building Committee, at its discretion, may choose to receive bids when it 
 deems necessary. The Building Committee will consider and make recommendations to the full Board on 
 any other matters as deemed appropriate by the Chairperson of the Board of Trustees. 
 
 2.6.4 Educational Program Review Commi ttee  - The Educational Program Review Committee of the 
 Board shall be advised by the President of the College or a designee on new educational programs which 
 the administration feels need to be included in the curriculum of the College. The Committee will report to 
 the full Board with regard to their recommendations of such new programs. The Educational Program 
 Review Committee will consider and make recommendations to the full Board on any other matters as 
 deemed appropriate by the Chairperson of the Board of Trustees. 
 
 2.6.5 Executive Committee  -The Executive Committee of the Northwest Mississippi Community College 
 Board of Trustees shall be made-up of the officers of the Board, i.e., the Chairperson, the Vice 
 Chairperson, and the Secretary of the Board. This committee will consider and make recommendations 
 to the full Board on any and all matters which are deemed appropriate by the Chairperson of the Board. 
 
 2.6.6 Farm Committee  - The Farm Committee will consider, deliberate, and make recommendations to the 
 full Board on matters relating to the Northwest Mississippi Community College Farm. This committee will 
 hear and consider recommendations from the President or a designee regarding the acquisition of 
 equipment and livestock for the farm, the usage of land at the Northwest Farm, and the general needs of 
 the farm. The committee will consider and deliberate on such recommendations and will report its findings 
 and recommendations to the full Board. The Farm Committee will consider and make recommendations to 
 the full Board on any other matters as deemed appropriate by the Chairperson of the Board of Trustees. 
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 2.6.7 Finance Committee  - The Finance Committee of the Board shall consider and make 
 recommendations to the Board of Trustees on matters involving finances of the College.  Specifically, this 
 committee will accept bids on behalf of the Board on any major  administrative contracts such as food 
 service and janitorial/cleaning service contracts, and will make recommendations to the full Board with 
 regard to any such bids. Additionally, the annual budget of the College, audit reports, and financial 
 statements will be initially presented to the Finance Committee by the President or a designee. 
 
 The Finance Committee will then recommend and report to the full Board on any such items. It shall be the 
 responsibility and duty of the President of the College to present reports and recommendations to the 
 Finance Committee on any major financial matters involving the College. 
 
 The Finance Committee will consider and make recommendations to the full Board on any other  matters 
 as deemed appropriate by the Chairperson of the Board of Trustees. 
 
 2.6.8 Insurance Committee  - The Insurance Committee of the Board will consider and recommend to the 
 full Board on matters relating to the insurance benefit program provided  by the College to the general 
 employment of the College. This includes, but is not limited to, the health insurance, the accidental death 
 and dismemberment insurance, and other insurance programs which may be offered to the employees of 
 the College. 
 
 The Insurance Committee will also consider and make recommendations on any other matters as deemed 
 appropriate by the Chairperson of the Board. 
 
 
 2.6.9 Personnel Committee - The Personnel Committee of the Board shall consider and recommend to 
 the full Board on matters involving personnel of the College which require the attention of the Board of 
 Trustees. This committee will hear recommendations of the President or a designee regarding the 
 approval of faculty members and report its findings and recommendations in this regard to the full Board. 
 Additionally, this committee shall, as appropriate and in accordance with the College's Policies Manual, 
 hear both student and employee grievances, appeals, etc. and, at the committee's discretion, make  
 recommendations as to the disposition of such matters to the full Board of Trustees. 
 
 The Personnel Committee will also consider and make recommendations on any other matters as deemed 
 appropriate by the Chairperson of the Board of Trustees. 
 
2.7  Composition of the Board of Trustees  
 
The Board of Trustees of Northwest Mississippi Community College is composed of twenty-two members, two from 
each of the eleven counties which make-up the College's District. The duly elected Superintendents of Education 
from Benton, Calhoun, DeSoto, Lafayette, Marshall, Quitman, Tate, and Tunica counties serve, by statute, as one 
of the trustees from each of these respective counties. The County Boards of Supervisors from those eight 
counties, in accordance with the provisions of Section 3729-65 of the Mississippi Code, appoint one additional 
trustee to serve on the Board of Trustees of Northwest. In Panola, Tallahatchie, and Yalobusha Counties, the 
county Board of Supervisors, in accordance with applicable laws, appoint two members to serve on the Board of 
Trustees of the College. 
 
 2.7.1  Length of Service  
 
 The length of service of the Superintendents of Education from Benton, Calhoun, Desoto, 
 Lafayette, Marshall, Quitman, Tate, and Tunica counties shall be four years. Their reappointment  or 
 termination as a Board member will be determined by the general electorate of the respective county 
 which they represent in their re-election bid as County Superintendent of Education. The  Board members 
 appointed by the various counties shall serve terms of office of five years. In Tallahatchie, Panola, and 
 Yalobusha counties, where the Boards of Supervisors appoint two members each to serve on the 
 Northwest Board of Trustees, the trustees from each of the counties will serve a term of five years. In 
 those counties, the five year term of office will expire in different  years, so that their term expiration will not 
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 occur in the same year. 
 
 2.7.2  Duties and Powers of the Board of Trustees  
 
 Section 37-29-67, paragraph (1) of the Mississippi Code of 1972, Annotated, describes the general 
 duties and powers of trustees as follows: 
 
 The duties of the board of trustees shall be the general government of the (community) junior college and 
 directive of the administration thereof. Subject to the provisions of Sections 37-29-1 through 37-29-273, the 
 Board shall have full power to do all things necessary to the successful operation of the district and the 
 College or colleges or attendance centers located therein to ensure educational advantages and 
 opportunities to all the enrollees within the district. 
 
 2.7.3  General Policies of the Board of Trustees  
 
 1.  The Board of Trustees shall establish broad institutional policies which govern the management  
  and administration of the College. 
 2.  All business transacted and decisions made by the Board of Trustees shall be matters of public  
  record. 
 3.  The majority action of the Board on a given issue becomes the policy of the entire Board until such 
  time as the question is again raised at a Board meeting for further consideration and changed by a 
  majority vote. 
 4.  The Board of Trustees shall select and employ a Chief Executive Officer or President.  The Board's 
  general policies regarding the duties and responsibilities of the President are presented in a  
  subsequent section of this document. 
 5.  The President of the College shall annually recommend instructional personnel (faculty members) 
  to the Board for their approval. It is the responsibility of the Board of Trustees to consider and  
  either approve or disapprove the President's recommendation in this regard. 
 6.  The Board of Trustees shall annually adopt a budget which shall contain a detailed estimate of the 
  revenues and expenses anticipated for the ensuing year for general operation, maintenance, and  
  capital improvements of the College. 
 7.  The Board of Trustees delegates to the President of the College the authority in managing the  
  approved annual budget of the College. 
 8.  The President of the College shall inform the Board of Trustees as appropriate relative to the  
  various functions of the College. This includes, but is not limited to, relative financial reports and  
  information (status of the budget, audit reports, financial  statements), enrollment and enrollment  
  trends and projections, the educational program, capital improvement needs, etc. 
 9.  The Board of Trustees recognizes its statutory authority to do all things necessary to the successful 
  operation of the College. 
 
 2.7.4  Compensation of Board Members  
 
 Section 37-29-65, paragraph (6) of the Mississippi Code addresses compensation of Board of Trustee 
 members and states: 
 
 Each junior (community) college trustee may be paid, out of college funds, a per diem as  authorized in 
 section 25-3-69, Mississippi Code of 1972, per meeting of said board and, in addition thereto, the  mileage 
 authorized under Section 25-3-41, Mississippi Code of 1972, per mile in coming to and returning  from said 
 meeting, calculated upon the customary and normally traveled route from the home of such trustee to 
 the campus of said junior (community) college. Such allowance of per diem and mileage shall not, however, 
 be allowed for more than fifteen (15) meetings for anyone (1) fiscal year and shall only be paid for meetings 
 actually attended by such trustees. 
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 2.7.5  Nepotism  
 
 Section 25-1-53 of the Mississippi Code of 1972, states the law regarding nepotism as follows: 
 
 It shall be unlawful for any person elected, appointed, or selected in any manner whatsoever to any 
 state, county, district, or municipal office, or for any board of trustees or any state institution to appoint 
 or employ, as an officer, clerk, stenographer, deputy, or assistant who is to be paid out of  the public funds, 
 any person related by blood or marriage within the third degree, computed by the rule of the civil law, to 
 the person or any member of the board of trustees having the authority to make such appointment, or 
 contract such employment as employer. This section shall not apply to any employee who shall have 
 been in said department or institution prior to the time the kinsman, within the third degree, became the 
 head of said department or institution or member of said board of trustees. 
 
 2.7.6 Conflict of Interest  
 
 Members of the Board of Trustees shall refrain from all activities providing personal gain through official 
 conduct other than provided by law.  Furthermore, Trustees shall not use board membership to obtain 
 pecuniary benefit other than that compensation provided by law, or to obtain pecuniary benefit for any 
 relative or any business with which they may be associated. 
 

2.7.7 Board Member Review  
 
Any problems or concerns related to individual members of the Collegeôs Board of Trustees shall be 
referred to the Chairman or Vice-Chairman of the Board for consideration by the Trusteesô Administrative 
Committee. Following review and deliberation, this committee will report and make recommendations to the 
full Board on such matters.  Should the situation warrant action outside the normal scope of Northwest 
Mississippi Community College Board of Trusteesô authority, the Board will defer to state statutes 
concerning appointments of College Trustees. 

 
2.8 President of the Coll ege 
 
The President of the College is the authorized representative of the Board of Trustees, having duties and 
authorities provided by Mississippi State Laws (Sections 37-29-61 and 37-29-63 of the Mississippi Code) and those 
delegated duties and authorities specified by the Board of Trustees. The President is elected by the majority vote of 
the membership of the Board and the terms of employment, compensation, and length of contract are set by the 
Board of Trustees. The length of the contract shall not exceed four (4) years in accordance with applicable State 
Laws (Section 37-29-61 of the Mississippi Code). 
 
      2.8.1 General Duties of the President of the College  
 

1. Serves as the Chief Executive Officer of the College with authority to manage and direct the affairs of the 
College in accordance with the policies and regulations established by the Board of Trustees and the 
applicable laws of the State of Mississippi 

2. Administers and enforces all adopted Board policies and regulations relating to the operation and 
management of the College 

3. Provides creative leadership to the Board of Trustees and to the faculty, staff, and administration of the 
College 

4. Makes nominations of all faculty members to the Board of Trustees for election and determines and 
assigns their duties and responsibilities in accordance with applicable Board policies 

5. Controls and directs the admission and classification of students in conformity to accreditation requirements 
and applicable Board policies 

6. Accepts responsibility for the safety, proper care, and use of all school property 
7. Attends all meetings of the Board of Trustees 
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8. Supervises for the Board of Trustees the purchasing of all supplies, materials, and services authorized by 
the annual budget in accordance with applicable State Laws and adopted policies of the Board 

9. Signs all checks for monies paid out of College controlled funds or has a designated representative to do 
so 

10. Provides supervision and support of the Director of Development which includes efforts in fundraising and 
development for both the College and the College's foundation 

11. Prepares, with the assistance of other personnel of the College, an annual budget which shall contain a 
detailed estimate of the revenues and expenses anticipated for the ensuing year for general operation, 
maintenance, and capital improvements of the College for the approval and adoption by the Board of 
Trustees 

12. Prepares, adopts, and amends, as needed, the educational program, curricula, and courses of study, with 
the advice and counsel of the Deans, Division Directors, the Curriculum committee, and the faculty, subject 
to the approval of the Board of Trustees 

13. Delegates authority and responsibility for directing specific areas of operation of the College to other 
employees of the College with the final authority and responsibility retained by the President  

14. Periodically reports to the Board of Trustees on the financial status and condition of the College   
15. Reports to the Board of Trustees the results of the annual financial audit, the financial statement, and any 

other financial report or document which might reflect the financial condition or status of the College 
16. Recommends to the Board of Trustees any necessary revisions in the annual budget for approval by the 

Board 
17. Employs all non-instructional college personnel in accordance with the annual budget, applicable Board 

policies, and state statutes 
18. Develops an agenda for regular Board meetings with advice and counsel of the Chairperson of the Board of 

Trustees 
19. Assists the Board of Trustees in reaching sound judgments in establishing policies provides the Board, 

when needed and appropriate, with helpful facts, the results of investigations, general information, and 
reports 

20. Prepares and submits to the Board for its approval, statements of policy which the President believes are 
needed for the proper management of the College and which require action of the Board 

21. Performs any other lawful duties as appropriate and as directed by the Board of Trustees of Northwest 
Mississippi Community College.
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SECTION III: 
 

FACULTY POLICIES 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Northwest Mississippi Community College is an at-will employer. These policies outline the terms and conditions of 
employment; however, no one set of policies can cover every situation that may arise, and nothing in this manual 
should be considered a guarantee of continued benefits or employment. 
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III: FACULTY POLICIES 
 
3.1  SELECTION OF NEW FACULTY MEMBERS  
 
1.  Recruiting  
 
 a.  When a faculty position becomes available, the administrator in that division will notify   
  Human  Resources by completing the Personnel Requisition and Announcement Form.   
  Human  Resources should be notified of the opening or anticipated opening at least forty   
  (40) days prior to the date the position is scheduled to be filled. 
 b.  The Personnel Requisition and Announcement Form should contain the items listed below: 
  1)  Title of the position to be filled 
  2)  Description of the responsibilities and duties expected of the person in the position 
  3)  Salary or salary range 
  4)  Deadline date for receipt of the application 
  5)  Beginning term or date of employment 
  6)  Name, title, address, and telephone number of person to be contacted 
  7)  Signatures of the Vice President for Educational Affairs and Vice President of   
   Fiscal Affairs approving the position announcement 
 c.  Position announcements for faculty to be filled internally will be posted for seven (7)   
  days in Human Resources Bulletin Board, on the College's web page, and the office   
  requesting the position. Position announcements to be filled externally will be posted for   
  thirty (30) days in Human Resources, the office requesting the position, on the College's   
  web page, and any newspaper or journal requested by the administrator. 
 
2.  Applications  
 
An individual is considered an applicant when they have completed and presented an application in the Human 
Resources Office of the College. If application is mailed, it is the individual's responsibility to verify receipt in Human 
Resources. Applicants interested in a faculty position shall respond to the Position Announcement by completing an 
official Northwest Mississippi Community College Application, attaching a detailed resume, having official 
transcripts mailed to Human Resources, and providing two letters of recommendation. Applications will be retained 
for a period of three (3) years. 
 
3.  Interviews  
 
 a.  Faculty applications shall be screened by the administrator submitting the Personnel   
  Requisition and Announcement Form. Applicants with completed application files will be   
  referred to the appropriate administrators for interviews. All application files must be   
  returned to Human Resources once interviews are completed. 
 b.  Administrators may schedule interviews at their discretion and have the option of    
  interviewing only the applicants considered most qualified. When an interview is    
  completed, the administrator shall complete the Personnel lnterview Form for the    
  applicant's file. 
 c.  The administrator conducting the interview shall not make a definite commitment at the   
  time of the interview concerning the position or salary. Discussion of salary will be limited   
  to a salary range rather than to a specific figure, pending verification of degree and   
  experience. 
 d.  During the interview process the interviewer will review the completed Application for   
  Employment to determine the applicant's proficiency in written English. The interviewer   
  may, at their discretion,  request that the applicant provide additional writing samples   
  during the interview period. During the interview process, the interviewer will assess the   
  applicant's proficiency in oral English.  The interviewer will complete the Guidelines for   
  Determining Proficiency in Written and Oral English Form, which can be found in the form section 
  at the end of this manual. 
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4. Selection and Hiring  
 
a. Once the interview process is completed, the administrator initiating the Personnel Requisition and 

Application Form shall carefully review the Personnel Interview Forms, qualifications of applicants, and 
other pertinent information.  Documentation of this review shall be made on the Personnel Interview Form 
with the name of the recommended appointee.  The administrator shall sign the form and forward both the 
form and the selected applicantôs file to the appropriate Dean and Human Resources for their approval and 
signature. 

b. The Vice President for Educational Affairs will review the selected applicantôs file and shall recommend to 
the President the salary, specific position, and terms of employment.  The President will review the 
recommendation, approve or disapprove the appointment, and notify Human Resources of the decision. 

c. Human Resources will prepare a contract and notify the administrator initiating the Personal Requisition 
and Announcement Form of the Presidentôs approval.  The applicant will be notified by Human Resources 
that a contract has been prepared.  The applicant will be required to come to the Human Resources Office 
on or before the first day of employment to complete necessary employment forms. 

d. Once Human Resources has prepared the contract and notified the new employee that the contract is 
available to be signed, the prospective employee has ten (10) days in which to sign the contract.  After ten 
(10) days the contract shall be null and void and the position will be considered to be unfilled. 

 
5. Emergency Appointments  
 
 The President of the College may declare an emergency and fill a faculty position immediately in  cases 
 where such action is in the best interest of the College. 
 
6. Transfers  
 
 The President of the College may change the nature, location, and specific duties of any member of the 
 faculty whenever such action is in best interest of the College. 
 
3.2  FACULTY QUALIFICATION AND CLASSIFICATION  
 
The College recognizes the importance of employing and retaining faculty who demonstrate scholarly 
achievement and professional experience.  In accordance with the Criteria of the Commission on Colleges of 
the Southern Association of Colleges and Schools, the minimum requirements for full-time and part-time faculty 
shall be: 
 

a. Faculty teaching credit courses in the humanities/fine arts, social/behavioral sciences, and natural 
sciences/mathematics must have completed at least 18 graduate semester hours in the teaching 
discipline and hold at least a masterôs degree, or hold the minimum of a masterôs degree with a 
major in the teaching discipline. 

b. Faculty teaching courses in professional, occupational, and technical areas other than physical 
activities courses that are components of associate degree programs designed for college transfer, 
or from which substantial numbers of students transfer to senior institutions, must have completed 
at least 18 graduate semester hours in the teaching discipline and hold at least a masterôs degree, 
or hold the minimum of the masterôs degree with a major in the teaching discipline. 

c. Faculty teaching credit courses in professional, occupational, and technical areas that are 
components of associate degree programs not usually resulting in college transfer, or in the 
continuation of students in senior institutions, must possess appropriate academic preparation or 
academic preparation coupled with work experience.  The minimum academic degree for faculty 
teaching in professional, occupational, and technical areas must be at the same level at which the 
faculty member is teaching.  All Career-Technical personnel must possess a background of 
occupational work experience, training, and formal education to successfully prepare students for a 
career.  These are minimum requirements set forth by the State Board for Community and Junior 
Colleges. 



 23 

d. Faculty members who teach in non-degree diploma or certificate programs must meet competency 
requirements gained through work experience.  All Career-Technical personnel must possess a 
background of occupational work experience, training, and formal education to successfully 
prepare students for a career.  These are minimum requirements set forth by the State Board for 
Community and Junior Colleges. 

e. Faculty members who teach basic computation and communication skills in non-degree 
occupational programs must have a baccalaureate degree. 

f. Faculty who teach adult basic education courses below the collegiate level must have a 
baccalaureate degree. 

g. Faculty members who teach in remedial programs must hold a baccalaureate degree in a discipline 
related to their teaching assignment and have either teaching experience in a discipline related to 
their assignment or graduate training in remedial education. 

 
       1.  Full -Time Faculty  
 
 A full-time faculty member is one with a normal teaching load as defined by the Division involved  and the 
 College.  Individual instructors may be allowed to teach a reduced load without losing full- time status id 
 assigned other duties.  Professional librarians shall be considered as full-time faculty. 
 
 2.  Part -Time Faculty  
 

a. Part-time faculty members are those employees of the College who teach less than a normal load 
as defined by the Division and the College 

b. Part-time faculty members are required to possess the same academic credentials and 
qualifications as full-time faculty.  The supervision, orientation, and evaluation of part-time faculty is 
primarily the responsibility of the Division Directors and other appropriate Directors and Deans. 

c. Part-time faculty must schedule appropriate time for meeting with students. 
 
3.3 FACULTY RESPONSIBILITIES  
  
 3.3.1 Responsibilities of Full -Time Faculty  
 
 1.  Responsibilities  
  
 Each faculty member at Northwest Mississippi Community College must: 
 

a. Teach the subject matter of assigned courses as outlined in the official syllabus 
b. Demonstrate a professional rapport with students 
c. Cultivate in the students a proper attitude toward college both in and out of the classroom through 

the teaching of good citizenship, respect for the rights of others, and respect for school property 
d. Strive to constantly improve the methods, content and value of each course taught, while keeping 

in mind the diversity of the studentsô present and future needs 
 e.  Accept and carry out duties as assigned by the administration 
 f.  Attend all faculty and division meetings called by the appropriate administrator 
 g.  Give tests on the days assigned by the examination schedule 
 h.  Grade and return promptly to the students all assignments 
 i.  Establish and post on office door hours when the instructor will be available for student   
  conferences 
 j.  Refer students for counseling and testing services when appropriate 
 k.  Behave in such a manner in all circumstances as to uphold the highest standards of   
  professionalism in order to project a positive image as a representative of the College 
 I.  Teach each class for the entire period 
 m.  Provide suggestions and recommendations for decision making and planning through appropriate 
  channels 
 n.  Provide the appropriate Dean or Division Director a copy of the current syllabus and course outline 
  for each course taught 
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 o.  Adhere to all timetables as established by the administration, particularly with regard to the  
  reporting of grades and the completion of committee assignments  
 p.  Assume responsibility for safe and proper use of equipment and supplies  
 q. Enforce the College's rules against use of tobacco or the practice of eating and drinking in the  
  classroom  
 r.  Maintain accurate attendance records and comply with the policy for reporting of absences  
 s.  Serve as an advisor to students in a specific major as assigned by College officials and   
  keep abreast of changes in the transfer requirements for particular majors 
 t.  Maintain a classroom environment that is conducive to learning, deal with discipline   
  problems in a professional manner, and follow the student guide policies  
 u.  Attend and support extra-curricular activities of the College  
 v.  Work with Disability Support Services Officer to meet the academic needs of disabled students  
 w.  Possess and demonstrate both verbal and written communication skills  
 x.  Dress appropriately for duties and assignments at the College. 
 
 2.  Faculty Authority  
 
 Faculty shall serve as an integral part of College governance through the following channels: 
 
 a.  The College Planning Council shall include full-time teaching faculty and division chairs.   
  These  Council members will serve as a voice for the faculty in establishing future goals   
  and evaluating  past efforts of the College. 
 b. Faculty members will serve on Standing Committees for the purpose of making recommendations 
  on major instructional matters for the College. 
 c.  Faculty members will provide suggestions and recommendations for decision making and planning 
  through appropriate channels of command at the College. 
 d.  A representative of the faculty will be invited by the President to attend the meetings of the Board  
  of Trustees. 
 
 3.  Hours of W ork  
 
 Full-time academic and technical faculty are required to work a minimum of 35 hours per week. Twenty-
 five hours will be derived by combining the number of hours spent in the classroom teaching with posted 
 office hours. The remaining hours shall consist of professional growth and development, committee 
 assignments, class preparation, and other college assigned duties. 
 
 Each faculty member must post and maintain office hours in keeping with the following guidelines: 
 a.  The minimum block of office hour time is 30 minutes. 
 b.  Any deviation from posted hours must be approved by the Division Director or appropriate  
  Dean. Proper notation must be posted on the instructor's door. 
 c.  Each instructor must schedule a minimum of two hours per day on campus as approved by  
  the Division Director or appropriate Dean. 
 d.  At no time may an instructor neglect either responsibilities to students or responsibilities assigned 
  by the College. 
 e.  Each instructor's office hours are subject to approval by the Division Director and/or the appropriate 
  Dean. 
 f.  Approved office hours will be kept on file in the Division Director's office and the respective Dean's 
  office. 
 g.  Teaching a reduced load to assume special assignments does not decrease the number of office  
  hours. 
 h.  Teaching an overload for pay does not decrease the number of office hours. 
 i.  Hours for Academic Division Directors will be from 8:00 a.m. to 3:30 p.m. 
 j.  Hours for 10, 11, and 12 month faculty will be from 8:00 a.m. to 3:30 p.m. when classes   
  are not in session. 
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 4.  Teaching Load and Overloads  
 

a. The normal teaching load for academic faculty during the fall and spring semesters is 15 credit 
hours per semester or 18 contact hours per semester.  The normal teaching load for summer 
school is 12 credit hours.  The normal teaching load does not include evening school, weekend, or 
virtual classes.  Two hours of lab work equals one credit hour. 

 
b. Twenty contact hours per week is considered a minimum teaching load for the technical faculty.  

The teaching load may be higher in some Career-Technical programs depending on the various 
factors involved such as State Board requirements.  The normal load for each Career-Technical 
program will be determined by the appropriate Dean. 

 
c. In order to ensure the quality of instruction for all students, the maximum teaching overload for day 

classes for full-time faculty shall be 6-8 contact hours except for summer school, which is 3-4 
contact hours.  Any exception to this policy shall require written approval of the President upon 
written recommendation from the Dean or Division Director.  Instructors who teach overload 
classes will be paid in accordance with the established College policy for such overloads. 

 
d. The calculation of evening, weekend, and virtual overloads are not subject to the 6-8 hour 

maximum imposed on daytime overload hours.  The Division Directors, Deans, and Distance 
Learning Coordinator are encouraged to communicate and cooperate among each other with the 
assignment of these overload hours. 

 
e. Faculty members with administrative or other assigned duties may teach a reduced load. 

 
At the end of each Drop/Add period, the Division Director or appropriate Dean will review class load 
distributions.  The purpose of this review is to monitor the distribution of faculty responsibilities. 
 
 

       5.  Teaching Load for Adjunct Faculty and Administrators/Staff 
 

a. The maximum daytime teaching load for an adjunct instructor who is not employed outside the 
College is 15-17 credit semester hours plus 6-8 contact overload hours.  The maximum daytime 
teaching load for an adjunct instructor who is employed full-time outside the College is 6 credit 
semester hours.  Any exception to this maximum daytime load shall require written approval of the 
President upon written recommendation from the Dean or Division Director. 

   
b. The maximum daytime teaching load for a full-time administrator with the College is 3 credit 

semester hours.  The administrator or staff member must have permission from an immediate 
supervisor to teach an overload.  In addition, the overload must be taught during a lunch hour or at 
such a time that does not interfere with normal hours of work. 

 
 

 6.  Faculty Meetings  
 
 Attendance at all faculty meetings is expected. General faculty meetings will be called at the discretion of 
 the appropriate Dean. Each Division is required to meet at least one time per month. It is the 
 responsibility of the instructors to attend and participate fully in their respective divisions, offer suggestions 
 and make recommendations, which in turn are passed on to the administration by the Division Director. 
 This is an important channel of communication. Minutes must be taken and kept on file in both the Division 
 Director's office and the appropriate Dean's office. 
 
 7.  Professional Growth and Development  
 
 Each faculty member must take the initiative in planning and implementing personal professional  growth 
 and development. The administration recognizes the importance of this growth and development and 
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 supports faculty endeavors in these areas in the following ways: 
 
 a.  Encouraging membership in professional associations 
 b.  Encouraging attendance at professional meetings and workshops 
 c.  Providing money for travel for the pursuit of these endeavors within limits set by each   
  Division's respective budgetary allotment 
 d.  Granting leave according to established policy 
 e.  Permitting the pursuit of further studies by making feasible accommodations in the   
  scheduling of classes 
 f.  Providing facilities for on campus workshops, seminars and classes 
 g.  Allowing each faculty member to register for one course per semester at Northwest at no   
  cost to the faculty member; scheduling must be approved by the appropriate supervisor 
 h.  Professional growth and development activities and credit shall be reported on the Faculty  
  and Professional Staff Development Form and submitted to the immediate supervisor. At   
  no time can a faculty member's pursuit of personal growth and development interfere with  
  responsibilities to students or the institution 
 i.  All full-time faculty and professional staff shall complete a minimum of 15 hours (or the equivalent) 
  of professional development each academic year 
 
 8.  Faculty -Advisor Program  
 
 Each faculty member is an important educational advisor within the particular disciplines. Faculty  members 
 should be aware of curriculum needs of assigned advisees and counsel students  accordingly. 
 
 9.  Absences and Leave  
 

 a. Absences from Class  
 

  Prior to an anticipated absence the instructor will propose a plan to the Division Director or  
  appropriate Dean. For an unanticipated absence the director should make emergency   
  arrangements and notify the appropriate Dean as soon as possible. For a prolonged   
  absence, necessitating the employment of a substitute, the faculty member must make   
  arrangements  through the office of the appropriate Dean or Division Director. The   
  absence of any faculty member  should be reported to the appropriate Dean within 24   
  hours using the Absence Report Form 

 
b.  Professional Leave and Travel  

 
  Within two weeks following completion of travel or professional leave, instructors will   
  submit a Professional Leave and Travel Report. This report will include any new or   
  innovative ideas or methods which could possibly be implemented locally, a list of   
  activities, outstanding speakers and topics, and a brief summary to include personal   
  reflections, comments, and opinion of the conference. Also included in this file should be all  
  materials, papers of interest, etc. furnished at the conference. 
 
  This report is to be filed with the appropriate Dean. This file will be available for review by  
  any faculty or staff members. 
  
 3.3.2  Responsibilities of Part -Time Instructors  
 
 Each part-time faculty member at Northwest Mississippi Community College must: 
 
 1.  Complete a personnel file immediately with the following essential documents: 
  a. Official transcript of all colleges attended 
  b. Birth certificate 
  c. Application for employment 
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  d. Employment verification 
  e.  Resume 
 2.  Teach the subject matter of assigned courses as outlined in the official syllabus 
 3.  Cultivate in the students a proper attitude toward college both in and out of the classroom through 
  the teaching of good citizenship, respect for the rights of others, and respect for school property 
 4.  Strive constantly to improve the methods, content and value of each course the instructor teaches, 
  at all times striving to better understand the students being taught and the students' needs for the 
  present and the future 
 5.  Meet each class as scheduled 
 6.  Attend faculty meetings if possible 
 7.  Give examinations on the days assigned by the official examination schedule 
 8.  Establish office hours immediately before or after a class when the instructor will be available for  
  student conferences 
 9.  Counsel students when there is an opportunity, realizing that the individual instructor often has the 
  best opportunity for effective guidance 
 10.  Make use of counseling and testing services when needed 
 11.  Hold class for the full class period 
 12.  Adhere to all timetables established by the appropriate administrator, particularly with   
  regard of reporting of grades and completion of assignments 
 13.  Assume responsibility for safe and proper use of equipment and supplies 
 14.  Enforce the College's rules for no smoking, eating or drinking in classroom 
 15.  Maintain accurate attendance records and comply with policy for the reporting of absences  
  a grade-book is required 
 16.  Maintain a classroom environment that is conducive to learning, deal with discipline problems in a 
  professional manner, and follow the Student Guide policies 
 17.  Notify the appropriate administrator when unable to be in class so that acceptable arrangements  
  can be made for the class to receive instruction 
 18.  Provide the appropriate Dean or Division-n Director a copy of the current syllabus and   
  course outline for each course taught 
 19.  Possess and demonstrate both-verbal and written communication skills 
 20.  Dress appropriately for duties and assignments at the College 
 21.  Comply with school policies as outlined in the following publications: 
  a. Policy Manual (Found in Libraries or Deans' offices) 
  b. Student Guide and/or College Bulletin (Given to the instructor) 
  c. Faculty Handbook (Available on the College's web page, www.northwestms.edu) 
 
Personnel Records for All Faculty  
 
Each adjunct faculty member is responsible for submitting the following information to Human Resources prior to 
the beginning of the term: 
 
1. NWCC Application Form 
2.   Brief resume of educational and work experience       
3.  Copies of certification papers for professional status (Career Tech Certification, CPA Licenses, Law 
 Licenses, etc.) 
4.  Employees Withholding Allowance Certificate (W4)  
5.  An official transcript(s) from all colleges and universities in which credits and degrees have been earned; 
 the transcripts must be stamped as "Official" with the College seal clearly visible  (Transcripts released to 
 students are not acceptable. Transcripts should be mailed to the NWCC Human Resource Office, 
 Administration Building, 4975 Highway 51 North, Senatobia, MS, 38668 from the degree/credit-granting 
 institution) 
6.  Letters from present and/or past employers verifying years of work experience related to the field of 
 instruction may be requested 
7.  Completed 1-9 Verification Form with copies of two ID's 
8.  Birth certificate 
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Personnel records are maintained in the Human Resource Office located in the Administration Building on the 
Senatobia Campus. Instructors may see their file at any time by contacting Human Resources at 662-562-3211. 
 
Adjunct Faculty Fringe Benefit Policy  
 
In order for adjunct faculty to qualify for fringe benefits including health insurance, life insurance, and state 
retirement, an instructor must meet the following minimum weekly requirements: 12 teaching hours, an additional 
thirty minutes per class to assist students on an as needed bases, and 3 1/2 hours for preparation time and other 
duties as assigned. Therefore, the faculty member meeting the above criteria will be working at least 17 1/2 hours 
per week, which is one half of the fill-time faculty load. 
 
These benefits will only be offered to adjunct faculty at the beginning of the second consecutive semester when all 
eligibility requirements have been met. 
 
3.4  FACULTY EVALUATION  
 
1.  Objectives  
 a.  To promote professional growth and development 
 b.  To improve the effectiveness of the instructional program 
 c.  To review individual performances 
 d.  To meet the requirements of the Southern Association of Colleges and Schools and   
  other accrediting agencies 
 
2.  Evaluation of Instructors  
 Each faculty member will be evaluated according to the following procedures:  
 
 a.  Student Survey - A student survey will be conducted annually in one or more of the faculty's  
  classes. The results from the student survey will be made available to the faculty after final grades 
  have been issued. This information will also be made available to the appropriate Dean and to the 
  Division Director. 
 
 b.  Self-Evaluation - Faculty members will annually evaluate their teaching and professional   
  responsibilities. 
   
 c.  The faculty member's immediate supervisor, Division Director or appropriate Dean will   
  annually evaluate the faculty member. 
 
 d.  Faculty Member - Director's Conference 
 
 After the student survey, faculty self-evaluation, and Division Director's or appropriate Dean's evaluation 
 have been completed, the Division Director or appropriate Dean will meet with the faculty  member being 
 evaluated to review the information provided by the evaluations and any other relevant data. During the 
 conference, the Division Director or appropriate Dean and the faculty member will discuss strengths and 
 deficiencies, short and long-range goals to improve any strengths and remediate any deficiencies, and 
 make other recommendations for professional growth and development. A written report of the conference 
 will be submitted to the appropriate Dean for review. The faculty member will be asked to sign the written 
 report to indicate participation in the conference and will be provided a copy of the written report. The 
 signature of the faculty member on the report does not mean that the faculty member necessarily  agrees 
 with the contents of the report, only that the conference was held as required. 
 
 e.  Dean's Review of Evaluation 
 
 Dean's Level 1 
 The appropriate Dean will review the written evaluation report for each faculty member. If no other 
 action is necessary, the appropriate Dean will notify the Vice President for Educational Affairs that the 
 faculty member has completed the evaluation process satisfactorily. 
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 Dean's Level 2 
 When the report indicates the need for additional review of the faculty member's performance, the 
 appropriate Dean will hold a conference with the faculty member and Director to discuss the report and 
 other relevant matters. A written report of this conference with recommendations for further action will be 
 made to the Vice President for Educational Affairs, with copies to both the Director and the faculty member. 
 
f.  Vice President's Review 
 
 The Vice President for Educational Affairs will review the written report submitted with 
 recommendations for further action. The Vice President for Educational Affairs may elect to have a 
 conference with the appropriate Dean or Director concerning the information contained  in the reports. 
 Following the review, the Vice President for Educational Affairs will make a recommendation to the 
 President for termination, renewal or non-renewal of the faculty  member's contract. 
 
3.  Evaluation of Professional Librarians  
 
Professional Librarians holding faculty status will be evaluated annually according to the following procedure: 
 
a.  Student Survey - Students will be surveyed annually on library services. The results of the student survey 
 will be provided to the Director of Learning Resources. 
b.  Self-Evaluation - Librarians will annually evaluate their job performance. 
c.  Director of Learning Resources' Evaluation of Librarian 
 The Director of Learning Resources will evaluate the job performance of each librarian annually. 
d.  Librarian - Director of Learning Resources Conference 
 
 After the librarian's self-evaluation, the student survey, and the Director of Learning Resources' evaluation 
 of the librarian have been completed, a conference will be held and the librarian and Director of Learning 
 Resources will review the evaluation and discuss strengths and deficiencies, short and long-range goals, 
 and recommendations for professional growth and development. A written report of the evaluation results 
 will be submitted to both the Academic and Career-Technical Deans. 
 
e. Dean's Review of Evaluation 
 
 The appropriate Dean will review the written evaluation report for each librarian. If no other action is 
 necessary, the appropriate Dean will notify the Vice President for Educational Affairs that the librarian has 
 completed the evaluation process satisfactorily. 
 
 Dean's Level 2 
 
 When the report indicates the need for additional review of the librarian's performance, the 
 appropriate Dean will hold a conference with the librarian and Director to discuss the report and  other 
 relevant matters. A written report of this conference with recommendations for further action will be 
 made to the Vice President for Educational Affairs, with copies to both the Director and the librarian. 
 
f.  Vice President's Review 
 
 The Vice President for Educational Affairs will review the written evaluation with recommendations 
 for further action. The Vice President for Educational Affairs may elect to have a conference with  the 
 appropriate Dean and/or Director concerning the information contained in the reports. Following the 
 review, the Vice President for Educational Affairs will make a recommendation to the President for 
 termination, renewal or non-renewal of the professional librarian's contract. 
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3.5  NON-RENEWAL OF CONTRACT, TERMINATION, AND RESIGNATIONS OF FACULTY 
 
1.  Non-renewal of Contract  
 
 a.  Faculty members are evaluated annually. If, as a result of the evaluation process, non-renewal of a 
  faculty member's contract is recommended and decided, the faculty member shall be notified in  
  writing by the President no later that April 1. This written notification shall include reasons for non- 
  renewal of contract. Reasons may include, but are not limited to,  

1) incompetence 
2) neglect of duty 
3) immoral or unprofessional conduct 
4) insubordination (refusal to carry out instructions or fulfill job descriptions 

reasonably given by one in authority)  
5) needs and requirements of the College 

  
 b.  In all cases involving non-renewal of a faculty member's contract, said faculty member shall have  
  the right to appeal this decision to the Personnel Council as outlined in the Due Process and  
  Grievance Procedure section of this manual. The notice of right to appeal the decision will be  
  included in the President's notification of contract non-renewal. 
 
2.  Termination of Faculty  
 
 a.  At any time, the President may terminate a faculty member for "cause". Cause is defined as  
  conduct by the faculty member, which indicates mental or physical incapacities, incompetency,  
  dereliction of duty, immoral or unprofessional conduct, malfeasance, insubordination, or any crisis 
  deemed urgent  by the President. Decrease in total student enrollment or decreases in divisions,  
  specific instructional programs, or classes shall be cause for faculty dismissal. 
 b. The faculty member's exercise of the right to academic freedom, in and of itself, as defined in  
  Section 3.6.1, shall not be considered cause for termination. 
 c.  Faculty members who are to be terminated for cause will be notified in writing of this decision by  
  the President. This written notification shall include the reason or reasons for the termination as  
  well as  notice to the faculty member of his right to appeal the decision to the Personnel Council as 
  outlined in the Due Process and Grievance Procedure for this manual. 
 
3.  Resignations  
 
Any faculty member who desires to resign at the end of their contract period may do so by submitting written 
notification to the appropriate Dean or Director. This notification should be submitted by April 15 of the current 
contract year. 
 
3.6  ACADEMIC POLICIES  
 
 3.6.1  Academic Freedom  
 
 a.  Each faculty member of Northwest Mississippi Community College is entitled to full freedom in the 
  classroom in discussing the subject being taught. Each faculty member is also a citizen of the  
  nation,  state and community and when the faculty member speaks, writes or acts as such, both in 
  and out of the classroom, each faculty member must be free from institutional censorship or  
  discipline. All discussions should be conducted in a professional and appropriate manner. 
 b.  The concept of academic freedom is accompanied by an equally demanding concept of   
  responsibility. Each faculty member must refrain from insisting upon the adoption by students of  
  any particular point of view as authoritative in controversial issues. 
 c.  Exercise of professional integrity by a faculty member includes recognition that the public will judge 
  the profession and the College for the statements. Therefore, one should strive to be accurate, to  
  exercise appropriate restraint, to show respect for the opinion of others, and avoid creating the  
  impression that  one speaks or acts for the College when one speaks or acts as a private person. 
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 d.  At no time will the principle of academic freedom protect an incompetent or negligent faculty  
  member, nor will it prevent the institution from proper efforts to evaluate the work of each faculty  
  member. 
 
 
2.  Faculty Rank  
 
 a.  Consistent with the organizational structure of two-year institutions, no formal systems of rank is  
  used at Northwest. Each faculty member will be identified as "instructor" 
 b.  The Career-Technical Division requires that any department with multi-instructors have a   
  designated lead instructor or department head 
 
3.  Tenure  
 
The laws of the State of Mississippi make no provision for tenure. However, administrative practices of the College 
make continued service to the College a distinct possibility. The Constitution and statutes of the State of Mississippi 
under which Northwest Mississippi Community College operates do not empower the Board of Trustees to contract 
for services of faculty for indefinite periods. One year contracts are therefore executed between the Board and 
members of the faculty. However, it is the desire of the Board and the College administration that members of the 
faculty enjoy maximum security of employment. The attainment of this objective rests upon the fulfillment of 
responsibilities of both the College and the individual faculty member. 
 
4.  Student Gr ade Appeal Procedure  
 
The grade appeal procedure is designed to provide a student with a procedure for appealing the assignment of a 
course grade which is believed to be based on prejudice, discrimination, arbitrary or capricious action, or other 
reasons not related to academic performance. In all cases the student shall have the burden of proof with respect 
to the allegations in the complaint and in the request for a hearing. If the student fails to pursue any step of the 
procedure outlined below, the disposition of the student's complaint made in the last previous step shall be final. All 
correspondence and records shall be retained in the appropriate Dean's office. The grade appeal procedure 
involves the following steps: 
 
 a.  The student shall submit the complaint in writing to the Division Director or appropriate dean within 
  fifteen (15) days from the date the grade was received. 
 b.  The Division Director or appropriate dean will attempt to resolve the complaint in conference  
  between the student and the instructor, to be held within fifteen (15) days from the date the  
  complaint was  received. If the Division Director was the instructor of the course involved in the  
  complaint, the written complaint of the student shall be submitted to the appropriate dean. 
 c.  If the complaint is not resolved in step 2, the student may submit the complaint to the appropriate  
  dean's office within fifteen (15) days from the date of the dissolution of step 2. 
 d.  If the appropriate dean does not resolve the complaint the student may appeal in writing to the Vice 
  President for Educational Affairs for a hearing within fifteen (15) days from the date of the  
  dissolution of step 3. If the complaint is not resolved at this level, the student may request a hearing 
  before the Student Grade Appeals Committee. This request must be submitted in writing to the  
  Vice President for Educational Affairs within fifteen (15) days following the Vice President's  
  decision in the matter. 
 e.  The Northwest Mississippi Community College Student Grade Appeals Committee will be  
  appointed by the Vice President for Educational Affairs. The committee will be composed of the  
  following: Chairperson, three faculty members, and three students who serve as officers of  
  the Student Government Association. Alternate students may be chosen by the Vice President for 
  Educational Affairs. The decision of the committee is final. 
 
5. Presidentôs List and Deanôs List 
 
At the end of each semester, the Dean's List and the President's List will be published. 
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To be eligible for the President's List, a student must maintain a 3.75 grade point or above, and be classified as a 
full-time (12 semester hours or more) student. To be eligible for the Dean's List, a student must maintain a 3.5 
grade point to a 3.74 grade point average and be classified as a fulltime student. 
 
 
6.  Curriculum Changes  
 
Changes in curriculum may be initiated from students, faculty, administration, or individuals outside the College 
community proper. 
 
The initial requests for curriculum revisions are referred to the appropriate division for study, consideration and 
refinement. The request is then submitted to the appropriate Dean for approval. Pending the approval, the 
requested change is then submitted to the Curriculum Committee. The President will then review the 
recommendations of the Curriculum Committee. Major changes will be submitted to the President and Board of 
Trustees for approval. 
 
After President and/or Board approval, the Division Director or appropriate Dean(s) will take the necessary action 
for implementing the curriculum change. In the case of Career-Technical curriculum revisions, additional steps are 
followed for approval by the State Board for Community and Junior Colleges. 
 
7.  Textbook Selection  
 
Textbook Policy 
The selection of appropriate textbooks for classroom instruction is the responsibility of the academic and career-
technical faculty. Both full-time and part-time faculty members in each division will participate in identifying and 
evaluating existing and proposed textbooks for their respective disciplines. 
 
Full-time instructors in each course will make the final determination as to which text best meets the requirements 
of that particular course. 
 
The Academic Division Directors and the campus Career-Technical Deans are responsible for supervising the 
textbook selection for each course taught in their area. At least once a year these directors/Deans should schedule 
a meeting that involves all the teachers in each of the various disciplines under their supervision to discuss 
textbook adoption. They should coordinate this effort with satellite campuses, full and part-time faculty, and virtual 
college to ensure the participation of all faculty. 
 
As one means of ensuring consistency across the different venues in which NWCC operates, all similar courses 
offered by the College should use the same textbook. Exceptions to this policy must be submitted to the instructor's 
immediate supervisor, approved by the appropriate Dean, and forwarded to the Vice President for Educational 
Affairs. These exceptions are only granted for a one-year period. The various disciplines and programs may 
supplement the standard test with other reading materials at their discretion. 
 
Textbooks will be adopted for a minimum of three years. However, instructors may request a change in textbooks 
sooner in unusual circumstances where rapidly changing technologies or major innovations in a discipline render a 
textbook obsolete. Likewise, a new edition of a book may warrant an exception. Exceptions to the three-year 
minimum must be approved by the instructor's immediate supervisor.  
 
Textbook orders should be based on realistic figures based on past enrollment and valid projections. This will 
determine the actual number of textbooks ordered by the bookstore. Orders should be submitted on a textbook 
requisition form. 
 
Textbook requisitions must be submitted in accordance with the established time schedule below: 
 
    For Summer Session. . . . . . April 1  
    For Fall Session. . . . . . . . . April 15 
    For Spring Session . .  . October 15 
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8. Instructional Program Review  
 
Instructional program review is an integral part of Northwest's overall institutional effectiveness initiative. A self-
study team made up of industry specialists, students, a member of the Northwest Community Board of Trustees, 
faculty, and administrators conducts a program review using established criteria. The self-study report is the final 
product of the Instructional Program Review process. The self-study report documents the need, cost and 
effectiveness of each program in order to answer the question, "Does the instructional quality of the program meet 
institutional standards?" 
 
For purposes of instructional program review, a program is defined as any organizational unit within the College 
that provides instructional services. 
 
Purpose and Goals  
 
The purpose of program review and evaluation is to provide a system for continuous improvement in programs. 
Review and evaluation procedures provide recognition of the accomplishments of a program as well as identify 
interventions needed for improvement of the program. 
 
1.  To ensure the effectiveness of the College's programs 
2.  To improve the quality of instructional programs 
3.  To provide data for such intervention decisions as those regarding staff needs, admissions requirements, 
 and curricular additions or deletions 
4.  To provide a system of regular data collection and analysis 
5.  To determine how specific programs serve the mission of the College and respond to student and 
 community needs 
 
Program Review Cycle  
 
Each instructional program will be evaluated once in each five year period. Programs are reviewed by major 
functional areas and/or locations whenever possible. 
 
Criteria for Evaluation  
 
The program(s) under review must provide the following documents to the Committee: 
 
1.  Curriculum outline for each major offered by the division 
2.  Course syllabi for all courses currently taught by members of the division  
3.  Personal data sheets for faculty employed to teach the curriculum 
4.  Budget summaries demonstrating financial support for the division 
5.  Enrollment data for courses taught during the previous year 
6.  Distance learning courses taught within the division 
7.  Information giving insight into the success of the programs, such as success rates, placement rates, 
 evaluations of programs (accreditation), annual plan, and student data  
8.  SACS Principles Compliance Survey  
9.  Curriculum Review Instrument 
 
Organization for Program Review  
 
The program review process will be managed by the Director of Institutional Planning and Research who will 
coordinate the reviews and findings of the review committees. 
 
A Program Review Committee will be composed of: 
 
1.  Director of Institutional Planning and Research 
2.  Appropriate Deans 
3.  Vice President for Educational Affairs 
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4.  Appropriate Program Directors/Supervisors 
5.  Three (3) faculty members 
6.  Four (4) additional members chosen from the student population, faculty, administration, members of the 
 Board of Trustees, advisory committee members, or individuals from the  Community 
The findings and recommendations of the review committee will be presented to the Vice President for Educational 
Affairs, the Executive Council, and the Curriculum Committee. The report of findings will then be forwarded to the 
Academic Council for review. 
 
3.7  SUPPORT SERVICES 
Learning Resources Center 
 
Southern Association of Colleges and Schools criteria require that an institution must provide library service that 
supports its educational purposes. The following excerpt from the criteria states: 
 
"Because the library is essential to learning, each institution must have a library which provides the primary and 
secondary materials needed to support its purposes and programs." 
 
In support of Northwest Mississippi Community College policy, books and related materials are selected which 
support the curricula-academic, technical and vocational, the aims and objectives of the College, teaching methods 
of faculty members, and special needs of students, including recreational and leisure reading. 
 
Material selection is considered a cooperative responsibility with participation and recommendation by librarians, 
division directors, faculty, students, and library committee. The Library Bill of Rights adopted by the American 
Library Association serves as a guide in selection of multimedia materials. Professional librarians, charged with the 
responsibility of book selection, subscribe to the idea that the academic community served by the College should 
have freedom to read from a wide spectrum of significant reading matter being published, so long as these 
materials are not offensive to generally accepted good taste, if all sides of controversial or partisan issues are 
represented in as much as is possible, and if the educational objects of the College are adopted. 
Each instructor is expected to become familiar with the resources of the library and to guide students in the 
development of habits, attitudes, and skills that will enable them to use the library, effectively. 
 
A.  Gift Policy  
 
The Learning Resources Center adheres to a carefully planned policy in accepting gifts. It reserves the right to 
decide whether or not the gift is to be added to the collection. Gifts may be duplicates of an item of which no more 
copies are needed, outdated, not of reference or circulation value, or in poor condition. Gift materials are judged by 
basic selective standards and are accepted or rejected by these standards. Gift materials are accepted with the 
distinct understanding that the library may use them in accordance with the decision of the librarian in consultation 
with the faculty. Those materials which are not acceptable to a community college library will be refused. The 
Learning Resources Center reserves the right to discard gift materials which are not added to the collection. Money 
is always acceptable to the Learning Resources Center. Faculty, students, administrators, or other individuals who 
wish to give funds will receive full cooperation and acknowledgment from the Northwest Community College 
Foundation for tax purposes. All gifts will be acknowledged with a letter, a copy of which is kept on file in the center. 
A book plate will be placed in each cataloged book stating the donor's name, if requested. 
 
B.  Weeding  Policy  
 
Materials which are no longer useful are removed from the Learning Resources Center. Weeding, a continuous 
process which is actually selection in reverse, allows the collection to be kept alive and up-to-date. The same 
considerations apply as in the process that introduced the material into the Learning Resources Center. Materials 
which are regularly weeded from the center are those which: 
 
1.  Are in poor physical condition 
2.  Are damaged or have yellowed, brittle pages 
3.  Are outdated or contain incorrect information 
4.  Have never circulated 
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5.  Are old editions which have been superseded by revised editions  
6.  Are duplicates of books which were once popular 
 
 
C.  Policies on Controversial Materials  
 
The Board of Trustees of Northwest Mississippi Community College subscribes to the statement of policy on library 
philosophy as expressed in the American Library Association Library Bill of Rights concerning controversial 
materials. No learning resources materials whose appropriateness is challenged shall be removed from the 
Learning Resources Center except upon the recommendation of a review committee with the concurrence of the 
President or, upon formal action of the Board of Trustees when a recommendation of a review committee is 
appealed to it. Procedures to be observed are on file in the office of the Academic Dean. 
 
D.  Faculty /Staff Privileges  
 
Faculty and staff are granted extended loan privileges on books. Materials in demand at the circulation desk are 
subject to recall. At the end of the school year, or when a staff or faculty member terminates employment, all 
materials must be returned and records cleared with the Business Office. Periodicals and reference books do not 
circulate. 
 
Audiovisual equipment and materials may be checked out by faculty and staff if arrangements are made with the 
Media Librarian or the Center Librarian. Equipment is limited and should be reserved in advance if at all possible. 
 
E.  Interlibrary Loan  
 
Requests for materials that are not available in the Learning Resources Center must be requested from the 
Reference Librarian or Center Librarian. If charges to borrow or photocopy material are incurred, the faculty will be 
responsible for payment. Materials requested through Interlibrary loan will have to be returned on their due date; 
extended loan privileges do not apply to these materials. 
 
F.  Orientation  
 
Faculty members who teach freshman English will schedule orientation sessions in the library through their 
department. Other faculty members who wish to schedule an orientation session are invited to call the Librarian and 
request a time. If there is a particular assignment that needs specialized orientation, please contact our Reference 
Desk and allow us to work with you in creating a special orientation session for that assignment. 
 
G.  Class Assign ments  and Viewing  Room Usage 
 
Instructors who wish to bring a class to the library to conduct research during a class period are asked to call the 
library circulation desk in advance and schedule the class on the library calendar. Scheduling will allow efficient use 
of the library's limited space and resource materials. Instructors need to accompany their classes when a research 
session is held in the Library. 
 
In Senatobia, the viewing room in the Learning Resources Center will accommodate an average sized class. 
Requests for equipment or viewing should be submitted at least 24 hours in advance. This will allow the media 
center staff to have things ready for the scheduled class. Instructors must accompany classes that use the viewing 
room. The Learning Resources Center abides by the copyright laws in regard to taping copyrighted television 
programs for educational use. 
 
H.  Reserve Materials  
 
Materials may be placed on reserve by instructors any time during the semester. Before making an assignment 
involving reserve books, the instructor should notify the librarian to place the books on reserve, and when the 
assignment is completed, the library staff should be advised to remove the books from reserve. Instructors should 
inform students of materials placed on reserve for their use and of regulations regarding the use of these books. At 
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the end of the school year, all materials will be removed from reserve. An instructor's personal copies of books 
should be picked up at the circulation desk. 
 
 
I.  Multi -media resources  
 
Personal computers are provided in the library for student use on a first come first served basis. Students must 
show their current student ID card and sign a computer usage sheet before they can use an Internet computer. 
Students may check out specialized software to use in the media lab, or software which bas been placed on 
reserve by an instructor. Staff is available to assist users as needed. 
 
Library Hours:  
 
The Senatobia campus library is open from 8 a.m. to 9 p.m. Monday through Thursday, 8 a.m. to 3:30 p.m. on 
Friday, and 2 p.m. until 7 p.m. on Sunday. 
 
The DeSoto Center Library is open from 8 a.m. to 9 p.m. Monday through Friday and 8:30 a.m. until noon on 
Saturday. 
 
The Lafayette-Yalobusha library is open from 8 a.m. until 8 p.m. on Monday through Thursday and from 8 a.m. until 
3 p.m. on Friday. 
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SECTION IV: 
 

NON-FACULTY POLICIES 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Northwest Mississippi Community College is an at-will employer. These policies outline the terms and conditions of 
employment; however, no one set of policies can cover every situation that may arise, and nothing in this manual 
should be considered a guarantee of continued benefits or employment. 
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IV: NON-FACULTY POLICIES  
 
4.1  SELECTION OF NON-FACULTY  (Administrative, Professional and General Staff Employees) 
 
1.  Recruiting  
 a.  When a non-faculty administrative, professional or general staff position becomes   
  available, the administrator in that division will notify Human Resources by completing the  
  Personnel Requisition and Announcement Form. 
 b.  The Personnel Requisition and Announcement Form should contain the items listed below: 
  1)  Title of the position to be filled 
  2)  Description of the job as well as the essentials and marginal functions of    
   the position being announced 
  3)  Salary or salary range 
  4)  Deadline date for receipt of the application 
  5)  Beginning term or date of employment 
  6)  Signature of the Chief Financial Officer approving the position     
   announcement 
 c.  Position announcements for administrative and professional staff to be filled internally will  
  be posted for seven (7) days on the Human Resources bulletin board, the office requesting  
  the position, and the College's web page. Position announcements for administrative and  
  professional staff to be filled externally will be posted for thirty (30) days in Human   
  Resources, the office requesting the position, any newspaper or journal requested by the   
  administrator, and the College's web page. 
 d.  Position announcements for general staff to be filled internally will be posted for seven (7)  
  days on the Human Resources bulletin board, in the office requesting the position, and on  
  the College's web page. Position announcements for general staff to be filled externally will  
  be posted for seven (7) days on the Human Resources bulletin board, the office requesting  
  the position, in a newspaper advertisement if requested by the administrator, and the   
  Northwest web page. 
 e.  Internal applicant is defined as any person currently receiving compensation through the   
  payroll system of Northwest Mississippi Community College in a part-time, temporary,   
  adjunct, or full-time position. 
 
2.  Applications  
 
Applicants interested in a non-faculty position shall respond to the Position Announcement by completing an official 
Northwest Mississippi Community College Application. Only applications received by Human Resources will be 
accepted. If application is returned via mail, it is the individual's responsibility to verify receipt in Human Resources. 
A resume or letter with additional information may be attached to the application. Applications shall be considered 
active for six (6) months. Administrative and professional staff applicants should also submit transcripts of 
academic achievements. 
 
3.  Interviews  
 
 a.  Applicants with completed application files will be referred to the appropriate administrators for  
  interviews. 
 b.  Administrators may schedule interviews at their discretion and have the option to interview  
  only the applicants the administrator deems most qualified for the position. When an   
  interview is completed, the administrator shall complete the Personnel Interview Form for   
  the applicant's file. 
 c.  The administrator conducting the interview shall not make a definite commitment at the   
  time of the interview concerning the position or salary. Discussion of salary will be limited   
  to a salary range rather than to a specific figure, pending verification of degree and   
  experience. 
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4.  Selection and Hiring  
 
 a.  Once the interview process is completed, the administrator initiating the Personnel   
  Requisition and Announcement Form shall carefully review the Personnel Interview   
  Forms, qualifications of applicants, and other pertinent information. Documentation of this  
  review shall be made on the Personnel Interview Form with the name of the    
  recommended appointee. The administrator shall sign the form and forward the form to   
  the Human Resources Office for approval. 
 b.  The Vice President for Fiscal Affairs will review the selected applicant's file and shall   
  recommend to the President the salary, specific position, and terms of employment. The   
  President will review the recommendation, approve or disapprove the appointment, and   
  notify Human Resources of the decision. 
 c. Human resources will prepare a letter of employment and notify the administrator   
  initiating the Personnel Requisition and Announcement Form of the President's approval.   
  The applicant will be notified by Human Resources that a letter of employment has been   
  prepared. The applicant will be required to come to Human Resources on or before the   
  first day of employment to complete necessary employment forms. 
 d.  Once Human Resources has prepared the letter of employment and the prospective   
  employee has been notified that the letter of employment is available to be signed, the   
  prospective employee has seven (7) days in which to sign the letter. After seven (7) days   
  the letter shall be null and void, and the position will be considered to be unfilled. 
 
5.  Emergency Appointments  
 
The President of the College may declare an emergency and fill a non-faculty position immediately in cases where 
such action is in the best interest of the College. 
 
6.  Transfers  
 
The President of the College may change the nature, location, and specific duties of any non-faculty employee at 
his discretion whenever such action is in the best interest of the College. 
 
7.  Growth and Development  
 
Each employee may register for one course per semester at Northwest at no cost to the employee. Employees 
must wait to register during the drop/add period. Northwest students are given first priority when filling classes. 
Scheduling must be approved by the employee's supervisor. Acceptable academic progress must be shown before 
approval will be granted to continue in ongoing education programs. 
 
4.2  EVALUATION OF NON-FACULTY EMPLOYEES  
 
1.  Each non-faculty employee of the College will be evaluated at least biennially by the administrator's 
 immediate supervisor. Employees who serve as administrators will be evaluated both by an immediate 
 supervisor and by other college employees who have knowledge of the administrator's job performance. 
 The evaluation process must be completed by May 1 of each second year. The purposes of the evaluation 
 process shall be to:           
  a.  Improve the job performance of Northwest employees  
  b.  Recognize exemplary employees 
  c.  Remediate deficiencies in employee performance 
2.  The evaluation process will consist of a written evaluation form and a conference between the non--
 faculty employee and the immediate supervisor. Administrators will be provided with the compiled 
 results of the general performance survey completed by their co-workers as well as the written supervisor's 
 evaluation during the supervisor's conference. Written documentation of the evaluation process will be 
 submitted to the appropriate Vice President with copies forwarded to the Director of Institutional  Planning 
 and Research. If there is a recommendation for termination contained in a notice, the appropriate Vice 
 President will review the evaluation report and recommend action to the President. 
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3.  The administration of the College recognizes the right of each employee to a fair hearing with regard to 
 any grievance which might result from the evaluation process. The due process and grievance 
 procedures outlined in the manual should be followed by any employee who desires that  his evaluation be 
 reviewed beyond the process outlined in this section. 
4.  While this evaluation process shall occur at least biennially for each non-faculty employee, the 
 supervisor has the authority to evaluate the performance of any employee at any time deemed 
 necessary. 
5.  Copies of all evaluation forms will be maintained by the appropriate supervisor and/or placed on file 
 in the Office of Human Resources and will be available to the employee upon request. 
 
4.3  TERMINATION OF EMPLOYEES 
 
 Full -Time Employees  
 
 The President has the right to terminate a full-time non-faculty employee at will upon thirty (30) days 
 written notice to the employee with no cause required. Thirty days notice may not be required if termination 
 is for cause. An employee against whom dismissal action is taken will be advised in writing by the President 
 of such dismissal. The written notice of dismissal will inform the employee of the right to appeal the 
 decision to the Personnel Council as outlined in the Due Process and Grievance Procedure of this 
 manual. Employees who desire to appeal the termination to the Personnel Council shall make their 
 request in writing to Human Resources within five (5) college work days of the receipt of the dismissal 
 notice. The matter will be considered settled should an employee fail to request a hearing within five (5) 
 college work days after receiving the termination notice from the President. 
 
 Part -Time Employees  
 
 The President has the right to terminate, at will, employees in the following categories: Part-time  and 
 temporary with no cause required. Employees against whom dismissal action is taken will be advised in 
 writing by the President of such dismissal. 
 
4.4  RESIGNATIONS 
 
 1.  Administrative or professional staff employees who desire to resign may do so by   
  submitting written notification to the President with copies to their supervisor and Human   
  Resources at least thirty (30) days prior to the desired termination date. 
 2.  General staff members may resign by submitting written notification to the President with   
  copies to their supervisor and Human Resources at least two (2) weeks prior to the   
  effective date of termination. 
 3.  In all cases involving the resignation of employees, the President has the authority to set   
  the actual termination date and other conditions of separation in accordance with the   
  needs of the College.          
 
4.5  TERMINATION CHECKOUT 
 
Proper checkout must occur for all employees ending their position with the College before Human Resources will 
issue the last check to the employee. The Employee Termination Checklist must be secured from Human 
Resources by the employee and distributed to the College personnel who must certify that the employee has 
complied with the necessary requirements. Once the Checklist has been signed by the appropriate persons, it shall 
be returned to Human Resources by the employee. Retirement papers cannot be processed until the checkout 
process has been completed. 
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SECTION V: 
 

GENERAL POLICIES  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Northwest Mississippi Community College is an at-will employer. These policies outline the terms and conditions of 
employment; however, no one set of policies can cover every situation that may arise, and nothing in this manual 
should be considered a guarantee of continued benefits or employment. 
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V: GENERAL POLICIES  
 
5.1  DUE PROCESS AND GRIEVANCE PROCEDURES 
 
1.  The administration of Northwest Mississippi Community College recognizes the right of each employee to a 
 fair hearing with regard to any grievance concerning employment, retention, employee evaluation, 
 dismissal, promotion, salary, working conditions, or assigned duties. The grievance procedure for matters 
 other than employee termination shall consist of three progressive steps: 
  Step 1. The complainant files a written grievance using the Personnel Grievance Form to his  
   immediate supervisor. The grievance is to be filed within five working days after the act  
   causing the grievance or when the facts pertaining thereto become known or should have 
   been known by the employee. (If the complaint involves the complainant's immediate  
   supervisor, the grievance procedure should begin at Step 2.) The complainant's immediate 
   supervisor shall respond to the complaint within  three college work days of receipt of the  
   grievance. If the supervisor's response does not resolve the matter to the complainant's  
   satisfaction, the complainant may initiate Step 2 of this process. 
  Step 2. The grievance, as presented on the Personnel Grievance Form, is forwarded to the  
   administrator who is immediately superior to the  complainant's supervisor. This   
   administrator shall respond to the complaint within three college work days of receipt of the 
   complaint. If this administrator's response does not resolve the matter to the complainant's 
   satisfaction, the complainant may present his grievance to the Personnel Council. This  
   grievance must be filed within three college work days after completion of Step 2, using the 
   procedure outlined further in this policy. 
  Step 3. To insure the protection of the rights of every employee in employment matters, Northwest 
   Mississippi Community College has established the Personnel Council. In all employment 
   related matters every employee has a right to a hearing before the Council in accordance 
   with the procedure herein stated. The employee is responsible for initiating the request for 
   a hearing before the Personnel Council. Such request should be made in writing to the  
   Vice President for Fiscal Affairs, who serves as Chairperson of the Personnel Council. 
2.  The Personnel Council shall be composed of: (1) the Vice President for Fiscal Affairs, Council Chairperson, 
 (2) the Vice President for Educational Affairs, (3) the Vice President for Student Affairs, (4) the Director of 
 the Learning Resources Center, (5), (6), and (7) three other college employees as appointed by the 
 majority of the above members to hear a particular grievance. One of the three appointees shall be a 
 Division Director or appropriate Dean. If one or more of the standing membership of the Personnel Council 
 is unable to attend, an alternate shall be appointed by the majority of the other members to serve for 
 the particular grievance. The Chairperson shall vote only in the event of a tie among the other members. 
3. In matters involving employee dismissal, the employee may request an appeal hearing of the dismissal 
 directly to the Personnel Council. Such request shall be presented in writing to the Chairperson of the 
 Personnel Council within five college work days from the receipt  of the termination notice from the 
 President. In matters other than employee dismissal, employees must proceed through the steps of the 
 grievance process as outlined herein before appealing to the Personnel Council. 
4.  The following policies, procedures, and rights shall be in effect for all cases heard by the  
 Personnel Council: 
 a.  The complainant having a grievance and wishing to be heard by the Personnel    
  Council shall request a hearing in writing to the Chairperson of the Council. Upon   
  receipt of this request, the Chairperson will arrange this hearing as expeditiously    
  as possible. 
 b.  The complainant shall be notified in writing at least three (3) college work days in    
  advance of the hearing as to the time of the hearing, the right to have witnesses in his   
  behalf at the hearing, and the right to have an advisor or counsel present at the    
  hearing. The advisor or council will be of the complainantôs own hiring and is only to advise the  
  complainant and may not address the Council and may not question or cross-examine   
  witnesses. 
 c.  The complainant shall be allowed to present his evidence and the witnesses in his   
  behalf. 
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 d.  The complainant shall be allowed to confront and question adversary witnesses. 
 e.  The College reserves the right to have the assistance of counsel present at the    
  hearing. 
 f.  The hearing will be conducted as an administrative hearing without restrictions as to   
  the technical rules concerning evidence and burden of proof. 
 g.  The decision of the Council shall be transmitted to the complainant in writing within   
  three (3) college work days of the hearing. The decision of the Personnel Council will   
  be final, subject to review by the President, in all cases involving employees who are   
  not faculty members or who do not have faculty status at the College. 
 h.  The decision of the Council may be appealed to the Board of Trustees in cases    
  involving employees who are faculty members or who have faculty status. Such    
  employees wishing to appeal the decision of the Council to the Board of Trustees shall   
  notify the President in writing within three (3) college work days of the receipt of the   
  Council's decision in the case. 
 i.  The Board of Trustees shall act as a court of final appeal for all cases within the    
  College involving faculty members or employees with faculty status. Before the Board   
  of Trustees will consider the complaint of any person or group of persons, the    
  complaint must be stated in writing, signed, dated, and presented to the President of   
  the College who will forward the complaint to the Chairperson of the Board of    
  Trustees. The Chairperson of the Board of Trustees shall present the written complaint   
  to the Board of Trustees at the next regular meeting of the Board, where it will be   
  promptly acted upon. The Board of Trustees may, in its sole discretion, allow the    
  complainant to appear or to not appear before the Board to present the appeal.   
  
5.1.1. EMPLOYEE REPRIMANDS AND OTHER DISCIPLINARY ACTIONS  
 
1.  Faculty, non-faculty, administrative, professional and general staff employees of the College are   
 required to abide by the policies and procedures included in this Manual as well as other rules and  
 regulations, which may be established by the administration of the College. Any employee who   
 violates or disregards a policy, procedure, rule or regulation of the College may be subject to   
 disciplinary action. 
2.  The specific actions that may warrant disciplinary action include, but are not limited to, the following  
 list: 
  a.  Insubordination or willful disregard of a directive 
  b. Willful falsification of college records 
  c.  Willful disregard of safety instructions 
  d.  Unauthorized, unreported or excessive absences, and/or tardiness 
  e.  Falsifying a time card, including clocking another employee's time card 
  f.  Unauthorized removal, possession or destruction of college property 
  g.  Poor work performance 
  h.  Use of profane or abusive language 
  I.  Violation of any policies set forth within this manual 
  j.  Working in an unsafe manner which results in an accident or injury 
  k.  Other actions deemed by the supervisor to require disciplinary action. 
3.  Possible disciplinary actions include reprimands, formal warnings, suspension without pay,   
 suspension pending investigation, and termination of employment. The specific action(s) taken will  
 depend on the  nature of the offense, the employeeôs previous record, and the at-will authority of   
 the President. 
4. Reprimands ï Reprimands, which are normally issued for minor offenses, are to be issued in   
 private in an effort to correct the employeeôs actions.  They are to be documented in writing, setting  
 forth the date and details of the deficiency, then retained by the appropriate supervisor. 
5.  Formal Warnings - Formal Warnings are to be used for recurring or more serious  deficiencies or   
 where there is a future possibility of more serious action including termination. They are to be   
 issued in writing and must indicate to the employee the specific nature and date(s) of the    
 deficiencies, what action is required to improve the deficiencies, and that more severe action may  
 result if the employee does not correct the deficiency. The formal warning will be completely   
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 documented in writing by the appropriate Dean or Director. After review, the employee, Dean or   
 Director, will sign the formal warning. A copy of the warning will be issued to the employee and the  
 Dean or Director. The original copy of the formal warning and supporting documentation shall be   
 forwarded to Human Resources for retention. 
6.  Suspension Without Pay - Suspension without pay may be utilized as a form of discipline. The   
 reason for the suspension must be documented in writing by the  supervisor and must have prior   
 approval by the appropriate Dean or Director before being issued to the employee. The original   
 documentation for the suspension shall be retained in Human Resources with a copy to the   
 appropriate Dean or Director's office. 
7.  Suspension, Pending Investigation - This action should be taken in cases when the alleged   
 infraction is of such serious nature (theft, willful damage to property, harassment,  discrimination,   
 threat of bodily harm, or any other such infraction) that it may warrant discharge, pending review of  
 the facts. After consulting with Human Resources or a member of the Executive Committee, the   
 suspension can be authorized by the appropriate Dean or Director and should be followed   
 immediately by a thorough investigation of the case.  The investigation will be coordinated by the   
 appropriate Dean or Director. Any employee suspended, pending investigation, may be asked to   
 vacate college property until after the investigation but may be allowed supervised access to   
 support the case. The pay status of the employee suspended, pending investigation, will continue  
 until the investigation is complete and the College decides on the appropriate sanction, if  any. 
8.  Termination - The President has the right to terminate at will and without cause a non-faculty   
 employee upon thirty (30) days written notice to the employee. Thirty (30) days notice may not be  
 required if termination is for cause. Employees, against whom dismissal action is taken, will be   
 advised in writing by the President of such dismissal. The written notice of dismissal will inform the  
 employee of the right to appeal the decision to the Personnel Council as outlined in the Due   
 Process and Grievance  Procedure of this manual. An employee who desires to appeal the   
 termination to the Personnel Council shall make this request in writing to the Human Resources   
 Office within five (5) college work days of the receipt of the dismissal notice. The matter shall be   
 considered settled should an employee fail to request a hearing within this stated time. 
9.  Unauthorized absences of three (3) consecutive work days without proper notice to the employee's  
 immediate supervisor shall be considered voluntary resignation.  
      
5.1.2 SEXUAL HARASSMENT POLICY 
  
1. It is the policy of the College that harassment of applicants, employees, or students on the basis of  
 race, religion, color, national origin, ancestry, medical condition, disability, marital status, age,   
 sexual orientation and sex, including sexual harassment (all as defined and protected by applicable  
 law) is  unacceptable and will not be tolerated. 
  
 This policy applies to all employees. It covers harassment by employees of the College (including  
 management and faculty), customers, vendors, students, or other third parties with whom the   
 College has business dealings. 
   
 Sexual harassment has been defined generally as including unwelcome sexual advances, requests  
 for sexual favors, and other verbal or physical conduct of a sexual nature whenever:  
 
  (1)  Submission to the conduct is either an explicit or implicit term or condition of   
   employment 
  (2)  An employee's reaction to the conduct is used as a basis for employment   
   decisions affecting that employee 
  (3)  The conduct has the purpose or effect of interfering with the employee's work   
   performance or  creating an intimidating, hostile, or offensive working environment. 
 
 No employee or applicant should be subjected to any form of sexual overtures. Nor should any   
 employee or applicant be led to believe that an employment opportunity or benefit will in any way   
 depend upon "cooperation" of a sexual nature. 
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 Sexual harassment is not limited to demands for sexual favors. It may also include such actions as:  
 
  (1)  Sexually-oriented verbal "kidding", "teasing", or jokes 
  (2)  Repeated offensive sexual flirtations, advances, or propositions 
  (3)  Continued or repeated verbal abuse of a sexual nature  
  (4)  Graphic or degrading comments about an individual's appearance  
  (5)  The display of sexually suggestive objects or pictures  
  (6)  Subtle pressure for sexual activity 
   (7)  Physical contact or blocking movement. 
 
 Other prohibited forms of harassment include jokes, verbal abuse and epithets, degrading   
 comments, the  display of objects and pictures and other offensive conduct relating to an    
 individual's race, religion, color,  national origin, ancestry, medical condition, disability, marital   
 status or age, all as defined and protected by applicable law. 
 
2.  The Vice President for Fiscal Affairs is responsible for handling all complaints of sexual harassment  
 and for ensuring that all are investigated fully and fairly, regardless of the manner in which they are  
 made or the individuals involved. 
3.  The President or a designee will review every case to ensure that the complaint has been fully   
 and impartially investigated. If the evidence shows a pattern of sexual harassment or inappropriate  
 conduct as described in  this policy, the Vice President for Fiscal Affairs will recommend    
 appropriate disciplinary action. 
 
5.1.3  HARASSMENT REPORTING PROCEDURE 
 
Any employee who feels that they have been the subject of harassment (or who has reason to believe that 
someone else has been the subject of harassment) has the obligation to notify the College's Human Resources 
Department at 562-3211 or the supervisor. The complainant is expected to provide information  that the College 
requests, including a detailed account of the incident(s) complained of, witnesses (if any), dates, and other 
information considered relevant by the College. A prompt investigation of the matter will be made.  All employees - 
whether complainant, witness, or accused - are required to be truthful, accurate, and cooperative during the 
investigation. 
 
Harassment is considered a form of employee misconduct. Disciplinary action, up to and including termination, will 
be taken against any employee engaging in this type of behavior. Any supervisor or manager who has knowledge 
of such behavior, yet takes no action to end it, is also subject to disciplinary action. 
 
Any employee involved in an investigation has the obligation of confidentiality for all matters related to the 
allegation. Confidential matters should only be discussed with individuals involved in conducting the investigation. 
  
5.1.4  DRUG FREE WORKPLACE  CERTIFICATION 
 
The welfare and success of the College depends on the physical and psychological health of all its employees. The 
abuse of drugs and alcohol poses a serious threat to both the College and its employees.  Commonly 
abused or improperly used drugs and substances include, among others, alcohol, pain killers,  sedatives, 
stimulants, and tranquilizers, as well as marijuana, cocaine, heroin, and other illegal drugs. It is  the responsibility 
of both the College and the employee to maintain a safe, healthful, and efficient working  environment. For that 
purpose, the College has adopted these policies: 
 
1.  The manufacture, distribution, possession, use or sale of alcohol, unauthorized or illegal drugs, or  
 the misuse of any legal drugs on College premises or while on College business is prohibited and  
 will constitute grounds for disciplinary action, which may include termination. 
2.  Any employee under the influence of drugs or alcohol which impairs judgment, performance, or   
 behavior while on the College premises or while on College business will be subject to disciplinary  
 action, which may include termination. 
3.  Any employee reasonably suspected of being under the influence of drugs or alcohol will be  
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 required to be tested periodically for the use of these substances. An employee with positive test   
 results will be subject to disciplinary action, which may include termination. 
4.  Each employee is responsible for promptly reporting to the College any use of prescribed   
 medication which may affect the employee's judgment, performance, or behavior. 
5.  Any employee who is convicted of a drug-related offense must inform the College within five (5)   
 college  work days of such conviction. This notice must be made in writing to the President with an  
 additional copy  sent to Human Resources. An employee with such a conviction will be subject to   
 disciplinary action. Failure to make such notification may constitute grounds for termination. 
6.  The College is required by federal law to notify the federal funding agency within ten (10) days of   
 an employee's conviction of a drug-related offense for any employee whose salary is partially   
 funded  with any federal program monies. 
7.  Each employee's continued employment with the College is conditional upon the employee's   
 willingness to abide by this policy. 
8.  Disciplinary action taken against an employee in violation of any of the specific policies    
 contained herein may include: 
 a.  referral to a drug treatment counselor or rehabilitation program, and/or 
 b.  required drug screening at the employee's expense, and/or 
 c.  termination of employment 
9.  The College will take such steps as necessary to effectively enforce this policy. This may  include a  
 requirement that employees cooperate in personal or facility searches when their performance is   
 impaired or when their behavior is erratic. Refusing to cooperate with these procedures may be   
 cause for disciplinary action, which may include termination. 
10.  The Counseling Center offers confidential assistance and referrals for employees who wish help   
 with alcohol or drug problems. It is each employee's responsibility to seek assistance before a   
 problem affects  judgment, performance, or behavior. 
 
5.2  LEAVE POLICY  
 
It shall be the responsibility of Human Resources to maintain and certify leave records for each college employee in 
accordance with the provisions below. It is the responsibility of immediate supervisors to inform persons under their 
supervision of the policies on personal and sick leave. Any employee who has been terminated and later 
reemployed by the College will begin a new period of employment for leave purposes. In computing months of 
service for leave purposes, employees who begin work from the first to and including the fifteenth of the month will 
receive credit for a full month. Those who begin work on the sixteenth or later earn credit beginning on the first of 
the next month. Leave will accrue while an employee is on paid Personal or Sick Leave, but not during leave 
without pay.
 
1.  Personal L eave for Twelve Month Employees  
 

a.  Twelve-month full-time employees may accrue personal leave in increments as follows:    
 
  Continuous    Accrual Rate  
  Service     (Annually) 
  
  1 month to 1 year   10 days per year 
  13 months to 3 years    18 days per year 
  37 months to 8 years    21 days per year 
  97 months to 15 years    24 days per year 
  Over 15 years    27 days per year 
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  Accumulation amounts are unlimited. 
 
 b.  Personal leave may be used for vacations and personal business as scheduled by the immediate  
  supervisor. Personal leave may also be used for an illness in the employee's immediate family. For 
  the purpose of this policy, the immediate family is defined as spouse, parent, step-parent, sibling,  
  child, step-child, grandchild, grandparent, son- or daughter-in-law, mother- or father-in-law, or  
  brother- or sister-in-law. There shall be no limit to the accumulation of personal leave. Upon  
  termination of employment each employee shall be paid only for those days earned in the  
  current fiscal year, assuming the funding source so allows. Unused personal leave in excess of  
  those days earned in the current fiscal year shall be counted as creditable service for the purpose 
  of the state retirement system as provided in Sections 25-11-103 and 25-13-5 of the Mississippi  
  Code 1972 Annotated. 
 c.  Personal leave shall be used in minimum increments of one-half (1/2) or more days for leave  
  related to personal business, the illness of a member of the immediate family, leave of an  
  emergency nature, vacation, or other approved purpose. Exceptions to this policy may be approved 
  by the immediate supervisor where the taking of such leave will not interfere with the operation of  
  the College. 
 d.  The time for taking personal leave shall be determined by the immediate  supervisor. Requests for 
  personal leave should be submitted to the immediate supervisor at least two (2) weeks in advance 
  of the requested leave dates. The supervisor will consider the requested leave and depending on  
  the College schedule, availability and workloads of other employees and other factors, may  
  approve or disapprove the requested leave. Employees may not use more than thirty (30) days of 
  earned personal leave in any fiscal year. 
 e.  Nine, ten, and eleven-month employees (faculty and non-faculty) will earn personal leave as  
  follows:            
   9 and 10-month employees   2 days per year 
   11 month employees   3 days per year  
  
  The personal leave days earned in a fiscal year must be taken as personal leave during the fiscal 
  year they are earned. Any unused personal leave days for nine, ten and eleven-month employees 
  will convert to sick days at the end of the current fiscal year. 
 
 f. For the purpose of implementing this policy, personal leave will accrue at the rates indicated from  
  July 1,  1989. 
 
2.  Sick Leave  
 
 a.  All twelve-month full-time employees shall accrue sick leave in increments as follows: 
 
  Continuous   Accrual Rate 
  Service    (Annually) 
 
  1 month to 3 years  12 days per year 
  37 months to 8 years  10.5 days per year 
  97 months to 15 years  9 days per year 
  Over 15 years   7.5 days per year 
  Sick leave must be taken in a minimum of half-day increments. Sick leave for twelve-month full- 
  time employees may only be used in times of employee illness. 
 b. All nine, ten, or eleven-month employees shall accrue sick leave in increments as follows: 

 
   Continuous   Annual-Accrual Rate 
  Service    Nine Ten Eleven 
  1 month to 3 years  15 16.5 18 
  37 months to 8 years  16 17.5 19 
  97 months to 15 years  17 18.5 20 
  Over 15 years   18 19.5 21 
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  Sick leave must be taken in a minimum of half-day increments. Sick leave for nine, ten, and eleven-
  month employees may be used in times of employee illness and illness of immediate family with  
  approval of supervisor. Immediate family is defined in Section 5.2.1.b. 
 c.  The employee is requested to: 
   1) Notify the employee's supervisor of the reason for absence 
   2) Keep the supervisor informed of the employee's expected date of return to duties 
 d.  Sick leave that causes absences beyond two (2) weeks will require a doctor's Fitness for Duty  
  Report.  When deemed advisable, the immediate supervisor may require a doctor's Fitness for Duty 
  Report for sick leave absence of any duration. 
 e.  Abuse of the sick leave policy by any employee shall be cause for disciplinary action. 
 f.  Unused sick leave days shall be counted as creditable service for the purposes of the state  
  retirement system as provided in Sections 25-11-103 and 25-13-5 of the Mississippi Code 1972  
  Annotated. 
 g.  Any employee who presents medical evidence that their physical and mental condition is such that 
  the employee is disabled and cannot return to work may not use more than 120 days of unused  
  paid sick leave from date of disability. This precludes a lump sum payment for this time. 
 h.  Unpaid leaves of absences for illness will not be granted until all paid leave is exhausted. 
 
3.  Family and Medical Leave Policy  
 
The Family Medical Leave Act (FMLA) of 1993 requires covered employers to provide up to 12 weeks of  unpaid, 
job-protected leave to eligible employees for certain family and medical reasons. Northwest Mississippi Community 
College employees are eligible if they have worked for the College a total of 12 months and 1,250 hours in the 
previous fiscal year. 
 
Unpaid leave, up to 12 weeks, may be granted to care for the employee's child after birth, or placement for adoption 
or foster care; to care for the employee's spouse, son, daughter, or parent who has a serious health condition; or 
for a serious health condition that makes employees unable to perform their job. The use of eligible paid leave will 
be required before unpaid leave is granted. FMLA leave will run concurrently with any qualified paid or unpaid 
leave. 
 
It should be noted that the College fiscal year is from July 1 to June 30. This is the twelve month period referred to 
for purposes of this policy. 
 
Employees must provide 30 days advance notice when the leave is "foreseeable". Medical certification to  support a 
request for leave because of a serious health condition is required, and a fitness for duty report is  required in order 
to return to work. 
 
FMLA defines serious health conditions as an illness, injury, impairment, or any physical or mental condition that 
causes the employee to miss work for more than three (3) consecutive days and that requires inpatient medical 
care or continuing treatment by a health care provider. The following ailments do not qualify for FMLA leave, unless 
complications occur requiring significant medical care: 
 
 *common cold 
 *ear infection 
 *routine dental problems 
 *minor ulcers 
 *cosmetic conditions (plastic surgery)  
 *headaches other than migraine 
 *flu 
 *stress 
 *allergies 
 *nausea 
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NWCC requires medical certification of the need for the leave and of the employee's ability to return to work 
following the leave. 
 
Certification supporting the need to take Family Medical Leave should include the date on which the serious health 
condition commenced, the probable duration of the condition, and medical facts about the condition. If the 
employee is not the individual who is sick, then the statement should include that it is necessary for the employee 
to care for the child, spouse or parent. If we have reason to doubt the validity of the certification, we may, at the 
expense of the College, require that the eligible employee obtain the opinion of a second independent health care 
provider of our choosing. The College may not designate a doctor who works in any capacity for the College. If the 
two doctors disagree, the employee and Northwest Mississippi Community College must jointly choose a third 
health care provider whose opinion is binding. 
 
Northwest Mississippi Community College will continue to pay the employer's share of the insurance on the 
employee for the 12 week period of Family Medical Leave. Employees are responsible for their share during this 12 
week period. It is the employee's responsibility to verify coverage with the benefit's office prior to leave. The 
employee will be required to reimburse the College for any health care benefits provided while the employee was 
on leave, if that employee decides not to return to work. This payback requirement is not required if the failure to 
return from leave is for reasons beyond the employee's control. 
 
Accumulated leave will not continue to accrue while the employee is absent on unpaid Family and Medical Leave. 
 
 Holidays: 
 New Years Day 
 Martin Luther King, Jr./ Robert E. Lee Day  
 Good Friday 
 Memorial Day  
 Independence Day  
 Labor Day  
 Thanksgiving Day  
 Christmas Day 
 
5.  Injury Leave  
 
When an employee is injured in the course of employment, the employee may use earned sick leave, personal 
leave, or leave without pay (if no personal leave has been accrued) to cover all or part of the period of absence 
from duty to the extent of the employee's full accumulated leave. 
 
Please read additional information under Worker's Compensation section. 
 
6.  Leave for Death in Immediate Family  
 
Employees may use up to three (3) days of earned sick leave because of a death in the immediate family requiring 
the employee's absence from work. No qualifying time or use of personal leave will be required prior to the use of 
sick leave for this purpose. Immediate family is defined in Section 5.2.1.b. 
 
7.  Jury Duty/Elections/Summons to Court  
 
 a.  Jury duty is recognized as a civic responsibility. Regular full-time employees when summoned for 
  jury duty shall be given leave with pay. The employee shall attach a copy of the summons  
  to jury duty to the absence report. The employee is also required to return any pay received for jury 
  duty to Human Resources. 
 b.  Most employees work or live close enough to the polls to vote before or after working hours.  
  Should  this not be possible, an employee may request time off to vote in a county, state, or federal 
  election. . 
 c. An employee summoned to appear in court to testify as a witness in any civil or criminal trial not  
  related to the employee's personal business may be granted time off with pay at the discretion of  
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  the respective Vice President. 
 
8.  Military Leave  
 
The College will comply with the regulations of the United States Government and the State of Mississippi as it 
relates to military leave for employees. 
 
The rights of these reservists or persons called to active military duty and the obligations of their employers are 
provided in state law in sections 33-1-19 and 33-1-21 of the Mississippi Code of 1972, Annotated, as amended and 
in federal law in the Uniformed Services Employment and Reemployment Act (USERRA) of 1994. 
 
Under state law all officers or employers of the state, county, municipality, or other political subdivision when 
ordered to military duty are entitled to fifteen (15) calendar days per year of leave from their job without loss of pay, 
time, annual leave, or efficiency rating. Further, these soldiers are also entitled to leaves of absences in excess of 
fifteen (15) days without loss of time, annual leave, or efficiency rating. A soldier on military leave in excess of 
fifteen (15) days may use accrued personal leave concurrent with military leave if approved by the appointing 
authority of the agency. 
 
Under federal law, the USERRA of 1994 requires employers to allow up to five (5) years of leave to a soldier who is 
on military duty, performs that duty satisfactorily, and requests their job back with the time limits provided in the 
statute. The soldier must be re-employed without regard to whether the military duty was voluntary or involuntary. 
 
Employees are advised that being placed in a military leave status may affect other employee benefits such as 
insurance and retirement withholdings. Employees taking military leave are advised to consult with Human 
Resources for specific guidance on these matters. 
 
9.  Miscellaneous Leave Without Pay  
 
Leave of absence without pay may be granted to non-faculty employees by the President upon recommendation of 
the appropriate Vice President. Leave of absence without pay may be granted to faculty by the President with the 
approval of the Board of Trustees. Such leave shall be for a specific period of time to attend to personal business. 
 
An employee granted leave without pay will be reinstated to the same or a similar position at the expiration of the 
leave if the employee is then able to perform the duties required of the position at the time such leave expires, and 
the same or a similar position still exists and is vacant at the College. 
 
10.  Administrative Leave  
 
The President of the College is authorized to grant discretionary administrative leave with pay to any employee. 
 
11. Transfer of Leave Policy  
 
LEAVE TRANSFER PROGRAM  
 
Northwest Mississippi Community Collegeôs Leave Transfer Program permits Northwest employees to donate 
accrued leave for the use of other Northwest employees for personal catastrophic medical conditions or immediate 
family emergencies. 
 
A  Leave Transfer Committee, appointed by the President of the College, will assess the validity of requests for 
leave and will make sure that all criteria of the Leave Transfer Program are met.  The Leave Transfer Committee 
will consist of one (1) member of the personnel staff, two (2) administrative personnel, one (1) faculty member, and 
one (1) staff member. 
 
All annual personal leave and sick leave must be exhausted before using any leave from a donor. 
 
A maximum number of sixty (60) days can be received per emergency during a fiscal year.  This leave may be 
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intermittent if so needed. 
 
When administering the Leave Transfer Program the immediate family will be defined as spouse or child. 
 
Request  
Before an employee may receive donated leave, he or she must provide the Personnel Office with a physicianôs 
statement that states the beginning date of  the catastrophic injury or illness, a description of the injury or illness, 
and a prognosis for recovery and the anticipated date that the recipient employee will be able to return to work.   
The form for this request can be found in the Personnel Office and can be filled out by the person needing the 
leave. If an employee is not able to make application on his/her behalf, the immediate supervisor may make 
application on behalf of the potential leave recipient. 
 
Evaluatio n of Request  
The Leave Transfer Committee will review all requests for donated leave time.  Consideration will be given to the 
nature of the emergency and the past leave history of the employee.  If the request is approved, the Personnel 
Office will notify Northwest employees of the recipientôs request so that employees who wish to donate leave time 
may do so.  If the potential recipient does not wish to inform all employees of the existence of a personal 
emergency, a memorandum will not be distributed campus-wide but donations can be accepted from those 
employees who are aware of the emergency. 
 
Donation of Leave Time  
The person or persons donating leave will come to the Personnel Office to complete a Donation of Leave Form on 
which they will designate the employee who is to receive the leave and the amount of earned personal leave and 
medical leave that is to be donated.  The maximum amount of earned personal/medical leave that an employee 
may donate to any other employee may not exceed five (5) days total.  The donor employee may not donate more 
than a number of days that would leave the donor employee with fewer than seven (7) days of personal leave, and 
the maximum amount of earned medical leave that an employee may donate to any other employee may not 
exceed fifty percent (50%) of the earned medical leave of the donor employee.  
 
Prohibition of Coercion  
No employee may intimidate, threaten or coerce any other employee, directly or indirectly, to donate leave time to 
another employee. This includes promising to bestow or withhold any benefit to any employee.   
 
Restoration of Donated Leave  
Leave will be credited on a first donated basis, and will be applied to the recipient before payroll is processed at the 
end of each month.  When the personal emergency affecting a leave recipient terminates, the employee or his/her 
immediate supervisor should promptly notify the Leave Transfer Committee.  Once the personal emergency ends, 
no more transfers of leave can be made.  The recipient can retain no leave in excess of the time used for the 
personal emergency.  Any donated time not used will be credited back to the employee(s) donating the time. 
 
 
5.2.1  ABSENCE REPORTS AND TARDINESS  
 
1.  Sick Leave  
 

a.  If an employee must be absent because of illness, accident or other unavoidable cause, the  
  employee must telephone or otherwise advise the immediate supervisor in advance of the regular 
  workday. This notification will be required for each day absent unless it is understood that the  
  absence will be for a specific number of days. 
 b.  Whenever an employee is absent from the job, the immediate supervisor shall complete an  
  Absence Report Form within twenty-four (24) hours of the employee returning to work and submit 
  the report to Human Resources. If the employee is off for more than three or more days,  Human  
  Resources should be notified immediately. If at all possible, advance notice of absences is  
  required, with the Absence Report completed and submitted to the immediate supervisor as far in 
  advance as possible. 
 c. The granting of sick leave benefits will be governed by the policy concerning leave included in this 
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  manual. Any questions concerning the reporting of absences should be directed to Human  
  Resources. 
 d.  The supervisor may require a physician's statement concerning the employee's illness and/or  
  fitness to return to work. 
  
2.  Personal Leave  
 
Each full-time employee accrues personal leave under the conditions contained in the Leave Policy section of this 
manual. Personal leave must be reported on the Absence Report Form. Prior approval of the supervisor is required 
for personal leave, and the supervisor may consider work loads, schedules, and  other factors in determining leave 
requests. The Absence Report Form shall be received in Human Resources no later than the next work day after 
the employee's return. 
 
3.  Tardiness and Unauthorized Absences  
 
Each employee's regular attendance on the job is important to the operation of the College and is considered an 
essential function of each College job. More than three occurrences of tardiness in reporting to work during any 30 
calendar days or any unexplained absences will seriously impair the value of an employee's services to the College 
and will be considered sufficient cause for disciplinary action, which may include termination. 
 
5.2.2 INCLEMENT WEATHER/NATURAL DISASTER POLICY  
 
If the College closes for inclement weather or natural disaster, only designated personnel from the following 
departments will be required to report to work: 
 
 a.  Cafeteria 
 b.  Housekeeping 
 c.  Housing 
 d.  Physical Plant 
 e.  Campus Police 
 f.  Senatobia Campus Switchboard 
 
Employees from these departments who are required to work will be designated and so notified by their 
supervisors. 
 
Employees from DeSoto Center, Lafayette-Yalobusha Center, Technical Centers and other off campus sites who 
need to report in cases of inclement weather will be designated and so notified by their respective Center Deans. 
 
Personnel who need to report to work in cases of inclement weather or natural disaster are: 
 
 a.  The President 
 b.  The Vice President for Fiscal Affairs 
 c.  The Vice President for Educational Affairs  
 d.  The Vice President for Student Affairs 
 
The following plan will be in effect in cases of inclement weather or natural disaster. 
 
The following TV/radio stations will be contacted and asked to make the announcement of Northwest's closing: 
 
  . Memphis TV Channels  
  . WTVA-TV 9 Tupelo 
  . WBLE 100.5 Batesville 
  . WQLJ 93.7 Oxford 
  . WVIM 95.3 Hernando 
  . WKRA 92.1 Holly Springs  
  . WSAO AM 1240 Senatobia  
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  . WCMR 94.5 Bruce 
  . WTGY 95.7 Charleston 
 
The President will call these stations as soon as a decision has been made to close the College (the night prior to 
closing if possible). 
 
If the announcement is made that "Northwest Mississippi Community College will be closed...," this means that all 
centers at all sites will be closed. 
 
Employees required to report for work during this time will receive additional time off equal to the number of hours 
worked. This additional time off must be taken before the end of the fiscal year in which it was  earned. Time not 
taken will be forfeited by the employee. Employees provided with campus housing will be  excluded from receiving 
the additional time off under this policy. 
 
5.2.3 FITNESS FOR WORK POLICY 
 
The College may require that an employee undergo a fitness for work examination. Such an examination  may be 
required when it appears that (1) an employee may no longer be able to perform essential job  functions; or (2) 
because of comments or behaviors exhibited by the employee, the employee may be a  personal threat or a threat 
to others. 
 
A fitness for work examination will ordinarily be conducted by a licensed medical or mental health  professional 
approved by the College. The employee will be required to sign an authorization allowing an appropriate College 
official to be informed as to the employee's fitness to return to work.  An employee may be terminated for refusing 
to undergo a fitness for work examination. 
       
5.3  TRANSMISSION OR STORAGE OF DATA  
 Revised February 2005            
 
Acceptable Use Polic y for Computing   
  
The computing facilities at Northwest Mississippi Community College are provided to students, faculty, and staff for 
educational and administrative activities. All students, faculty, and staff must utilize these systems in an efficient, 
ethical, and legal manner. Use of these facilities must be consistent with Northwest policies as well as all existing 
federal and state laws. Access to computing facilities is a privilege, not a right. Failure to abide by these guidelines 
may result in disciplinary action. By using computer resources the user agrees to abide by the following guidelines. 
 
Netiquette  
(Internet rules of etiquette) 
 
a.  Internet access is a computing resource provided for Northwest educational and administrative activities 
 only. 
b.  Respect other users on the Internet. 
c.  Do not view materials that may be offensive to others, such as pornographic Web Sites. 
d.  Watch your written language; others may misinterpret your words. Consider the possible consequences of 
 your actions for others. 
e.  Remember that electronic mail is not private. Do not send anything that could embarrass or incriminate 
 you. 
f.  Allow others equal access to the Internet. 
 
General rules and regulations  
(For using Northwest computing resources) 
 
a.  Computing facilities are to be used for educational or administrative purposes. Computing facilities may not 
 be used for commercial purposes or monetary gain. This includes personal equipment connected to the 
 network in the residence halls. 
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b.  Individuals are responsible for the proper use of the computer resources utilized. 
c. Personal equipment connected to the Northwest network in the residence halls must have proper virus 
 prevention software installed. 
d.  Fraudulent, illegal, harassing, obscene, pornographic, indecent, profane, or inappropriate materials cannot 
 be sent, printed, requested, displayed, or stored. 
e.  Users are prohibited from the unauthorized access to another user's e-mail account. Users are also 
 prohibited from sending unsolicited advertisements, chain letters, and for-profit messages. 
f.  Without express authorization, users may not access or alter directories, programs, files, or data not 
 belonging to them. 
g.  Using computer resources for purposes of malicious mischief is prohibited. This includes but 
 is not limited to attempts to modify system facilities, 'crash' any computing system, degrade system 
 performance, or introduce computer 'viruses' or other disruptive/destructive programs.  
h.  Excessive use of computer resources is discouraged. 
i.  The connection of personal equipment to the Northwest network without the approval of 
 Network Support is prohibited. 
j.  Game playing or other trivial applications are prohibited. 
k.  Users are responsible for the safekeeping of their user IDs and passwords, and agree not to share or give 
 their user IDs and passwords to another user 
I.  Messages transmitted by e-mail, documents, etc., saved on Northwest equipment are not private. 
m.  Northwest is bound by Title 17 of the United States Code on Copyright and supports the  provisions 
 contained therein. Individuals are likewise bound by copyright laws. Users do not have the right to 
 receive or use unauthorized copies of software or make unauthorized copies of software for others. Users 
 do not have the right to download materials subject to copyright laws using the Northwest campus-wide 
 network. 
 
 Students or employees who violate these regulations will be subject to disciplinary action. Violations should 
 be reported to the Help Desk Coordinator, the Director of Campus Life, the Director of MIS, or the 
 appropriate Vice President.          
  
Regulations for Administrative Use  
 
a.  Access to administrative computing resources is granted on an individual basis. Each potential user 
 must follow the established chain of command for approval. Upon approval, users are issued individual 
 user IDs and passwords for network access and administrative computer system access that only they may 
 use. Users are responsible for the safekeeping of their user IDs and passwords. Users should not allow any 
 other person to use their user ID for network or administrative computer access. 
b.  When accessing computing resources for student records, users must follow all provisions of the  Family  
 Educational Rights and Privacy Act (FERPA). Northwest strives to maintain all sensitive and confidential 
 data in a secure environment. The user of sensitive or confidential reports is responsible for ensuring policy 
 compliance. 
c.  All computer software written in-house, purchased by or licensed to Northwest, is college property 
 and may only be used on college equipment and by employees or other authorized persons. 
 Computer software and related documentation may not be used, copied, or altered unless properly 
 authorized. 
d.  Maintenance of the College's Web page on the Internet is the responsibility of the MIS Department. 
 Approval for items to be added, changed, or deleted from the Web Page must be approved by the 
 appropriate supervisors. Final approval must be granted by the Executive Council. 
e.  One of the two open computer labs in the Union building on the main campus may be reserved for 
 instructional purposes for students or employees. Notice must be given to the Help Desk at least  one week 
 in advance. 
 
Information Systems Security Policy   
 
The Administrative Computer System is an IBM AS/400 Model 9406-810 and is currently running at security level 
30. This means that all users must have a valid user ID and password to be able to sign onto the system. This also 
means that objects on the system may be secured with access granted by the Computer Center based upon user 
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requirements and security clearance. 
 
Each department and/or individual that needs system access is assigned a user ID and password upon request, 
and approval from the appropriate supervisor. Passwords must be changed every 120 days. In the event that 
someone leaves a department, a new ID and password are assigned. Passwords may also be changed by the 
Computer Center at the request of the department and/or individual. All users are advised to sign-off of the system 
when their office is unoccupied. 
 
Access to specific menus, libraries and files are assigned on an individual basis by user profile. The employee's 
supervisor or director must request any access granted. 
 
Backups of all system libraries are made each weekday on magnetic tape and are kept off-site. These tapes are 
rotated every two weeks. A total system backup tape is made whenever major changes are implemented to the 
computer system software. 
 
The Northwest Network consists of a fiber backbone installed across the main campus. The backbone originates in 
the basement of the McClendon Center, where the core network equipment, phone system equipment and servers 
are also located. In addition to the Union, other hub buildings include Berry, Tunica, McCormick, and the Howard 
Coliseum. Phone service, television service, climate control functions, some video surveillance and building access 
runs over the same backbone on the main campus. On the other campuses, each building is wired to provide data, 
video, and phone service using the same equipment that is used on the main campus.    
 
All network equipment and phone equipment is protected by UPS systems. A full backup of all network servers is 
done weekly and stored off-site. 
 
Each employee that needs network access is assigned a user ID and password to login to the network upon 
request and approval from the appropriate supervisor. Access to specific items on the network is assigned on an 
individual basis by user profile. The user ID for the network is also the Username for email. Usernames are 
traditionally the user's first initial and last name. In the case of a duplicate, the middle initial is added. Passwords 
are provided by the user; passwords should be at least six characters in length, and should include numbers, upper 
and lower case letters and special characters. The user should not use passwords that would be easily guessed 
such as children's or pet's names. Passwords are required to be changed by each user every 90 days. 
 
All students are assigned a user ID and password when they register. Student user IDs are the studentôs first initial, 
last name, and last four digits of their nine-digit Student ID number. Their password is a random number and is 
system generated. The network will not allow students to login to the network from an employeeôs computer. 
Residence hall students must present their personal computer at the Help Desk to verify that the required software 
and network card is installed. The Help Desk will also perform a system check on the computer before allowing it to 
be attached to the network. 
 
The College uses a McAfee appliance on the network and McAfee Anti-Virus software in order to limit potential 
virus threats to the network. McAfee and Microsoft patches are pushed to every machine that is attached to the 
network as they are made available. 
 
When replacing equipment, computers taken from employees' offices or computer labs are 'rebuilt' to include only 
the software that will be needed by the employee who will receive the machine. When obsolescing equipment, the 
hard drive on the computer is erased before turning the machine over to the Inventory Clerk. 
 
As stated in our Acceptable Use Policy for Computing, any e-mail, document or other data saved on equipment that 
is the property of Northwest is not private. Servers and other equipment are not accessed to retrieve this type of 
information unless requested to do so by the administration or by law enforcement officials. 
 
When employees leave Northwest, the MIS Department is notified as part of the Personnel exit process. Network, 
long distance, and system access is terminated. Any information saved to the server under their network user ID 
will be deleted. E-mail accounts and messages will also be deleted. Retirees are allowed to keep their e-mail 
account upon request. 
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Information Systems Usage Policy   
 
The real time administrative computer systems of the College such as the accounting system and the student 
information system are available to all designated users during normal working hours. Access to these systems is 
extended during peak processing times such as registration, grade processing and other priority applications. 
 
Batch processing falls into two separate groups. The first consists of jobs that are run during the day such as 
payroll, instructor evaluations and selective labels. Payroll, monthly ledger processing and grades always have top 
priority. Other requests are processed on a first-come first-served basis by submission of a Work Request Form 
unless there are extenuating circumstances. The request forms must have approval of the appropriate Dean. 
 
The second group consists of jobs that must be run at night due to the need to access files that are active during 
normal working hours. There are some jobs that are run nightly to maintain file integrity. Other jobs are scheduled 
weekly or on a time-available basis as needed. Certain times of the year special processes such as grades or year-
end processing must take priority. During these times some rescheduling may be required and requests must be 
put on hold until computer time is available. If a conflict occurs as to what has priority, the Vice President for Fiscal 
Affairs will determine the need and set the priority. It is the intent of this department to provide timely service for all 
requests. 
 
The campus-wide network allows for access to records kept on the administrative computer system for academic 
needs as well as other applications on campus. The network also allows for Internet access and electronic mail, 
which will enhance communications within the College. The College's Web page is managed by our Webmaster. 
Northwest does not host Web sites for entities which are not a part of the College. 
 
There are several learning resource labs provided for instructional use. In addition to the classroom computer labs 
and video conferencing classroom currently used for instructional purposes, there are open computer labs in each 
campus library for student use as well as an additional open computer lab on the main campus. These labs are 
equipped with all computer software used in the classrooms to provide a learning resource for all students. These 
labs also provide Internet access. 
 
Information Systems Services Policy   
 
The services supplied by the administrative data processing can be separated into two groups. The first category is 
routine requests such as labels, miscellaneous reports and letters. The second category consists of special 
requests that would require programming to maintain and/or expand the computer software systems used by the 
College. Both services may be requested by a Work Request Form, which must have the approval of the 
appropriate Dean or Director. 
 
The routine requests are done on a first-come first-served basis unless the request is urgent or the deadline date 
on the request form has an extended time period. Most requests are completed within two working days of 
submission. 
 
Special programming requests are considered and completed based on the need and urgency of the request. 
These requests are reviewed by the Director of MIS to determine priority. Factors considered include the time and 
availability of staff with the required skills, the machine resources available, the effect on productivity, and the 
relationship with other programs and processes. When requests require little time or effort, they are scheduled 
ahead of more complex requests that have no deadline date. 
 
Services provided in relation to the campus wide network include access to the administrative computer system, 
Internet access, and electronic mail services. The network also provides security from the outside world to our 
internal campus network. Personal computer support technicians are available for any problems that occur in 
relation to network communications, computer software or computer hardware. There is a Help Desk available for 
faculty and staff to call with inquiries. If a technician is needed, one will be dispatched. 
 
The Help Desk is located in one of the open computer labs on the main campus. The Help Desk Coordinator 
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supervises the lab assistants in the lab and is also available to the students in the lab for instructional support. 
 
It is the intent of the College to replace classroom and open computer labs on a regular basis, keeping pace with 
current technology. All new equipment purchases or replacement requests must be requested during the budget 
process using Status Reports submitted to the Executive Council from each area of the College.   
  
5.3.1  TELEPHONE USAGE POLICY  
 
 a.  The telephone system is intended to serve the needs of the College. As such, it is essential that  
  personal usage of the College telephone not interfere with that purpose. The College recognizes  
  that employees  sometime need to place or receive personal calls. When employees find it  
  necessary to place or receive personal calls, such calls should be made or received during non- 
  work periods. 
 b.  Employees who are assigned long distance access codes are expected to act responsibly in  
  making long distance calls. Such long distance calls shall be limited to those calls which serve the 
  needs of the College, and no long distance calls of a personal nature will be allowed. 
 c.  It shall be the responsibility of each supervisor to monitor the monthly long distance telephone  
  usage report for employees who report directly to them. Excessive use or abuse may be grounds  
  for disciplinary action. 
 
5.3.2  MAIL SERVICE 
 
 a.  Mail, intra-campus and off-campus, is coordinated through the Northwest Post Office, located in  
  the McLendon Center on the Senatobia campus. Persons desiring information on the preparation  
  of out-going mail, bulk mailing procedure, and other special instructions regarding mail services  
  should contact  the Northwest Post Office. All official mail should be submitted, unsealed, to the  
  post office with a completed request for Postage Form attached. 
 b.  The services offered through the Northwest Post Office are primarily for official College business  
  purposes. The distribution of non-stamped, personal mail through the Post Office is prohibited. 
 c.  The Northwest mail service provides a vital means of communication within the College. Each  
  employee has access to a mail box at the post office and is responsible for checking mail on a  
  timely basis. 
 
5.4  NEPOTISM AND CONFLICTS OF INTEREST POLICY  
 
It shall be unlawful for any person elected, appointed, or selected in any manner whatsoever to any state, county, 
district or municipal office, or for any board of trustees of any state institution to appoint or employ, as an officer, 
clerk, stenographer, deputy or assistant who is to be paid out of the public funds, any person related by blood or 
marriage within the third degree, computed by the rule of the civil law, to the person or any member of the board of 
trustees having the authority to make such appointment, or contract such employment as employer. This section 
shall not apply to any employee who shall have been in said department or institution prior to the time the kinsman, 
within the third degree, became the head of said department or institution or member of said board of trustees. The 
provision herein contained shall not apply in the instance of the employment of physicians, nurses or medical 
technicians by governing boards of charity hospitals or other public hospitals. (Section 25-1-53 Mississippi Code 
1972 Annotated) 
 
5.5  SMOKING POLICY 
 
The College respects the rights of its employees to work in a smoke free environment. Smoking will not be allowed 
in any facility on any campus. This includes all public areas where groups of people frequently gather, such as the 
coliseum, elevators and restrooms. 
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5.6  SOLICITATION POLICY 
 
For the purpose of maintaining an orderly working atmosphere and avoiding unnecessary interruptions of 
employees at their work, the following shall be the solicitation policy of the College: 
 
a.  Distribution of written materials or solicitation by non-employees on College property is prohibited 
b.  Solicitation by employees is prohibited in working areas or during working time 
c.  College bulletin boards are for the College's use only. The use of College premises and facilities for any 
 purpose other than school-related business is subject to advance arrangements and specific approval by 
 the building supervisor and the Activities Committee 
d.  This policy applies to all employees in every location of the College. Employees are asked to report 
 violations of this policy to their supervisors 
e.  Signs and advertisements may not be posted on doors of entrances to buildings. 
  
5.7 NON-INSTITUTIONAL POLICY  
 
a.  Permission to engage in outside employment or practice of profession must be granted by the President 
 before members of the administration, faculty and staff may engage in such employment or practice of 
 profession. The President shall grant such permission only after  having first determined that the said 
 outside employment or practice of profession will in no way interfere with the College duties or job 
 performance of the employee requesting such permission. Employees of the College will not engage in a 
 business or profession that would in any manner compete with a similar business or profession over 
 which they would have direct supervision, inspection, or purchasing authority within the College, such 
 being a conflict of interest. In addition, outside employment or practice of profession of Northwest 
 administration,  faculty and staff shall not bring discredit to the College, nor should the name of the College 
 be used to acquire an outside position. 
b.  Employees of the College desiring to engage in outside employment or practice of profession should 
 complete the Application to Engage in Outside Employment Form and forward it through the appropriate 
 channels to the President for approval. Approval is required annually. 
c.  Failure to notify the President of outside employment through the provisions contained in the policy shall 
 constitute grounds for disciplinary action, which may include termination. 
d.  Employees granted permission to engage in outside employment or practice of profession shall not use the 
 College's facilities, materials, supplies, mail service, and/or telephone equipment to conduct such 
 employment or practice of profession. 
 
5.8  DRESS CODE 
 
Each employee is expected to dress appropriately for the job. Supervisors will offer guidance as to proper attire. 
Supervisors may also establish special requirements for reasons of safety. Dress that is disruptive to the 
educational process may be cause for disciplinary action. 
 
Uniforms issued to employees shall be worn only while performing Northwest Mississippi Community College 
business. The wearing of the uniform while working for another employer is prohibited. 
 
5.9  PET POLICY 
 
In an effort to provide a clean, quiet and safe environment, the College does not permit pets to be kept in campus 
facilities, except for single family dwellings. The pets falling into these few exceptions are not to roam unrestricted 
on campus grounds. The College is neither responsible nor liable for any damages and/or injuries caused or 
inflicted by such pets. 
 
5.10 FUND-RAISING POLICY  
 
All external fundraising activities conducted through the name association of Northwest Mississippi Community 
College or the Northwest Mississippi Community College Foundation whether by students, faculty, administrators, 
staff or external groups must be approved. A fundraising activity is defined as any activity in which private funds are 
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solicited. Fundraising events must be approved as follows:  
 
 1)  Campus Organization events that are conducted by students to raise money for their respective  
  clubs and/or organizations must meet guidelines as specified in the Student Guide and must have 
  final approval by the Vice President of Student Affairs 
 2)  Faculty and Staff projects, such as selling ads for athletic programs or soliciting funds for sports  
  awards that require solicitation of gifts shall be coordinated with the Director of Development who  
  shall have the authority to deny access to certain donors if other solicitations are underway with  
  these donors 
 3)  Foundation fundraising projects for purposes other than scholarships require the authorization from 
  the Foundation Board of Directors, with final approval to be granted by the President of NWCC. 
 
The Director of Development shall present an annual report to the NWCC Board of Trustees and to the NWCC 
Foundation Board of Directors. This report shall include funds raised, sources of these funds, and designation of 
these funds. Upon completion of an annual audit, copies of the auditor's report shall be distributed to the NWCC 
Board of Trustees and the NWCC Foundation Board of Directors. This evaluation of fundraising activities will serve 
as a measure of how effectively the various fundraising activities are supporting the College's mission and will be 
incorporated into the College's planning process.  
 
5.11 EXTERNALLY FUNDED GRANTS  

 
Externally funded grants and contracts must be related to the stated purpose of the College and allow for complete 
administrative and financial control by the institution.  All externally funded grants and contracts being sought must 
be approved by the President prior to the commitment of college resources in seeking grants and contracts.  No 
externally funded grants and contracts may be accepted by college personnel other than the President. 
 
5.12  POLICY FOR WORKPLACE THREATS AND VIOLENCE  
 
Nothing is more important to Northwest Mississippi Community College than the safety and security of its 
employees, students, visitors, and guests. Threats, threatening behavior, or acts of violence against employees, 
visitors, guests, or other individuals by anyone on Northwest property will not be tolerated. Violations of this policy 
will lead to disciplinary action which may include dismissal, arrest, and/or prosecution. 
 
Any person who makes substantial threats, exhibits threatening behavior, or engages in violent acts on any 
Northwest campus or at any authorized Northwest event shall be removed from the premises by appropriate 
authorities as quickly as safety permits. Such individuals shall remain off all Northwest campuses pending the 
outcome of an investigation. Northwest will initiate an appropriate response, which may include, but is not limited to, 
suspension and/or termination of any educational/business relationship, reassignment of job duties, suspension or 
termination of employment, and/or criminal prosecution of the person or persons involved. 
 
No existing Northwest policy, practice, or procedure should be interpreted as prohibiting actions designed to 
prevent a threat from being carried out, a violent act from occurring, or a life threatening situation from developing. 
All Northwest personnel are responsible for notifying the Campus Police and their supervisor of any threats which 
they have witnessed, received, or have been told that another person has witnessed or received. Even without an 
actual threat, personnel should also report any behavior they have witnessed which they regard as threatening or 
violent when that behavior is job related, might be carried out on the campus, or is connected with Northwest 
employment. Employees are responsible for making this report regardless of the relationship between the individual 
who initiated the threat or threatening behavior and the person or persons who were threatened or were  the focus 
of the threatening behavior. 
 
All individuals who apply for or obtain a protective or restraining order which lists any Northwest campus as being  a 
protected area must provide to their supervisor and the Director of Campus Police a copy of the petition and 
declarations used to seek the order, a copy of any temporary protective or restraining order which is granted, and  a 
copy of any protective or restraining order which is made permanent. 
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Northwest Mississippi Community College understands the sensitivity of the information requested and will make 
every effort to respect the privacy of the reporting employee(s).

5.13  FIREARMS POLICY 
 
The Board of Trustees of Northwest Mississippi Community College recognizes that the possession of pistols, 
firearms, or other weapons on college premises or at college functions by persons other than duly authorized law 
enforcement officials creates unreasonable and unwarranted risk of injury or death to the College's employees, 
students, visitors, and guests, and further creates an unreasonable and unwarranted risk of damage to properties 
of the College, the College's employees, students, visitors, and guests. Because of such dangers, the Board hereby 
prohibits the possession of pistols, firearms, or weapons in any form by any person other than duly authorized law 
enforcement officials and the College's security officials on the College's premises or at functions, regardless of 
whether any such person possesses a valid permit to carry such pistols, firearms, or weapons.
 
Failure to comply may result in disciplinary action up to and including termination.

5.14  INTELLECTUAL PROPERTY RIGHTS POLICY  
  
All work products created or produced using the Collegeôs resources, facilities, or time are considered to be 
property of Northwest Mississippi Community College.  Products developed on personal time using personal 
resources shall be deemed property of the individual.  All revenue derived from College owned products is 
unrestricted for institutional budgeting purposes, while any revenue gained from individually owned work products is 
discretionary for the developer.  This policy is applicable to all faculty, staff, and students.     
 
5.15  POLITICAL PARTICIPATION POLICY  
 
Participation by employees of Northwest Mississippi Community College in various community and public  affairs  is 
encouraged; however, it is expected that time given to such activities will not interfere with the regular duties of the 
employees. Before an employee shall become a candidate for any public office which is a salaried position, the 
employee is required to obtain a leave of absence without pay from the President of the institution. The following 
procedures and interpretations are established to implement this policy:      
a.  The phrase "which is a salaried position" is interpreted as meaning a job that is essentially full-time with 
 commensurate salary or commission. Questions as to whether candidacy for a particular office requires 
 leave without pay will be referred to the Vice President of Fiscal Affairs. 
b.  The employee must not use the College insignia, seal, or logo in any way to campaign; nor use College 
 facilities (telephones, computers, mail, supplies, equipment, etc.) in the campaign. The employee must 
 not state that the candidacy has the endorsement of the College. 
c.  Personnel papers to provide for leave without pay will be initiated at the division or department head 
 level and approved through appropriate administrative channels. Leave of absence without pay may 
 be granted if such leave will not adversely affect the operation of the College. 
d.  The College is under no obligation to place an individual returning from leave of absence in the same or 
 similar position. 
e.  Upon election to an office that is essentially full-time, the employee will submit a resignation from the 
 College position. The effective date of the resignation will be determined by the College. 
f.  An employee, having been elected to a part-time elective office, shall not perform the duties of the office 
 during normal work time, nor shall the duties of the office interfere with the discharge of College duties. 
g.  An employee becomes a candidate when the employee publicly makes it known that the employee is a 
 candidate. 
h.  College time shall not be used to campaign for a public office. 
 
5.16  PARKING 
 
Employees are to comply with parking regulations of the College and will be held responsible for paying any tickets 
issued. Employee decals are intended to be used only by the employee and not the employee's dependents. 
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5.17  HUMAN RESOURCES POLICY 
 
 5.17.1 WORKERS COMPENSATION 
 
 Northwest Mississippi Community College carries workers compensation insurance as required by 
 law to protect employees who are injured on the job. This insurance provides medical, surgical, and 
 hospital treatment in addition to loss of earnings from work-related injuries. Compensation 
 payments begin from the first day of the employee's hospitalization or after the third day following  the injury 
 if the employee has not been hospitalized. The cost of coverage is paid entirely by Northwest. 
 
 If you are injured while working, please report it immediately to your supervisor, regardless of how 
 minor the injury may be. If you have any questions regarding the workers compensation insurance 
 program, please contact the Personnel Office. 
 
 Northwest Mississippi Community College and its insurance carrier shall not be responsible for the 
 payment of Workers Compensation benefits for any injury which arises out of an employee's voluntary 
 participation in any off-duty recreational, social or athletic activity which is not part of the  employee's work-
 related duties. 
 
 Northwest Mississippi Community College and its insurance carrier shall be responsible for the payment 
 of Workers Compensation benefits when the injury is the result of any recreational, social or athletic activity 
 which is a reasonable expectancy or is required by Northwest. 
  
 There are currently no such activities requiring your participation. If and when there are, you will be notified. 
 
 5.17.2  U.S. IMMIGRATION LAW ( lRCA) EMPLOYMENT ELIGIBILITY VERIFICATION  
 
 a.  U.S. Immigration Law (lRCA) requires that any employee who is hired or recruited for a fee after  
  November 6, 1986, be subject to a document inspected process. The requirement applies to U.S. 
  citizens as well as to non-citizens. The verification process must take place within three business  
  days of hiring. Essentially, employees must testify that they are: 
  1.  A citizen or national of the United States, or 
  2.  An alien lawfully admitted for permanent residence, or  
  3.  An alien authorized to work in the United States. 
 
 b.  Employees must present documents to prove their identity and employment eligibility and the  
  College must physically examine this evidence. The regulations provide for three alternative lists of 
  documents, designated as List A, List B, and List C. Human Resources will examine and certify  
  either one document from List A or one document from List Band one from List C. Verification of  
  this review will be documented on the U.S. Immigration Service Employment Eligibility Verification 
  (Form 1-9) to be retained in Human Resources.  
 
 5.17.3 OVERTIME AND FAIR LABOR STANDARDS ACT POLICY  
 
 a.  The College is covered by the minimum wage and overtime provisions of the Fair Labor Standards 
  Act, as amended. Faculty, administrative, and other professional staff are exempt from the  
  provisions of this policy. 
 b.  Time cards/time sheets are utilized to record the hours worked by non-exempt employees.  
  Employees who voluntarily come in before their regular starting time or stay after their regular  
  stopping time need not be paid for such periods unless they are  actually working. Early or late  
  reporting may be adjusted by the supervisor and should  be acknowledged by the employee with  
  the employee's initials on each change to the time sheet record. 
 c.  The workweek at the College consists of seven consecutive 24-hour periods beginning at 12:01  
  a.m. on Saturday morning and ending at midnight on Friday. Weekly hours worked may be  
  rounded to the nearest quarter hour for purposes of payroll calculations. 
 d.  In most instances, overtime is earned only when a non-exempt employee actually works in excess 
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  of forty hours during a workweek. The time associated with paid  personal/sick days or holidays at 
  the College will not be used toward overtime calculations. 
 e.  Personnel required to work on any of the holidays shown below will be compensated at 1 ½ times 
  their normal rate. 
 
  Holidays: 
 
  New Years Day 
  Martin Luther King, Jr./Robert E. Lee Day  
  Good Friday 
  Memorial Day 
  Independence Day 
  Labor Day 
  Thanksgiving Day 
  Christmas Day 
 
 f.  When overtime is worked by a non-exempt employee, the following general    
  procedures will be followed: 
 
  1)  College employees may be eligible receive compensatory time for work in   
   excess of their normal workweek in accordance with the provision of the Fair Labor  
   Standards Act. All hours worked in excess of 40 hours per week will accrue on an hour and 
   a half earned per hour worked basis. Employees must use compensatory time within a  
   reasonable period of time after it is earned. The supervisor may request that the employee 
   be paid for hours worked in excess of the normal workweek in lieu of accruing   
   compensatory time. 
  2)  Upon termination, employees must be paid for unused compensatory time. The rate of pay 
   will be the final regular rate received by the employee, or an average of the employee's  
   regular rate for the last three years of employment, whichever is greater. 
  3)  No payment for overtime will be permitted to a College employee unless    
   approved by the immediate supervisor of the employee on the Work Form. An   
   employee who exceeds the normal workweek without proper authorization will   
   be subject to disciplinary action. Repeated violations of the policy may result   
   in disciplinary action up to and including termination. 
  4)  The College will count authorized enrollment in course work by an employee   
   during the work week as hours worked and will not deduct this time from hours worked in  
   the standard work week. 
  5)  The supervisor is required to approve the scheduling of accrued  compensatory time for  
   employees and may consider workload and other factors in approving the request  
   for use of compensatory time by an employee. 
 
APPLICANTS:  
 
 Faculty, Administrative and Professional job applicants must submit to Human Resources the following: 
 
 1.  Completed Application 
 2.  Resume 
 3.  Two Letters of Recommendation 
 4.  Official transcripts ("ISSUED TO STUDENTò not acceptable) from all colleges and   
  universities attended. 
 
 General staff applicants must have the following information in the Personnel Office: 
 
 1.  Completed Application  
 2.  Certificates if applicable. 
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EMPLOYEES:  
 
 Upon being hired, the following information must be in Human Resources before the employee reports to 
 work: 
 
 Administrative, Faculty and Professional Employees: 
 
 1. Application 
 2.  Resume 
 3.  Two Letters of Recommendation 
 4.  Official Transcripts/Certificates showing all credits earned and degrees granted as   
  necessary for their position  
 5.  Birth Certificate (if available) 
 6.  U.S. Immigration Service Form (1-9) for employees hired after November 6,1986; this   
  form must be accompanied by copies of two ID's 
 7.  Recommendation and Authorization Form 
 8.  Payroll and Tax forms as appropriate. 
 
 General Staff: 
 
 1.  Application 
 2.  U.S. Immigration Service Form (1-9) with copies of two ID's  
 3.  Transcript/Certificates if  appropriate 
 4.  Recommendation and Authorization Form 
 5.  Payroll and tax forms as appropriate. 
 

5.17.4 DIRECT DEPOSIT 
 

 Those employees wishing to have their monthly checks electronically transferred to their banks must 
 complete a Direct Deposit Authorization Form and submit it to Human Resources along with a voided 
 personal check on which the account number and routing number for the designated bank and personal 
 account are listed. Human Resources must receive all documentation at least 10 working days prior to the 
 pay date in the month you desire this benefit to begin. Employees not receiving pay for any calendar year 
 will automatically be deleted from the Direct Deposit files and will be required to resubmit all forms upon 
 having employment reinstated. A mailer containing all pertinent information normally found on the check 
 stub will be mailed to the employee's address of record in Human Resources. 
 
 5.17.5 PROBATIONARY PERIOD FOR NEW EMPLOYEES  
 
 1.  The College has established a 90-day probation period for new employees. This  period is  
  established to benefit both the employee and the College. It is a period of adjustment and  
  adaptation, both personally and in terms of learning the job requirements and work rules. During  
  this period, if the employee fails to adapt successfully to the requirements of the position, the  
  division or the College as a whole, employment may be terminated immediately. Contracts/Letters 
  of employment will not be considered official until the employee has satisfactorily completed their  
  90 day probationary period. 
 2.  A decision to terminate will be made by the immediate supervisor in consultation with the   
  appropriate Vice President. The College recommends, but does not require, discussion and  
  counseling before termination is recommended. 
 3.  On or before the end of the 90-day probationary period the immediate supervisor will complete a  
  Notice of Completion of Probation Form with one of the following recommendations: 
  a.  A statement that the employee has completed the probationary period satisfactorily is  
   performing the duties of the position in an acceptable manner, and a recommendation that 
   the employee's status be changed from probationary to permanent. 
  b.  A statement that the employee has not completed the probationary period satisfactorily, is 
   not performing the duties of the position in an acceptable manner, and a recommendation 
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   that the employee be terminated immediately. 
  c.  A statement that the employee has not completed the probationary period satisfactorily, is 
   not yet performing the duties of the position in an acceptable manner, and a request that  
   the probationary period be extended for up to another 90 days with specific conditions. 
 
  If this form is not completed by the end of the 90-day probationary period,    
  the employee will automatically be approved. 
 
 4.  Probationary employees may be terminated without a right of appeal. 
 
5.18  SCHOLARSHIPS FOR DEPENDENTS OF RETIREES 
 
The dependents of retired employees with 20 years or more of full-time employment at Northwest Mississippi 
Community College are eligible for all scholarship benefits given to currently employed fulltime employees. 
 
5.19  THE AMERICANS WITH DISABILITIES ACT  
 
Northwest Mississippi Community College complies with all applicable laws regarding affirmative action and equal 
opportunity in all its activities and programs and does not discriminate against anyone protected by law because of 
age, creed, national origin, race, religion, sex, disability, veteran, or other status. 
 
Faculty must be familiar with rules and regulations governing compliance with the Americans with Disabilities Act 
especially as related to students. Therefore, all faculty will work with the College's ADA coordinator when situations 
warrant. 
 
5.20   PUBLIC RELATIONS POLICY AND COLLEGE PUBLICATIONS  
 
The Office of Public Relations coordinates all public relations and marketing efforts of the College and develops all 
official college publications.  To insure that all newsworthy events are reported to the public, and that all information 
and publications are consistent with institutional standards of accuracy and presentation, faculty and staff are asked 
to comply with the following guidelines: 
 
 1. Public Information  - Information about Northwest is mailed or e-mailed to newspapers, radio and 
 television stations in the college's 11-county district, Tupelo, Memphis, and Jackson. Material must be 
 received in the Public Relations Office by Wednesday of each week. An estimated timetable for publicity is 
 two weeks prior to an event, and immediately following an event (not more than one week after it  has 
 taken place). Press releases are also posted at the online newsroom on the College's Web site. 
 
 2. Special Events Coverage  - The Public Relations Office provides coverage of special events on campus 
 such as tournaments, Bull-A-Rama, and Fine Arts productions.  At least one week prior notice is required 
 for coverage of a special event.  The Public Relations staff assists with Homecoming, building dedications, 
 and special events as requested by the President.   
 
 3. Sports Coverage  - Sports press releases and radio PSAs are e-mailed to all media on the regular 
 mailing list; special pre-game stories are faxed or called in to daily newspapers, radio and TV stations.  
 Following all home athletic events, scores and statistics are reported to newspapers and television stations 
 in Memphis, Tupelo, and Jackson. Press releases are sent to hometown newspapers of out-of-district and 
 out-of-state athletes. Game stories, scores and statistics are also post on the college's Web site.  
 
 4.  Photography  - Photographs are made of student events, special awards, sports events, etc.   The 
 purpose of making these photographs is to send them to area newspapers for publicity purposes. At 
 least two days' notice is required for scheduling photography services.  The Public Relations Office 
 does not make photos for scrapbooks and displays.  There is, however, a camera that may be checked 
 out for those purposes.  Processing is to be provided by the person or department requesting the display 
 photos.   
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 5. Clearinghouse  - All college materials including programs, invitations, and publications for dissemination 
 to the public are channeled through the Public Relations Office for proofreading and assisting with the 
 communication process.  
 
 6. Advertisi ng  - Advertising for the college is approved by the Marketing Committee and designed by the 
 Public Relations staff.  Television or radio advertising is coordinated by the Public Relations Office. 
 
 7. Business Cards  - The Public Relations Office is responsible for designing and ordering business cards 
 for Northwest faculty and staff.  
 
 8. College Publications  - The Public Relations staff is available for assistance with copy writing,  layout 
 and design, and production of college publications for divisions, departments, and special events.  
 The Public Relations Office works out production details with the printer.  Contact the Public Relations 
 Office at least a six weeks prior to the date the material is needed.   
 
 9. Student Publications  - The Ranger Rocket is published monthly during the regular academic  year. If 
 there is an event that warrants coverage in the student newspaper, contact the Public Relations Office for a 
 reporter and/or photographer. Special events may also be covered for the Rocketeer yearbook. 
 
 
5.21  POLICY REGARDING APPOINTMEN T TO ADVISORY BOARDS, COUNCILS, AND COMMITTEES  
 
Northwest Mississippi Community College does not discriminate on the basis of race, color, national origin, sex, 
religion, age, disability or status as a veteran or disabled veteran in appointment to advisory boards, councils, or 
committees.  
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SECTION VI: 
 

ADMINISTRATIVE JOB DESCRIPTIONS  
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President  
Job Description 

 
The President of the College is the authorized representative of the Board of Trustees, having duties and 
authorities provided by Mississippi State Laws (Sections 37-29-61 and 37-29-63) and those delegated duties and 
authorities specified by the Board of Trustees. The President is elected by the majority vote of the membership of 
the Board and his terms of employment, compensation, and length of contract are set by the Board of Trustees. 
The length of the contract shall not exceed four (4) years in accordance with applicable State Laws (Section 37-29-
61 of the Mississippi Code). 
 
General Duties of the President of the College 
1.  Serves as the Chief Executive Officer of the College with authority to manage and direct the affairs 
 of the College, in accordance with the policies and regulations established by the Board of Trustees and 
 the applicable laws of the State of Mississippi 
2.  Administers and enforces all adopted Board policies and regulations relating to the operation and 
 management of the College 
3.  Provides creative leadership to the Board of Trustees and to the faculty, staff and administration of 
 the College 
4.  Makes nominations of all faculty members to the Board of Trustees for election, and determines  and 
 assigns their duties and responsibilities, in accordance with applicable Board policies 
5.  Controls and directs the admission and classification of students in conformity to accreditation requirements 
 and applicable Board policies 
6.  Accepts responsibility for the safety, proper care and use of all school property 
7.  Attends all meeting of the Board of Trustees 
8.  Supervises for the Board of Trustees, the purchasing of all supplies, materials, and services 
 authorized by the annual budget in accordance with applicable State Laws and adopted policies of 
 the Board 
9.  Signs all checks for moneys paid out of College controlled funds, or has his designated  representative to 
 do so 
10.  Provides supervision and support of the Director of Development which includes efforts in 
 fundraising and development for both the College and the College's foundation 
11.  Prepares, with the assistance of other personnel of the College, an annual budget which shall contain a 
 detailed estimate of the revenues and expenses anticipated for the ensuing year for general 
 operation, maintenance, and capital improvements of the College for the approval and adoption by the 
 Board of Trustees 
12.  Prepares, adopts, and amends, as needed, the educational program, curricula, and courses of study, 
 subject to the approval of the Board of Trustees with the advice and counsel of the various Deans, 
 Division Directors, the Curriculum Committee, and the faculty 
13.  Delegates authority and responsibility for directing specific areas of operation of the College to  other 
 employees of the College, with the final authority and responsibility retained by the President  
14.  Periodically reports to the Board of Trustees on the financial status and condition of the College 
15.  Reports to the Board of Trustees the results of the annual financial audit, the financial statement,  and any 
 other financial report or document which might reflect the financial condition or status of  the College 
16.  Recommends to the Board of Trustees any necessary revisions in the annual budget for approval 
 by the Board 
17.  Employs all non-instructional college personnel, in accordance with the annual budget, applicable 
 Board policies, and with state statutes 
18.  Develops an agenda for regular Board meetings with advice and counsel of the Chairperson of the 
 Board of Trustees 
19.  Assists the Board of Trustees in reaching sound judgments in establishing policies; provides the  Board, 
 when needed and appropriate, with helpful facts, the results of investigations, general information, and 
 reports 
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20.  Prepares and submits to the Board for its approval, statements of policy which the President believes 
 are needed for the proper management of the College and which require action of the Board 
21.  Performs any other lawful duties as appropriate and as directed by the Board of Trustees of 
 Northwest Mississippi Community College 
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Executive Assistant to the President  
Job Description 

 
General Statement: 
The Executive Assistant to the President reports directly to the President. The specific roles and responsibilities of 
this administrator are as follows: 
 
1.  Assists the President in managing and directing the affairs of the College 
2.  Attends all meetings of the Board of Trustees 
3.  Serves as lobbyist to the legislature for Northwest Mississippi Community College 
4.  Attends meetings and functions for the President when the President is unavailable 
5.  Signs checks for monies paid out of college controlled funds as directed by the President  
6.  Serves on the Executive Council of the College 
7.  Assists with the preparation of the College budget 
8.  Assists with the revision of the College budget 
9.  Performs any other lawful duties as appropriate and directed by the President 
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Vice President for Fiscal Affairs  
Job Description 

 
General Statement: 
The Vice President for Fiscal Affairs, which reports directly to the chief executive officer, has district wide 
responsibility for all business and financial affairs of the College. The specific roles and responsibilities for this 
administrator include, but are not limited to the following: 
 
1.  Assists the president in the preparation and control of the institutional budget 
2.  Establishes and maintain an appropriate system of accounting and financial reporting 
3.  Provides access to information on interim budgetary status to departments 
4.  Provides supervision and support of the Human Resources Office, which includes the maintenance 
 of personnel records and administration of personnel policies governing administration and staff 
5.  Provides supervision and support of the Director of Physical Plant and all areas falling under that position 
 (physical plant, transportation, custodial services, and waste management) 
6.  Provides supervision and support of the Business Manager and all areas falling under this position 
 (purchasing, payroll, accounts receivable, accounts payable, inventory control, student financial aid, 
 veteran's affairs, and all other accounting and financial operations) 
7.  Provides supervision and support of the Director of Technology and all areas falling under that position, 
 (technological advancement, administrative computer services, and communication services) 
8.  Provides supervision and support of the various auxiliary enterprises including bookstores and postal 
 services 
9.  Performs other duties as assigned by the Board of Trustees or President 
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Vice President for Educationa l Affairs  
Job Description 

 
Incumbent has district-wide policy and coordination responsibilities for the instructional affairs of the College district. 
The role and responsibilities of this position include: 
 
1.  Coordinates district-wide policies and responsibilities for the instructional affairs of the district 
2.  Ensures proper implementation and compliance with district instructional policies 
3.  Exercises general coordination of policy and curriculum development and instructional program 
 administration throughout the district 
4.  Provides adequate and effective communication and leadership in all aspects of instructional affairs among 
 and through the deans  
5.  Provides system wide supervision, organizational and coordination of all instructional support services  
6.  Provides recommendations to the President concerning the employment of instructional and instructional 
 support personnel 
7.  Assists with budget preparation 
8.  Monitors the budget in areas of responsibility 
9.  Provides general supervision of the intercollegiate athletic programs 
10.  Provides general supervision and coordination of student admissions and student academic records  
11.  Performs related duties as required or deemed appropriate to accomplish assigned responsibilities and 
 function of the office 
12. Coordinates and supervises Distance Learning programs. 
13.  Performs other duties that may be assigned by the appropriate authority 



 72 

Vice President for Student Affairs  
Job Description 

 
The Vice President for Student Affairs, who reports directly to the President, is the Chief Student Affairs with 
responsibility for the planning, implementation and evaluation of student development services of the College. The 
specific roles and responsibilities for this executive officer include, but are not limited to the following: 
 
1.  Serves as chief disciplinary officer for students, with responsibility for enforcing the Code of Student 
 Conduct 
2.  Supervises and supports the Director of Campus Police and the district-wide functions falling under that 
 position (police, parking, identification services, emergency management, and crime prevention) 
3.  Supervises and supports the Director of Housing and all functions falling under that position 
 (residence hall management and assignments, staff supervision and training, programming, faculty 
 and staff housing, etc) 
4.  Supervises and supports the Director of the Student Development Center at the Senatobia campus, 
 and all functions falling under that position (personal and academic counseling, testing, disability support 
 services, early alert) as well as coordination of all district wide counseling services 
5.  Supervises and supports the Recreation and Intramural Manager and all functions falling under that 
 position (intramurals and recreation) 
6.  Supervises and supports the Director of Recruiting and the district-wide functions falling under that position 
 (new student recruitment) 
7.  Supervises and supports the Student Activities Manager and all functions falling under that position 
 (student activities, cheerleading, student organizations, homecoming and pageants) 
8.  Supervises and supports the Director of Campus Life and all functions falling under that position (student 
 conduct, new student orientation, health services, educational programming) 
9.  Supervises and support the Director of Student Support Services and all functions falling under that 
 position  
10.  Supervises the Haraway Center and facility scheduling for the Senatobia campus  
11.  Supervises and support the Director of Public Relations and all functions falling under that position (student 
 and college publications, institutional marketing, and sports information and publications) 
12.  Supervises and supports the Director of Food Services and all functions falling under that position 
 (cafeteria, catering)  
13.  Develops and recommends budget for Student Affairs areas  
14.  Performs related duties as assigned by the President 
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Director of Institutional Planning a nd Research  
Job Description 

 
General Statement: 
The Director of Institutional Planning and Research, who reports directly to the President, has the responsibility for 
providing accurate, timely, and informative data to College decision-makers and external agencies. The Director will 
collaborate with other units across all divisions of the College to define data elements and find creative ways to 
analyze data and present results to College administrators, faculty, and staff. The specific roles and responsibilities 
for this administrator include, but are not limited to the following: 
 
1.  Conducts institutional research to support College strategic planning, accreditation, and decision making 
2.  Coordinates the completion of all required state and federal data reports including required IPEDS reports 
3.  Coordinates the development, implementation, and data analysis of surveys and other information needed 
 to support academic, departmental and College efforts in assessment  
4.  Coordinates annual program review  
5.  Maintains responsibility for researching and making recommendations to the president on appropriate grant 
 funding 
6.  Provides assistance in grant writing for funded programs such as Student Support Services 
7.  Provides assistance to the President in college planning activities 
8.  Coordinates faculty, staff and administrator evaluation process 
9.  Provides necessary support for the College's accreditation activities with responsibility for filing all required 
 SACS reports 
10.  Represents the College research function at local, state and regional meetings 
11.  Performs related duties as assigned by the President 
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Academic Dean - Senatobia Campus  
Job Description 

 
The Senatobia Campus Academic Dean is responsible for directing, coordinating, and supervising all aspects of the 
college parallel instruction programs on the Senatobia Campus, including: 
 
1.  Maintains all academic accreditation standards or other standards affecting academic areas set by the 
 regional accrediting agency, specific program accrediting agencies or by the governing board 
2.  Advises the Vice President for Educational Affairs as to the conduct of the instructional program  with 
 particular interest being given to citing excellence and making recommendation for improvements 
3.  Works with the Vice President for Educational Affairs in establishing procedures for planning and evaluating 
 the instructional program 
4.  Works with the academic faculty, division directors and Vice President for Educational Affairs in the 
 formulation of educational goals that are consistent with the institutional purpose 
5.  Assists in the development of procedures for evaluating the extent to which educational goals are 
 being achieved 
6.  Assists in developing procedures for use of the results of evaluation procedures to improve institutional 
 effectiveness 
7.  Assists in the development of procedures for evaluating student academic achievement 
8.  Assists in the recruitment and selection of academic faculty 
9.  Recommends to the Vice President for Educational Affairs the schedule of classes for the Senatobia 
 Campus academic division 
10.  Monitors the academic faculty work load and recommending appropriate adjustment 
11.  Recommends to the Vice President for Educational Affairs the budget for the academic division. 
 Recommends expenditures of the approved budget with any deviation from the approved budget  being 
 first approved by the Vice President for Educational Affairs 
12.  Plans, conducts, and reports to the Vice President for Educational Affairs on all academic and divisional 
 meetings 
13.  Assists with articulation of courses and programs of study with the Universities 
14.  Develops, plan and implement in-service training programs for faculty 
15.  Supervises Senatobia campus evening program 
16.  Assists with supervision of virtual college offerings 
17.  Performs other duties and responsibilities as may be assigned by the President or Vice President for 
 Educational Affairs
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District Dean of Career -Technical Education  
Job Description 

 
The District Director/Dean of Career Technical Education accepts responsibility for planning, directing, and 
supervising the career technical educational program of the institution, including: 
 
1.  Maintains all accreditation standards or other standards affecting career technical programs set by 
 the regional accrediting agency, specific program accrediting agencies or by the  governing board 
2.  Advises the Vice President for Educational Affairs as to the conduct of the career technical division with 
 particular interest being given to citing excellence and making recommendations  for improvements  
3.  Establishes procedures for planning and evaluation of the career technical instructional  program  
4.  Works with the career technical faculty, career technical center directors and Vice President for 
 Educational Affairs in the formulation of educational goals that are consistent with the instructional purpose 
5.  Develops procedures for evaluating the extent to which career technical educational goals are being 
 achieved 
6.  Develops procedures for use of the results of evaluation procedures to improve institutional 
 effectiveness 
7.  Evaluates the career technical center directors 
8.  Recruits, selects, and recommends career technical faculty 
9.  Recommends the schedule of classes for the career technical division 
10.  Monitors the career technical faulty work load and recommend appropriate adjustments 
11.  Recommends the budget for the career technical division 
12.  Recommends expenditures of the approved budget 
13.  Develops, plans and implements in-service training programs for career technical faculty 
14.  Orientates new faculty and staff members to college regulations, policies, rules procedures and practices  
15.  Participates in the plans of new construction or physical expansions of career technical facilities 
16. Prepares and submits all reports relating to the area of career technical education 
17. Interprets the career technical program to the district 
18.  Maintains records of inventory, faculty, etc. requested by the State Bureau of Vocational-Technical 
 Education and the College 
19.  Coordinates the development of the local plan 
20.  Responsibility for the expenditure and utilization of all Federal and State funds for Career  Tech 
21.  Continually surveys the needs of the area and initiates and implements new programs in  career  technical 
 education 
22.  Coordinates the on-going evaluation, involving all programs, career technical employees and centers  
23.  Serves as the liaison officer of the community college with labor and industrial groups 
24.  Accepts responsibility for long range planning for Career Tech 
25.  Accepts responsibility for the overall Advisory Council for career technical education 
26.  Accepts responsibility for the supervision of special funded programs such as, Disabled and 
 Disadvantaged 
27.  Accepts responsibility for the Career Technical Council made up of all Career Tech  Administration 
28.  Accepts responsibility for the career technical classes offered through Continuing Education 
29.  Accepts responsibility for representing the institution at State Board for Community and Junior  Colleges  
30.  Accepts responsibility for the request and purchase of all new career technical equipment 
31.  Accepts responsibility for maintaining accreditation for Career Tech programs with national 
 certification 
32.  Articulates the Career Tech Programs with district Secondary Career Tech Centers, businesses and 
 industry 
33.  Accepts responsibility for the continued public relations program for Career Tech 
34.  Accepts responsibility for maintaining standards of excellence and emerging development in the training of 
 Career Tech students 
35.  Accepts responsibility for maintaining control of the local supply budgets for Career Tech  programs 
36.  Accepts responsibility for maintaining adequate facilities to meet all current local, state and federal health 
 and safety regulations 
37.  Performs other duties as assigned by the Vice President for Educational Affairs and/or the President 
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Career -Technical Center Directors/Deans  
Job Description 

 
The Career Technical Center Director/Dean is the executive head of all vocational programs within the Center and 
is directly responsible to the District Director/Dean of Career Technical Education for the administration, and 
supervision of all vocational programs within the NWCC district. Such duties and responsibilities include: 
 
1.  Accepts responsibility for administering vocational education programs in accordance with the federal, 
 state, and local regulations  
2.  Accepts responsibility for the development of the local vocational annual plan for the Center  
3.  Carries out the policies of the President, Board of Trustees, and Vocational Bureau of the State 
 Department of Education 
4.  Recommends to the District Director/Dean qualified staff personnel for each program area, including 
 guidance counselor, for approval each school year. No staff member may be given a contract at a 
 Center without recommendation. (Proper certification should be checked through the State office prior 
 to this recommendation) 
5.  Provides direction to and supervision of the vocational counselor, instructional personnel and others 
 working in vocational education 
6. Conducts an evaluation (during February) of all vocational personnel and programs with the Center 
7.  Constantly appraises and evaluates instructional program 
8.  Makes maximum use of the advisory and craft committees with special emphasis on program planning, 
 evaluation, placement and follow-up. Minutes of all meetings and accomplishments should be kept on file 
 with the director 
9.  Makes annual and long-range needs assessments through student surveys, manpower and job 
 opportunity surveys. This should determine program needs and justification (either deletions or additions) 
10.  Provides for pre-serve training for new personnel 
11.  Develops a manual of policies and procedures for the daily operation of the Center 
12.  Organizes, promotes and supervises the adult vocational education program at the Center 
13.  Attends professional conferences and workshops which will contribute to effectiveness as a vocational 
 educator 
14.  Plans and executes an extensive program of publicity and public relations, including vocational  exhibits, 
 and utilization of student organizations in cooperation with the public relations department 15. 
 Encourages participation in professional organizations by all personnel  
16. Informs teachers concerning their areas of liability and familiarize them with insurance coverage for same, 
 which is available 
17.  Develops and administers budget for equipment and supplies, including requisitioning and purchasing 
18.  Supervises layout and installation of equipment 
19.  Inventories equipment annually, maintains inventory records and submits information to the 
 Vocational Bureau, State Department of Education, as required 
20.  Assures maintenance and repair of all equipment and recommend replacement of equipment as needed 
 to the District Director/Dean of Career Technical Education 
21.  Secures needed materials from the Curriculum Coordinating Unit and other sources and maintain 
 an inventory 
22.  Maintains accurate records and make required reports to the District Director/Dean of Career Technical 
 Education  
23.  Utilizes the services of the Mississippi Employment Security Commission  
24.  Maintains in the Guidance Office follow-up records on each student for five years following exit from the 
 program 
25.  Maintains records in the Guidance Office of past, present, and prospective employers of graduates 
26.  Provides a job description for all personnel 
27.  Develops a comprehensive safety program 
28.  Provides and supervises all vocational student organizations 
29.  Conducts fire and tornado drills and meet all safety standards within the shop areas at the Center 
30.  Ensures that all reports required are accurate and submitted on time with proper signatures, etc. 
31.  Performs other duties as assigned by the District Director/Dean, President, or Vice President for 
 Educational Affairs 
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Dean of DeSoto Center Southaven and Olive Branch Campuses  
Job Description 

 
The Dean of DeSoto Center is responsible to the Vice President for Education Affairs for the organization, 
administration, and leadership for the community college program in Southaven and Olive Branch. The duties of the 
Dean shall include: 
 
1.  Recommends to the Vice President for Educational Affairs faculty members, administrators, and staff to 
 be employed at the Southaven Campus 
2.  Accepts responsibility for the administration, improvement, and evaluation of the instructional programs 
 at the Southaven Campus 
3.  Works with the Vice President for Educational Affairs in developing new programs in line with 
 community needs 
4.  Plans class schedules to meet the needs of the students 
5.  Supervises the physical plant and all auxiliary operations 
6.  Works with personnel in the departments of Public Relations, Counseling, Business Office, Financial 
 Aid, DeSoto Center Bookstore and the Library 
7.  Approves all absences and leaves from work (vacation, sick leave, professional leave) for all personnel  
8.  Assists in planning for campus development and in the coordination of activities with those on other 
 campuses, branches and centers 
9.  Prepares and submits an annual budget to the Vice President for Educational Affairs 
10.  Monitors the approved budgets for which he receives monthly reports from the Business Office 
11.  Works closely with the deans and directors on other campuses/branches/centers to ensure an effective 
 interfacing of courses and faculty throughout the College 
12.  Provides leadership in achieving the stated goals and objectives of the College district as they pertain to 
 the campus operations  
13.  Assumes general supervision and control of professional staff development activities  
14.  Performs other duties as assigned by the Vice President for Educational Affairs and/or the President 
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Office of the Registrar  
Job Description 

 
1.  Plans and supervises registration and graduation 
2.  Supervises the evaluation of students and applications 
3.  Prepares state reimbursement audit report 
4.  Enforces all suspension lists in admitting students 
5.  Compiles eligibility lists for athletic teams 
6.  Notifies new applicants of acceptance and time of registration 
7.  Prepares budget for admissions and records 
8.  Supervises the recording of grades to permanent records and mailing of grades to students  
9.  Evaluates Veterans previous credits for certification to the Veterans Administration 
10.  Serves as the certifying school official to the U.S. Immigration Department for foreign students  
11.  Supervises class schedule changes 
12.  Evaluates all transfer credit 
13.  Certifies honor society lists and other student documents as required 
14.  Serves on six institutional committees 
15.  Participates in institutional short and long range planning 
16.  Coordinates Pre-Registration 
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Center Evening School Directors  
DeSoto Center and Lafayette -Yalobusha Technical Center  

Job Descriptions 
 
The Evening School Directors for DeSoto Center and Lafayette-Yalobusha Technical Center are responsible to the 
Center Director or Dean for the organization, administration, and supervision of the evening comity college 
program. The duties of the Evening School Director shall include: 
 
1.  Recommends to the Campus Dean or Director, adjunct faculty members, and evening staff for employment 
2.  Accepts responsibility for the administration, improvement, and evaluation of the evening  instructional 
 programs 
3.  Works with the Campus Dean of Director in developing new evening programs in line with community 
 needs  
4.  Plans and prepares evening schedules to meet student needs  
5.  Coordinates student services for evening school enrollment in the areas of Counseling, Financial  Aid, 
 Bookstore and Business Office  
6.  Prepares and submits an annual budget to the Campus Dean or Director  
7.  Works to achieve the stated goals and objectives of the College district as they pertain to the evening 
 school program 
8.  Coordinates the programming, organization, and operation of non-credit seminars, workshops, and 
 mini courses  
9.  Submits payroll information for all adjuncts and full-time overloads to the Campus Dean or Director 10. 
 Distributes grade reporting forms and audit forms for evening instructors and monitors for 
 completion and correctness 
11. Performs other duties as assigned by the Campus Dean or Director
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Director, Workforce Development/WIA and Community Service  
Job Description 

 
 

The Director, Workforce Development/WIA and Community Services are responsible for the management and 
supervision of the Workforce Development Program at Northwest Mississippi Community College.  The Director 
supervises the flowing areas: the Workforce Development Center, the Workforce Investment Act WIN Job Center, 
Adult Basic Education /General Education Degree program, and the Senatobia campus Continuing Education 
program.  Specific duties include:  
 

1. Promotes participation in a 15-member District Workforce Development Council by those who serve as 
voting members from each county in the NWCC service area 

2. Through the District Workforce Development Council, organizes, develops, and monitors strategic planning 
3. Markets the Workforce program to the community through participating in community based organizations, 

professional groups, and special events 
4. Acts as liaison from industrial customers and the Workforce Council to the College 
5. Manages state and federal program funding  
6. Plans and schedules staff development 
7. Directs operations of remote sites in Olive Branch, Southaven, Batesville, and Oxford 
8. Completes all required local and state reports 
9. Plans and submits program budget requirements, and manages all fiscal and administrative operations of 

the program 
10. Represents the College at local and state Workforce meetings, conferences, and other events 

 



 81 

Director of Public Relations  
Job Description 

 
The Director of Public Relations has the district-wide responsibility for marketing the College through a 
comprehensive public relations effort, for providing accurate information through college publications, and for 
serving as a liaison between the College and the news media. Duties and responsibilities include: 
 
1.  Publicizes and promotes the College through utilization of all news media 
2.  Supervises the preparation and release of stories and/or photographs to area media 
3.  Coordinates the planning, design, and production of college publications intended for the general public 
 (i.e. Bulletin, newsletters, brochures, sports programs, etc.), assuring the accuracy of information and the 
 portrayal of a positive image of the College 
4.  Develops promotional advertising for the College 
5.  Supervises the promotion of the College's program of intercollegiate athletics to the media and the general 
 public 
6.  Approves all college information before it is disseminated to the general public 
7.  Serves as a consultant to the student newspaper and yearbook 
8.  Assists with arrangements and publicity for public events and ceremonies 
9.  Supervises all operational aspects of the Office of Public Relations and the Ann Yates Whitten 
 Media Center, including planning and budgeting 
10.  Attends all regular meetings of the College's Board of Trustees 
11.  Performs other related duties as requested by the Vice President for Student Affairs and/or the 
 President 
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Director of Recruiting  
Job Description 

 
The Director of Recruiting has the district-wide responsibility for recruiting new students for admission to the 
College.  The Director implements a comprehensive recruiting effort that provides accurate information through 
individual and group presentations to high school and community groups, visiting local businesses and industries, 
and serving as a liaison between the college and local high schools.  Duties and responsibilities include: 
 
1.   Publicizes and promotes the college through visits to high schools, local business and industries and 
 community groups 
2.   Supervises all operational aspects of the Office of Recruiting, including planning and budgeting 
3.   Supervises all Recruiting staff members 
4.   Develops and implements a comprehensive recruiting plan 
5.   Supervises the student recruiter program 
6.   Works with parents and students regarding financial aid issues 
7.   Assists with the planning, design, and production of college publications to help assure the accuracy of 
 information and the portrayal of a positive image of the college                                                                                                                              
8.   Performs other related duties as requested by the Vice President for Student Affairs and/or the President 
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Director of Development  
Job Description 

 
The Director of Development is responsible for the implementation and coordination of fundraising activities for the 
purpose of increasing the scholarship endowment and for other purposes that relate to the mission of NWCC and 
that are approved by the President, the Board of Trustees, and the Foundation Board of Directors.  Duties and 
responsibilities include the following: 
 

1. Conducts an annual fund campaign designed to increase scholarship assistance for the students of 
NWCC 

2. Conducts special fundraising events to include, but not be limited to, golf tournaments, bridge 
tournaments, etc 

3. Conducts capital campaigns as needed for endowment and other projects deemed appropriate by the 
President of NWCC, the Board of Trustees, and the Foundation Board of Directors 

4. Monitors the fundraising activities of other NWCC departments and divisions 
5. Produces in cooperation with the NWCC Department of Public Relations promotional materials that 

provide information concerning the fundraising activities of the NWCC Foundation 
6. Assists the President of the NWCC Foundation Board of Directors in the notification and planning of the 

quarterly meetings 
7. Provides orientation for NWCC Foundation directors. 
8. Develops and maintains accurate accounting records of all contributions received and all 

disbursements of the NWCC Foundation 
9. Recognizes all gifts to the Foundation in a timely and appropriate manner 
10. Manages the scholarship awards program, to include selection of recipients, notification of recipients to 

sponsors, and appropriate recognition of recipients and sponsors 
11. Provides appropriate retirement and service awards to faculty and staff 
12. Performs other duties and responsibilities as requested by the President of NWCC 
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Director of Physical Plant  
Job Description 

 
1.  Provides general supervision of personnel in Janitorial, Transportation, Yards and Grounds and 
 Building Repairs and Renovations 
2.  Provides direct supervision of Cabinet Shop and Maintenance (electrical, plumbing and HVAC repairs)  
3.  Coordinates, designs, and supervises in-house renovation projects 
4.  Coordinates and provides overview for capital improvement projects and act as liaison between the 
 architect/contractor and college trustee/end user 
5.  Coordinates contractual services including: lawn chemical program, waste removal/recycling, elevator 
 maintenance and fire alarm-video surveillance access systems 
6.  Approves purchase requisitions, prepare bid specifications as required, review products, monitors 
 expenditures and prepare budget request 
7.  Approves and monitors employee absentee records and time cards weekly, review complaints from 
 employees and complaints about employees, recommend hires, dismissals and salaries 
8.  Reviews work orders as required to establish a priority, method of remediation, or follow-up to a complaint 
9.  Additionally provides overview and guidance in following areas: key control, landfill operation, natural gas 
 system, operation of building automation system, code compliance, utility usage, pest control and 
 shipping/receiving 



 85 

Director of Information Management Systems  
Job Description 

 
 
The Director of Management Information systems has district wide responsibility for the technological services 
provided to faculty, staff, and students.  The specific responsibilities for this position include but are not limited to 
the following: 
 

1. Provides direct supervision of the Computer Center staff 
2. Provides general supervision of personnel in Network Support, Help Desk, and Telecommunications areas 
3. Serves as chairman of the College Institutional Technology Committee.  This includes maintaining the 

district wide Technology Plan and formulating goals for information accessibility that are consistent with our 
institutional purpose 

4. Serves as the State of Mississippi Information Technology Services (ITS) contact for the College.  This 
includes coordinating requests made to ITS from various departments within the College. 

5. Advises the Vice President for Fiscal Affairs on technology related issues 
6. Recommends hiring, dismissals, and salaries of employees in the areas supervised 
7. Accepts responsibility for the expenditure and utilization of all funds allocated to the College for 

technological advancement 
8. Prepares budget requests, monitors expenditures, reviews proposed products, approves purchase 

requisitions, and prepares bid specifications as required 
9. Recommends technology related improvements district wide as well as any new application development 
10. Plans and coordinates the implementation of new technologies district wide 
11. Coordinates all contractual services involving the administrative computer system 
12. Provides guidance in coordinating contractual services for campus network and telecommunications 

operations, building or office renovations, and new building projects 
13. Provides guidance to other departments and/or campuses in their purchases of technology related items 
14. Recommends the schedule of training needed for faculty and staff as it relates to our private network 
15. Maintains existing software applications and develops new software applications as needed for the College 

administrative computer system 
16. Accepts responsibility for the disaster recovery plan for the Computer Center, Network Support, 

Telecommunications, and Help Desk areas 
17. Provides overview and guidance in the following areas: voice/data communications between campuses and 

state network, network equipment, phone systems, help desk services, PC repair and maintenance 
services, network access, network security, classroom technologies, building access, cable television, and 
the Community College Network (CCN) 

18. Performs other duties and responsibilities as may be assigned by the President 
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Northwest Mississippi Community College 
 

Applicant Justification 
 

Acceptable      ________________ 

Unacceptable      ________________ 

Date of Job Offer (If Applicable)   ________________ 

 

Justification: (Be specific) 

 

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________ 

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________ 

 

___________________________________________ 

Interview/Manager 

___________________________________________ 

Date 
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