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Southern West Virginia Community and Technical College Board of Governors
Expectations of Board Members 2018 - 2020
Responsibility / Authority
The affairs of Southern West Virginia Community and Technical College will be managed by its Board of Governors,
which shall have full authority to take such actions as it deems necessary or appropriate to accomplish the purpose
for which the Board has been formed.
Expectations of All Board Members:
1.

To prepare for and attend at least five (5) Board meetings each year.

2.

To attend at least 75% of the meetings of assigned committees.

3.

To develop and ensure fulfillment of the mission of Southern West Virginia Community and Technical
College.

4.

To establish needed policy and plans for guidance of Southern West Virginia Community and Technical
College.

5.

To ensure compliance with federal, state, and local laws.

6.

To establish and ensure compliance with a code of ethics and standards of conduct governing the actions of
the Board and staff.

7.

To protect against conflict of interest in the business affairs of Southern West Virginia Community and
Technical College.

8.

To review and approve annual budgets, monitor performance, and dictate changes required to operate
within the approved budget.

9.

To accept responsibility for assuring that Southern West Virginia Community and Technical College has
sufficient financial resources to accomplish its mission, including but not limited to personal financial support
of the Vision 2020 Major Gifts Campaign.

10.

To serve as an advocate, champion and representative of Southern West Virginia Community and Technical
College in the community.

11.

To provide feedback and input to the Southern West Virginia Community and Technical College as to
community attitudes, comments, questions, and suggestions.

12.

[for Board members that reside within the College service district] To attend at least one Southern event or
activity each year.

13.

[for Board members who reside outside of the College service district] To identify or establish at least one
opportunity each year for staff and representatives of the College to make presentations to or otherwise
interact with members of the community where the board member resides, thereby promoting the mission of
the College.

14.

As overseers of a public trust, each board member has an obligation to remain open to input from external
stakeholders to help ensure that Southern West Virginia Community and Technical College is responsive to
state and community needs. However, as members of a board consisting of independent men and women
acting together to be fully informed and impartial in their policy determinations, each must recognize that in
the end, his/her decision must rise above any external pressures being applied to the Board’s work.

APPROVED BY BOG 04-17-2018
REVISED 03-06-2018
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Southern West Virginia Community and Technical College
Board of Governors
Meeting of October 15, 2019
5:00 p.m.
Building C, Room 428 • 2900 Dempsey Branch Road
Mount Gay, West Virginia and by Teleconference
AMENDED AGENDA
1.

Verification of Quorum and Call to Order . . . . . . . . . . . . . . . . . . . . . . . . Dr. Lisa Haddox-Heston
Board of Governors Chair

2.

Introduction of New Board Member . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Chair Haddox-Heston

3.

Oath of Office . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Mr. Samuel Litteral
Interim President and VP for Finance and Administration

4.

Call for Public Comments to the Board of Governors . . . . . . . . . . . . . . . . . Chair Haddox-Heston

5.

President’s Report . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Mr. Litteral

6.

Financial and Cash Balances Reports . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Mr. Litteral

7.

HLC Focused Report Review and Discussion . . . . . . . . . . . . . . . . . . . . . . Dr. Deanna Romano
Vice President for Academic Affairs

8.

Action Items:
8.1
Request for Approval of August 20, 2019 Board Meeting Minutes . . . . . . . . . . . . . . . . . 4
8.2
Request for Approval of September 12, 2019 Special Board Meeting Minutes . . . . . . 15
8.3
Request for Approval of September 25, 2019 Special Board Meeting Minutes . . . . . . 18
8.4
Request for Approval of September 26, 2019 Emergency Board Meeting Minutes . . . 20
8.5
Request for Final Approval by BOG and Submission to Chancellor
8.5.1 SCP-1215, Use of Institutional Facilities . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 22
8.6
Request for Approval to Release for 30-day Public Comment Period
8.6.1 SCP-2171, Professional and Educational Requirements for Faculty and
SCP-2171.A, Faculty Credentials Certification Form . . . . . . . . . . . . . . . . . . . . 29
8.6.2 SCP-2218, Evaluation of Full-time Faculty . . . . . . . . . . . . . . . . . . . . . . . . . . . . 56
8.6.3 SCP-4786, Transfer Student Requirements and Credit Evaluation . . . . . . . . . 64
8.6.4 SCP-7125, Information Technology Acceptable Usage . . . . . . . . . . . . . . . . . . 69
8.6.5 SCP-7720, Security of Information Technology . . . . . . . . . . . . . . . . . . . . . . . . 75

9.

Discussion Item:
9.1
Potential Collaborative Efforts with Faith-based
Community Organizations . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Dr. Charles Lopez
Vice President for Student Services

10.

Possible Executive Session Under Authority of WV Code §6-9A
Regarding Personnel and Management Issues . . . . . . . . . . . . . . . . . . . . . Chair Haddox-Heston
10.1 McDowell County Additional Location

11.

Adjournment

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Chair Haddox-Heston
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Southern West Virginia Community and Technical College
Board of Governors
Meeting of August 20, 2019
6:00 p.m.
1601 Armory Drive, Room 433
Williamson, West Virginia
DRAFT MINUTES
Board Members Present:

Mason E. White II, Vice Chair; Eddie J. Canterbury, Secretary; Chris
Adkins, Stephanie Abraham, Bill Alderman, Faculty Representative;
Janice Olive, Howard Seufer, Samuel Stewart, Dianna Toler, Staff
Representative; Pat J. White; Cherri Stroud, Outgoing Student
Representative

Board Members Absent:

Lisa Haddox-Heston, Chair

College Staff Present:

Robert Gunter, President; Emma Baisden, Recorder; Allyn Sue
Barker, Tom Cook, Samuel Litteral, Deanna Romano, Rita Roberson
Carol Howerton, Perry Jobe, Russell Saunders, David Kommer, Tim
Ooten, Chris Gray, Adrian May, Patricia Miller

Others:

Tanya Gunter, Angela Lopez

1.

Verification of Quorum and Call to Order:
Vice Chair White, declared a quorum present and convened the meeting at 6:00 p.m.

2.

Special Presentation
President Gunter honored outgoing Board of Governors student representative, Cherri
Stroud, with a resolution applauding her outstanding leadership, service, and dedication to
the Southern West Virginia Community and Technical College Board of Governors. The
resolution was unanimously approved by the Board and will become part of the official
meeting minutes (Addendum 1).

3.

Introduction of New Board Members
Vice Chair White introduced new Board of Governors members Ms. Stephanie Abraham
and Mr. Bill Alderman. Appointed by Governor Jim Justice for the term ending June 30,
2021, Ms. Abraham is a resident of Logan County, represents the Seventh Senatorial
District, and is fulfilling the unexpired term of Kevin Zachary who resigned. Mr. Bill
Alderman, was elected as the Faculty Representative to the Board in April 2019 for a twoyear term ending June 30, 2021. He succeeds his son, Will Alderman, whose term ended
June 30, 2019.

4.

Oaths of Office
Mr. Samuel Litteral, Vice President for Finance and Administration and Public Notary,
administered the Oath of Office to Ms. Stephanie Abraham and Mr. Bill Alderman.

5.

Call for Public Comments to the Board of Governors
Vice Chair White called for a public sign up for comments to the Board. No signatures were
recorded.
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6.

Fall 2019 Enrollment Update
Dr. Charles Lopez, Vice President for Student Services, led Board members through the
Fall 2019 enrollment statistics as compared to Fall 2018. His handout showed the second
class day comparison headcount (HC) and full-time equivalent (FTE) totals for Fall 2018Fall 2019. Fall 2019 FTE is 1,096.6 compared to the Fall 2018 FTE of 1,079.8; a 1.56%
increase. Southern’s budget is based on FTE. Currently the Fall 2019 HC is 1,313
compared to 1,316 for Fall 2018. This is 3 students less than in Fall 2018. When
examining enrollment management, we talk about the enrollment funnel of how students
come in and how they matriculate through the system. Dr. Lopez provided the Board with
this data so members are bettered prepared to have a discussion about enrollment, future
projections, and any goals that may be established. He reviewed the freshman collegegoing rates projected for Southern’s service district; Returning students who registered as
of August 16, 2019; Returning student snapshot academic status and financial aid status;
and Southern’s college-wide enrollment snapshots.
Dr. Lopez stated that at the June 2019 Board meeting, there were a lot of questions and
conversation about Southern’s new registration processes, how it impacted our returning
students, and the fact the students wanted to be able to register online. Data shows a fiveyear average of 60.3% for returning students. The Fall 2019 returning rate is 62.86%. Dr.
Lopez hopes the change of economic opportunities in Southern’s service area will help
enrollment. Many of our returning students face many challenges such as not meeting
satisfactory academic progress in order to receive financial aid. More than 85% of
Southern’s students receive some type of financial assistance. He also reviewed the data
for the geographical areas and categories of our students.
Mr. Adkins welcomed Dr. Lopez to Southern and to the community. He suggested for Dr.
Lopez to not get caught up in the fact that we’re doing OK. Holding our own is not where
we want to be; we need someone who is energetic and who can increase enrollment.
Southern’s enrollment can be so much more if we start offering different programs and
survey the needs of our communities to attract students to Southern. He recommended for
Dr. Lopez to be energetic and to not settle for the status quo.

7.

Academic Affairs Unit Report
Dr. Deanna Romano, Vice President for Academic Affairs, provided the Board with an
overview of what the Academic Affairs Unit has been doing, how they are moving forward,
solving problems, and working together with other units to increase retention, persistence,
and graduation rates. The Academic Affairs Unit has been very strategic and working with
institutional strategic planning documents to make sure the unit is moving forward. Dr.
Romano ensured the group that students are in the center of the goals which are
established by the unit. Academic Affairs understands that it must offer the right
educational offerings at the right time to be able to impact the economy. The unit is
continuously improving by expanding academic offerings and instruction in accordance with
the needs of the institution. More evening classes and a pilot weekend class are being
offered this semester. The unit is moving forward to provide alternative offerings, and will
work hand-in-hand with Student Services to offer the correct services to students. Dr.
Romano believes that it is important to support the right opportunities in academics to
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disadvantaged students and to create relationships with students.
As part of Guided Pathways for Success, 15 to Finish research shows that if students
register for 15 credit hours each semester they tend to have better academic performance,
graduate on time, and are successful. Dr. Romano reviewed Southern’s 15 to Finish Fall
2017 - Spring 2019 baseline data with Board members. The next component of our Guided
Pathways is the Math Co-requisite Pilot. She reviewed the passage rate data for Fall 2017Spring 2019 for the math co-requisite pilot. The correct programming and support services
must be provided to students in order to help them complete. Academic Affairs redesigned
the curriculum to incorporate flexible programming with restricted electives so students have
options which allow them to complete a 60 credit-hour degree on time.
Dr. Romano is working on 2+2s with West Virginia State University, the University of
Charleston, Bluefield State College, and Alderson Broaddus University. Plans are to
establish a University Center on Southern’s campuses.
The institution has submitted a proposal for a $2 million U.S. Department of
Labor/Workforce Opportunity for Rural Communities (WORC) grant to expand the Nursing
program to the Williamson Campus. The College has more than $3 million in active grants
this academic year.
Mr. Tony Holland, Vice Chancellor for Teaching, Learning, and Academics for the Alabama
Community College System, served as a keynote speaker for the faculty convocation at the
beginning of the Fall 2019 semester. Mr. Holland discussed, among other things, his
creation and implementation of the I-CAN (Improvement, Constant And Never-ending)
instructional initiative. The initiative fosters an active environment in classes, encouraging
student engagement, relevant instruction, and supportive relationships. It promotes a
deeper, more critical learning. It is also a faculty-driven initiative, which is crucial to the
success of the program. Dr. Romano met Mr. Holland during an AACC Conference.
8.

HLC Focused Report Update
Dr. Romano distributed the draft HLC Focused Visit Report to Board members. She
included information and evidence on all of the work which has been completed over the
past 18 months. Southern’s Focused Visit is scheduled for March 2-3, 2020. She informed
Board members that she made sure that every detail of the HLC’s report findings is
addressed in the 2020 Focused Report. From this point forward, Dr. Romano is
communicating and meeting with President Gunter every two weeks, and she will hold
monthly meetings with the HLC Assurance Team. She plans to provide an update to
employees on the progress of the Focused Report at the September and November
Governance Days. Also, professional development training for the March 2020 visit will be
provided at the November Governance Day. The final draft report will be presented to the
President’s Cabinet for final review and comments in November, and the final report will be
submitted to the Higher Learning Commission on December 12, 2019. This is one month
before the report is due. Dr. Romano updated the Board on the progress which has been
made to date, and plans to provide additional data at the October Board meeting. Evidence
to support our report will be included later as it is more important to have the text written out
at this time. She asked Board members to e-mail any questions they may have following
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today’s meeting. She assured the Board that the team has worked hard on the report and
there has been great progress. She stated that she knows the Board is aware of what
happened with the report in the past, and wanted to assure them that it is being taken care
of and she is communicating at every event possible. Ms. Janice Olive questioned not
being involved in meetings of Criterion 2. Dr. Gunter stated that Board members were
assigned as ex-officio members on Governance Committees which relate to each HLC
criterion. These specific Governance Committees serve as the Criterion teams. Dr.
Romano informed Ms. Olive that a lot of work has been done on this report over the past
18 months and if she would like to participate, a meeting is scheduled for Monday, August
26th and she was welcome to join the group. All Criterion teams have not all been fully
implemented as of yet and have not met.
9.

President’s Report
9.1

The inaugural Appalachia Heritage Day event is scheduled for August 24, 2019 at the
Logan Campus. A concert will be held in the Savas-Kostas Performing Arts Center,
6:00 - 8:00 p.m. Dr. David Kommer and Mr. Brandon Kirk spearheaded the event.

9.2

President Gunter and Vice President Lopez participated in the National Small College
Enrollment Conference in Raleigh, NC. It was a networking event for professionals
in enrollment management at small colleges and universities. President Gunter plans
to send a larger group of personnel to the 2020 conference.

9.3

Vice Chancellor for the Community and Technical College System, Dr. Anthony
Hancock, toured Southern’s Logan and Williamson campuses today. During his visit,
he met with the President and his Cabinet, the Workforce Director, and a faculty
member. Dr. Hancock was interested in hearing about accomplishments as well as
concerns.

9.4

President Gunter is still seeking applicants for the Recruitment and Outreach
Specialist position. He has distributed the job description at both the Logan and Tug
Valley Chambers of Commerce meetings, and it’s posted online if Board members
would like to review.

9.5

President Gunter informed the Board that he had first introduced Dr. Lopez to them
as the Dean of Student Services, but has since changed his title to Vice President to
give a level of importance to the position.

10.

Financial Report
Mr. Samuel Litteral, Vice President for Finance and Administration, provided the financial
report dated June 30, 2019 to Board members. He reviewed restricted, unrestricted, and
auxiliary revenues and expenditures. Dr. Pat Joe White requested for Mr. Litteral to bring
a report of Cash Balances to the October Board meeting.

11.

Action Items
11.1 Appointment of Administrative Review Committee
MOTION: Samuel Stewart moved to approve the following resolution:
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RESOLVED, That the Southern West Virginia Community and Technical College
Board of Governors appoint an Ad Hoc Administrative Review Committee to
investigate employee morale and the communication issues at the institution as
cited in the President’s 2017 and 2019 annual evaluations. Stephanie Abraham,
Chris Adkins, Bill Alderman, and Dianna Toler were appointed to the Committee.
Bill Alderman will serve as Chair, and the Committee was charged with presenting
a report of its findings to the full Board at its October 2019 meeting.
ACTION: Pat Joe White seconded the motion. The motion carried unanimously.
Vice Chair White declared the motion adopted and the committee
approved.
11.2

Request for Approval of June 26, 2019 Board Meeting Minutes
MOTION: Howard Seufer moved to accept the June 26, 2019 Board meeting
minutes as presented.
ACTION: Chris Adkins seconded the motion. Pat White abstained due to being
absent from the June 2019 meeting. Stephanie Abraham and Bill
Alderman abstained due to not being Board members in June 2019.
The motion carried. Vice Chair White declared the motion adopted and
the minutes approved.

11.3

Request for Approval of Textbook Affordability Report
MOTION: Chris Adkins moved to approve the following resolution:
RESOLVED, That the Southern West Virginia Community and Technical College
Board of Governors approve the annual Institutional Textbook Affordability Report
for submission to the Chancellor for Community and Technical College Education
as required by Title 135, Procedural Rule, Series 51, Bookstores and Textbooks.
ACTION: Janice Olive seconded the motion. The motion carried unanimously.
Vice Chair White declared the motion adopted and the report approved.

11.4

Request for Approval of Appointment to the Boone County Joint
Administrative Board
MOTION: Howard Seufer moved to approve the following resolution:
RESOLVED, That the Southern West Virginia Community and Technical College
Board of Governors approve the appointment of Robert Gunter to represent the
Board of Governors on the Boone County Joint Administrative Board established to
facilitate the administration, operation, and financing of joint programs and facilities
of Southern West Virginia Community and Technical College and the Boone County
Board of Education; and
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FURTHER RESOLVED, Robert Gunter will serve a three-year term ending June
30, 2021. By mutual consent of the Board of Governors and the Boone County
Board of Education, Kevin Hill serves as the at-large member and Chair of the Joint
Administrative Board.
ACTION: Samuel Stewart seconded the motion. The motion carried unanimously.
Vice Chair White declared the motion adopted and the appointment
approved.
11.5

Request for Approval of Appointment to the Lincoln County Joint
Administrative Board
MOTION: Howard Seufer moved to approve the following resolution:
RESOLVED, That the Southern West Virginia Community and Technical College
Board of Governors approve the appointment of Robert Gunter to represent the
Board of Governors on the Lincoln County Joint Administrative Board established
to facilitate the administration, operation, and financing of joint programs and
facilities of Southern West Virginia Community and Technical College and the
Lincoln County Board of Education; and
FURTHER RESOLVED, Robert Gunter will serve a three-year term ending June 30,
2021. By mutual consent of the Board of Governors and the Lincoln County Board
of Education, David Roberts serve as the at-large member and Chair of the Joint
Administrative Board.
ACTION: Pat Joe White seconded the motion. The motion carried unanimously.
Vice Chair White declared the motion adopted and the appointment
approved.

11.6

Request for Final Approval by BOG and Submission to Chancellor
11.6.1 SCP-1003, Consumer Information
MOTION: Howard Seufer moved the adoption of the following resolution:
RESOLVED, That the Southern West Virginia Community and Technical College
Board of Governors grant approval of SCP-1003, Consumer Information, for
submission to the Chancellor for Community and Technical College Education for
final approval following an additional 30-day public comment period.
ACTION: Dianna Toler seconded the motion. The motion carried unanimously,
and Vice Chair White declared the motion adopted.

Page 10 of 83
Southern West Virginia Community and Technical College
Board of Governors Minutes
Meeting of August 20, 2019
Page 7 of 11

11.6.2 SCP-2686, Promotion-in-Rank and Tenure Policy and SCP- 2686.A,
Promotion-in-Rank and/or Tenure Criteria Forms
MOTION: Eddie Joe Canterbury moved the adoption of the following resolution:
RESOLVED, That the Southern West Virginia Community and Technical College
Board of Governors grant approval of SCP-2686, Promotion-in-Rank and Tenure
Policy and SCP- 2686.A, Promotion-in-Rank and/or Tenure Criteria Forms, for
submission to the Chancellor for Community and Technical College Education for
final approval following the required 30-day public comment period.
ACTION: Janice Olive seconded the motion. The motion carried unanimously,
and Vice Chair White declared the motion adopted.
11.6.3 SCP-4001, Student Consumer Protection
MOTION: Janice Olive moved the adoption of the following resolution:
RESOLVED, That the Southern West Virginia Community and Technical College
Board of Governors grant approval of SCP-4001, Student Consumer Protection, for
submission to the Chancellor for Community and Technical College Education for
final approval following an additional 30-day public comment period.
ACTION: Chris Adkins seconded the motion. The motion carried unanimously,
and Vice Chair White declared the motion adopted.
11.6.4 SCP- 4274, Satisfactory Academic Progress for Financial Aid
Recipients, SCP-4274.A, Financial Assistance Appeal, and SCP-4274.B,
Letter of Warning
MOTION: Samuel Stewart moved the adoption of the following resolution:
RESOLVED, That the Southern West Virginia Community and Technical College
Board of Governors grant approval of the aforementioned policy and forms for
submission to the Chancellor for Community and Technical College Education for
final approval following the required 30-day public comment period.
ACTION: Dianna Toler seconded the motion. The motion carried unanimously,
and Vice Chair White declared the motion adopted.
11.6.5 SCP-5051, Reduced Tuition and Fee Program for State Residents Age
65 and Older
MOTION: Eddie Joe Canterbury moved the adoption of the following resolution:
RESOLVED, That the Southern West Virginia Community and Technical College
Board of Governors grant approval of SCP-5051, Reduced Tuition and Fee Program
for State Residents Age 65 and Older for submission to the Chancellor for
Community and Technical College Education for final approval following the
required 30-day public comment period.
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ACTION: Pat Joe White seconded the motion. The motion carried unanimously,
and Vice Chair White declared the motion adopted.
11.6.6 SCP-5065, Awarding of Undergraduate Tuition and Fee Waivers and
SCP-5065.A, Employee Tuition Application
MOTION: Samuel Stewart moved the adoption of the following resolution:
RESOLVED, That the Southern West Virginia Community and Technical College
Board of Governors grant approval for the aforementioned policy for submission to
the Chancellor for Community and Technical College Education for final approval
following the required 30-day public comment period.
ACTION: Chris Adkins seconded the motion. The motion carried unanimously,
and Vice Chair White declared the motion adopted.
11.7

Request for Approval to Release Policies for 30-day Public Comment
11.7.1 SCP-1215, Use of Institutional Facilities and SCP-1215.A, College
Facility Use Agreement
MOTION: Chris Adkins moved the adoption of the following resolution:
RESOLVED, That the Southern West Virginia Community and Technical College
Board of Governors grant approval for the distribution of SCP-1215, Use of
Institutional Facilities and SCP-1215.A, College Facility Use Agreement to
Southern’s constituencies and the Chancellor for Community and Technical College
Education for a 30-day comment period.
ACTION: Stephanie Abraham seconded the motion. The motion carried
unanimously, and Vice Chair White declared the motion adopted.

12.

Discussion Items
12.1 Registration Processes
Dr. Lopez informed Board members that he and Vice President Roberson continue
to search for a Recruitment Officer. He plans to call upon Board members to get
connected to the communities as he is new to the area and there are many
opportunities in this region.
Since the last Board meeting, the registration process’ language was changed to
better help students understand the registration process. The Student Services Unit
initiated multiple calling campaigns to both returning and new students, sent e-mails
to all returning students regarding available classes, and held a special registration
on Saturday, July 20th during the second annual S-Con event held at the Logan
Campus. The President’s Office prepared and mailed recruitment packets to all
graduating seniors in the service region, and WV Invests information packets were
mailed to the parents of all graduating seniors. To reduce the number of students
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who would be dropped for non-payment, the first drop date was extended from July
31 to August 7. It was extended a second time to accommodate persons applying
for WV Invests funding and others with outstanding financial aid documentation. By
making these changes, 302 students were saved from being dropped from classes.
Student Services will work collaboratively with all divisions. Dr. Lopez held a threeday retreat working with groups to improve our business processes. Some of the
processes are outdated and need to be revised.
Going forward, returning students who are in good academic standing and meeting
satisfactory progress will be invited to contact their advisor, but will receive their PIN
via e-mail. Students who are on academic probation or with grade point averages
(GPAs) less than 2.0 will need to contact their advisor to create an Academic
Success Plan prior to receiving their PIN. Students with a financial aid hold will
need to consult with a Financial Aid Counselor to access their PIN. Students who
have submitted a financial aid appeal will need to complete an Academic Success
Plan to have access to their PIN. New students will need to contact their advisor for
academic advising and a PIN. Dr. Lopez hopes this personalized registration
process meets the Board’s approval.
A discussion ensued regarding traditional and non-traditional students. The
institution’s enrollment statistics include dual credit students. The Board requested
for Mr. Cook to separate the dual credit student enrollment statistics so they can
easily see how many dual credit students are enrolled. Mr. Adkins asked about the
number of tutors which have been hired. Dr. Lopez informed him that three
professional tutors have been hired, and Dr. Romano has requested for the faculty
to volunteer to tutor students during their office hours. Mr. Canterbury suggested
taking Southern’s students to their alma mater during high school visits to recruit for
Southern because they can better relate to the high school students. The best
access for non-traditional students is through social media. If programs are
implemented which are relevant to professions needed in the region, Southern could
draw a broader base of students.
Ms. Abraham questioned the feasibility of requiring 513 students to contact their
advisors to create an educational plan prior to receiving their PIN given the amount
of time that registration is open. Dr. Lopez believes that it is feasible. To focus on
student success, retention, and graduation, we need to connect with the students.
This is a best practice that he believes must be initiated. Ms. Cherri Stroud, student,
commented about the long wait in the Student Services area to see an advisor.
Some students simply cannot wait for long periods of time.
Mr. Alderman directed Dr. Lopez’s attention to page eight of the June 26, 2019
meeting minutes where Ms. Stroud suggested “surveying the students to get their
feedback on any problems which may have been encountered during registration.
In order to find out student problems, ask the students.” Mr. Alderman added that
in order to find out student problems, we need to ask the students because they are
our customers. He commended the work which has gone into the process.
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However, when looking at his course enrollment and finding that his classes were
capped at 25, when he normally has 35 students, was not acceptable. He
emphasized that this is not about him, but about the students. Another problem that
he found for students during the registration process was that students were told if
his classes were full, there were other sections available for which they could
register. He also advocated for the same, but received comments from students
that they wanted to take his classes. Dr. Lopez appreciated those comments and
understood his analogy. Mr. Alderman responded that his classes are principle and
theory, are not joined to a lab, and he uses a lot of real world experience in the
classroom from his industry background. Therefore, he can teach a class of 40
students as well as he can teach a class of 25. He added that we are shooting
ourselves in the foot if we sever that by limiting his classes to 25 students. For
clarity, Dr. Romano interjected that it was an Academic Affairs decision to cap
classes at 25 for best practices. The reason classes are capped is because Dr.
Romano wants to offer high quality classes for our students. There is a difference
in teaching 25 and 40 students typically. It is difficult to advertise that we have small
classes with one-on-one interaction with students if we overload classes. She
stated that it’s not about one person, but an institutional process. We do not want
to overwork or burnout the faculty. Wait lists are put into place to take care of
student needs. We must abide by our policies because the Higher Learning
Commission will cite the College for faculty teaching over the maximum credit hour
load of 24 credits. Dr. Romano expressed that a faculty member’s responsibility
isn’t just teaching. It’s working with students, providing a service, doing research,
learning more in the respective discipline, making sure credentials are updated, etc.
When asked about a class cap policy of 25, Dr. Romano responded that Southern
has that policy. A lengthy discussion followed regarding class caps, faculty overload
hours, full-time faculty teaching at other institutions, not enough faculty working
during general registration, etc. Mr. Alderman ended by saying that it is very
important to understand our culture. Dianna Toler commented that in order to make
our students happy, we must give them what they need. In the past, Student
Services personnel have had a good relationship with the faculty. They were able
to contact a faculty member, such as Mr. Alderman, and ask if one more student
could be added to a specific class because there was no other section of the class
which fit the student’s schedule. If students cannot register for the classes they
need it affects their financial aid and various other things. In the past, Student
Services have had a great connection with the faculty and have been able to directly
contact them when needed to help students get the classes they need to graduate.
Dr. Lopez would like to develop a systematic way to assist students such as
requiring them to make appointments with the Student Services Specialists to
ensure that students are getting the services they need to be successful. Ms.
Stroud pointed out that when a student begins their educational journey with one
advisor, they like to continue with that person if they have had a positive experience.
They do not want to see another advisor. Some students can only come to campus
at specific times, during their lunch hour or after work hours. Mr. Stewart pointed
out that an office cannot be run by appointments only, walk-ins must be taken or
students will be lost. Dr. White commented that the registration discussion will be
an ongoing topic for quite sometime, but the topic should be closed today as it has
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been discussed for well over an hour.
12.2

Faith Based Counseling Proposal
This item was tabled for the October meeting because the Board Chair would like
to be part of this discussion.

13.

Informational Items
13.1 Institutional Rule Making Report
Board members were provided a copy of the Institutional Rule Making Report
submitted to the Chancellor for Community and Technical College Education.
Pursuant to the requirements of West Virginia Code §18B-1-6, annually a list of
institutional rules that are effective on July 1, including the most recent date on
which each rule was adopted, amended, or repealed by the Board of Governors
must be submitted to the Council for Community and Technical College Education.

14.

Adjournment
There being no further business, upon a motion by Eddie Joe Canterbury and a second by
Stephanie Abraham, the meeting was adjourned at 8:45 p.m. The next Board of Governors
business meeting is scheduled for Tuesday, October 15, 2019 beginning at 1:00 p.m. at
Southern’s Wyoming/McDowell Campus.

_______________________________
Mason E. White II, O.D., Vice Chair
_______________________________
Emma L. Baisden
Executive Assistant to the President
and Board of Governors
DRAFT
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Southern West Virginia Community and Technical College
Board of Governors
Special Meeting of September 12, 2019
6:00 p.m.
2900 Dempsey Branch Road, Building C, Room 428
Mount Gay, West Virginia and by Teleconference
DRAFT MINUTES
Board Members Present:

Lisa Haddox-Heston, Chair; Mason ‘Ed’ White, Vice Chair; Eddie Joe
Canterbury, Secretary; Chris Adkins, Stephanie Abraham, Bill
Alderman, Janice Olive, Howard Seufer (by phone), Samuel Stewart
(by phone), Dianna Toler

Board Members Absent:

Pat Joe White

College Staff Present:

Robert E. Gunter, Allyn Sue Barker, Tom Cook, Samuel Litteral, Rita
Roberson, Deanna Romano, Charles Lopez, Stephanie Mounts,
Adrian May, Will Alderman, Tim Ooten, Patricia Miller, Chris Gray,
Russell Saunders, Lillie Teeters, David Kommer, Carol Howerton,
Emma Baisden, Recorder

Others:

Angela Lopez, Tanya Gunter, Dylan Vidovich, Logan Banner

1.

Verification of Quorum and Call to Order
Chair Lisa Haddox-Heston declared a quorum present and convened the meeting at 6:00
p.m.

2.

Executive Session under Authority of West Virginia Code §6-9A-4(b)2A Regarding
Personnel and Management Issues
Eddie Joe Canterbury moved that the Board of Governors enters an Executive Session
pursuant to West Virginia Code §6-9A-4(b)2A to discuss personnel and management
issues. Chris Adkins seconded the motion that carried unanimously. Chair Haddox-Heston
declared the motion adopted and the Board then entered into an Executive Session at 6:03
p.m. At the conclusion of discussions, Chris Adkins moved the Board rise from Executive
Session and return to a public session. Bill Alderman seconded the motion which was
unanimously approved. The Board took no votes nor made any decisions during the
Executive Session.
Based upon discussions in the Executive Session, the Board reconvened in an open
session at 7:20 p.m. and the following action was taken:
MOTION:

Mason ‘Ed’ White moved to accept the retirement letter of President Robert
E. Gunter as President of Southern West Virginia Community and Technical
College effective immediately, and he will serve in an advisory capacity to
the Board until January 3, 2020.

ACTION:

Chris Adkins seconded the motion. The motion carried unanimously. Chair
Haddox-Heston declared the motion adopted.
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Chris Adkins moved that the Board of Governors reenters an Executive Session pursuant
to West Virginia Code §6-9A-4(b)2A to discuss personnel and management issues. Mason
‘Ed’ White seconded the motion that carried unanimously. Chair Haddox-Heston declared
the motion adopted and the Board then reentered into an Executive Session at 7:23 p.m.
At the conclusion of discussions, Mason ‘Ed’ White moved the Board rise from Executive
Session and return to a public session. Dianna Toler seconded the motion which was
unanimously approved. The Board took no votes nor made any decisions during the
Executive Session.
Based upon discussions in the Executive Session, the Board reconvened in an open
session at 7:32 p.m. and the following actions were taken:
2.1

Appointment of Presidential Search Committee
MOTION:

Stephanie Abraham moved the adoption of the following resolution:

RESOLVED, That the Southern West Virginia Community and Technical College
Board of Governors approve for its current Board membership, including its current
faculty, classified staff, and student representatives (to retain continuity), to serve as
the Presidential Search Committee to evaluate applicants for and choose the next
President of Southern West Virginia Community and Technical College. Should the
faculty, classified staff, and/or student representatives change, the Presidential
Search Committee membership may be modified or supplemented to retain
compliance with Series 5 and applicable rules of the Council for Community and
Technical College Education.
FURTHER RESOLVED, That the Board of Governors approve for its current Chair,
Lisa Haddox-Heston, to serve as the Presidential Search Committee Chair and
Howard E. Seufer as the official spokesperson for the search process.
ACTION:
2.2

Mason ‘Ed’ White seconded the motion.
The motion carried
unanimously. Chair Haddox-Heston declared the motion adopted.

Approval of the Presidential Search Committee Procedure
Chair Haddox-Heston informed Board members that the guidelines of Series 5,
Employing and Evaluating Presidents, of the West Virginia Council for Community and
Technical College Education, were followed to develop the draft search procedures
which Board members have reviewed and revised.
MOTION:

Chris Adkins moved to accept the Presidential Search Committee
Procedure as presented and its submission to the Chancellor for
Community and Technical College Education for approval.

ACTION:

Dianna Toler seconded the motion. The motion carried unanimously.
Chair Haddox-Heston declared the motion approved and the Presidential
Search Committee Procedure adopted.
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2.3

2.4

2.5

Approval of Interim President
Chair Haddox-Heston called for a motion to approve the Interim President of Southern
West Virginia Community and Technical College.
MOTION:

Eddie Joe Canterbury made a motion to approve the appointment of
Samuel M. Litteral as Interim President of Southern West Virginia
Community and Technical College to serve in this capacity until the
hiring process for the new president is complete, pending approval of the
Council for Community and Technical College Education.

ACTION:

Dianna Toler seconded the motion. The motion carried unanimously.
Chair Haddox-Heston declared the motion approved and the
appointment adopted, pending approval of the Council for Community
and Technical College Education.

Search Firm
Chair Haddox-Heston called for a motion to authorize the Presidential Search
Committee to select an executive search firm.
MOTION:

Mason ‘Ed’ White made a motion to authorize the Presidential Search
Committee to release a request for proposals for an executive search
firm to assist in the search for the next President of Southern West
Virginia Community and Technical College.

ACTION:

Stephanie Abraham seconded the motion. The motion carried
unanimously. Chair Haddox-Heston declared the motion approved.

Presidential Search Timeline
Chair Haddox-Heston announced that the Presidential Search Committee anticipates
having the search complete with a new president by July 1, 2020.

3.

October 15, 2019 Board Meeting
Chair Haddox-Heston informed Board members that Chancellor Sarah Tucker offered to
provide a Presidential Search and Accreditation workshop for Board members on October
15, 2019. To accommodate the Chancellor’s travels, Madam Chair called for a motion to
move the October meeting from the Wyoming/McDowell Campus to the Logan Campus.
Stephanie Abraham motioned to move the October meeting to the Logan Campus. Mason
‘Ed’ White seconded the motion which carried unanimously. Chair Haddox-Heston declared
the motion approved.

4.

Adjournment
There being no further business, upon a motion by Stephanie Abraham and second by Bill
Alderman, Chair Haddox-Heston declared the meeting adjourned at 7:40 p.m.

_______________________________
Lisa Haddox-Heston, D.D.S., Chair
_________________________________
Emma L. Baisden, Executive Assistant
to the President and Board of Governors
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Southern West Virginia Community and Technical College
Board of Governors
Special Meeting of September 25, 2019
6:00 p.m.
2900 Dempsey Branch Road, Building C, Room 428
Mount Gay, West Virginia and by Teleconference
DRAFT MINUTES
Board Members Present:

Lisa Haddox-Heston, Chair; Mason ‘Ed’ White, Vice Chair; Eddie Joe
Canterbury, Secretary; Stephanie Abraham (by phone), Bill
Alderman, Howard Seufer (by phone), Dianna Toler

Board Members Absent:

Chris Adkins, Janice Olive, Samuel Stewart

College Staff Present:

Allyn Sue Barker, Tom Cook, Samuel Litteral, Deanna Romano,
Charles Lopez, Tim Ooten, Patricia Miller, Chris Gray, Russell
Saunders, Emma Baisden, Recorder

1.

Verification of Quorum and Call to Order
Chair Lisa Haddox-Heston declared a quorum present and convened the meeting at 6:00
p.m. The Chair moved item 2.2 to open session.

2.

Executive Session under Authority of West Virginia Code §6-9A-4(b)2A Regarding
Personnel and Management Issues
Mason ‘Ed’ White moved that the Board of Governors enters an Executive Session pursuant
to West Virginia Code §6-9A-4(b)2A to discuss personnel and management issues. Bill
Alderman seconded the motion that carried unanimously. Chair Haddox-Heston declared
the motion adopted and the Board then entered into an Executive Session at 6:09 p.m. At
the conclusion of discussions, Mason ‘Ed’ White moved the Board rise from Executive
Session and return to a public session. Pat Joe White seconded the motion which was
unanimously approved. The Board took no votes nor made any decisions during the
Executive Session.
2.1

Personnel Project Proposal

Based upon discussions in the Executive Session, the Board reconvened in an open
session at 6:44 p.m. and the following action was taken:
MOTION:

Eddie Joe Canterbury moved to accept the special project proposal as
presented by Robert E. Gunter to fulfill the request made by the Board at its
special meeting on September 12, 2019, and through January 3, 2020, to
perform such duties as deemed necessary by the Interim President of
Southern West Virginia Community and Technical College. The deadline for
submission of the special project is December 1, 2019.

ACTION:

Howard Seufer seconded the motion. The motion carried unanimously.
Chair Haddox-Heston declared the motion adopted.
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2.2

3.

Great Colleges to Work For® Surveys
Chair Haddox-Heston requested for Board members to review the employee’s survey
results for years 2014, 2016 and 2019. The 2019 survey was distributed to all fulltime employees to complete by e-mail from Great Colleges containing instructions
about how to take the online survey. The survey is voluntary and completely
confidential, and our institution is not able to trace results back to individuals. The
survey is administered and processed by modern think LLC, an independent
management consulting firm focusing on workplace quality in higher education.

Adjournment
There being no further business, Chair Haddox-Heston declared the meeting adjourned at
6:50 p.m.

_______________________________
Lisa Haddox-Heston, D.D.S., Chair

______________________________________
Emma L. Baisden, Executive Assistant
to the President and Board of Governors
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Southern West Virginia Community and Technical College
Board of Governors
Emergency Meeting of September 26, 2019
8:30 a.m.
2900 Dempsey Branch Road, Building C, Room 428
Mount Gay, West Virginia and by Teleconference
DRAFT MINUTES
Board Members Present:

Lisa Haddox-Heston, Chair; Eddie Joe Canterbury, Secretary; Bill
Alderman, Howard Seufer (by phone), Samuel Stewart (by phone),
Dianna Toler

Board Members Absent:

Chris Adkins, Stephanie Abraham, Janice Olive, Mason ‘Ed’ White,
Vice Chair; Pat Joe White

College Staff Present:

Samuel Litteral, Emma Baisden, Recorder

1.

Verification of Quorum and Call to Order
Chair Lisa Haddox-Heston declared a quorum present and convened the meeting at 8:39
a.m..

2.

Executive Session under Authority of West Virginia Code §6-9A-4(b)2A Regarding
Personnel and Management Issues
Bill Alderman moved that the Board of Governors enters an Executive Session pursuant to
West Virginia Code §6-9A-4(b)2A to discuss personnel and management issues. Dianna
Toler seconded the motion that carried unanimously. Chair Haddox-Heston declared the
motion adopted and the Board then entered into an Executive Session at 8:41 a.m. At the
conclusion of discussions, Howard Seufer moved the Board rise from Executive Session
and return to a public session. Samuel Stewart seconded the motion which was
unanimously approved. The Board took no votes nor made any decisions during the
Executive Session.
Based upon discussions in the Executive Session, the Board reconvened in an open
session at 9:07 a.m. and the following action was taken:
MOTION:

Eddie Joe Canterbury made a motion to delegate to the Board of Governors
Chair the authority to enter into a contract with Samuel Litteral as the Interim
President of Southern West Virginia Community and Technical College upon
the terms and conditions discussed in Executive Session. Additionally, the
Board of Governors Chair is authorized to negotiate the total package with
the Chancellor and Council of the Community and Technical College System
of West Virginia if necessary.

ACTION:

Bill Alderman seconded the motion. The motion carried unanimously. Chair
Haddox-Heston declared the motion adopted.
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3.

Adjournment
There being no further business, upon a motion by Howard Seufer and second by Eddie
Joe Canterbury, Chair Haddox-Heston declared the meeting adjourned at 9:10 a.m.

_______________________________
Lisa Haddox-Heston, D.D.S., Chair

_________________________________
Emma L. Baisden, Executive Assistant
to the President and Board of Governors
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
BOARD OF GOVERNORS
MEETING OF OCTOBER 15, 2019
ITEM:

SCP-1215, Use of Institutional Facilities and SCP-1215.A,
College Facility Use Agreement

RECOMMENDED RESOLUTION:

RESOLVED, That the Southern West Virginia Community
and Technical College Board of Governors grant approval for
submission of SCP-1215, Use of Institutional Facilities and
SCP-1215.A, College Facility Use Agreement to the
Chancellor for Community and Technical College Education
for final approval following the required 30-day public
comment period.

STAFF MEMBER:

Sam Litteral

BACKGROUND:
The purpose of this policy is to identify the procedures and requirements for using the institutional
facilities of Southern West Virginia Community and Technical College.
This policy was reviewed by Executive Council on June 11, 2019 and the President’s Cabinet on
August 13, 2019. Revisions reflect minor changes and a signature line for the Vice President for
Finance and Administration was added to SCP- 215.A, College Facility Use Agreement.
At its August 20, 2019 meeting the Southern West Virginia Community and Technical College
Board of Governors approved advancement of this policy and it’s attachments to Southern’s
constituents and the Chancellor for Community and Technical College Education for the required
30-day public comment period which ended September 21, 2019. No comments were received at
the end of the comment period. Therefore the staff recommends that the Board of Governors grant
approval of SCP-1215, Use of Institutional Facilities and its attachments as presented to the
Chancellor for Community and Technical College Education for final approval following the required
30-day comment period.
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
BOARD OF GOVERNORS
SCP-1215
SUBJECT:

Use of Institutional Facilities

REFERENCE:

None

ORIGINATION: January 1, 1985
EFFECTIVE:

November 15, 2019

REVIEWED:

June 6, 2019

SECTION 1.
1.1

To identify the procedures and requirements for using the institutional facilities.

SECTION 2.
2.1

SCOPE AND APPLICABILITY

This policy governs the use of institutional facilities by persons or groups.

SECTION 3.
3.1

PURPOSE

DEFINITIONS

None.

SECTION 4.

POLICY

4.1

Facilities of Southern West Virginia Community and Technical College are intended for use in the conduct
of educational programs. As such, first priority for the use of facilities will be given to the academic,
administrative and student functions at each campus.

4.2

In its many aspects of service to the public, the board also recognizes the need and permits the use of facilities
which may provide benefits otherwise not available in the community.

4.3

Southern West Virginia Community and Technical College declares it’s commitment to providing equal
opportunities and equal access to college facilities.

4.4

To adequately protect the institution, individuals are to work with the Director of Campus Operations and
complete the College Facility Use Agreement (SCP-1215.A).

SECTION 5.
5.1

None.

SECTION 6.
6.1

BACKGROUND OR EXCLUSIONS

GENERAL PROVISIONS

None.

SCP-1215, Use of Institutional Facilities
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SECTION 7.
7.1

The Vice President for Finance and Administration for Southern West Virginia Community and Technical
College is responsible for administration of this policy.

SECTION 8.
8.1

CANCELLATION

None.

SECTION 9.
9.1

RESPONSIBILITIES

REVIEW STATEMENT

This policy shall be reviewed on a regular basis with a time frame for review to be determined by the
President or the President’s designee. Upon such review, the President or President’s designee may
recommend to the Board that the policy be amended or repealed.

SECTION 10. SIGNATURES

Board of Governors Chair

Date

President

Date

Attachments:

SCP-1215.A, College Facility Use Agreement

Distribution:

Board of Governors (12 members)
www.southernwv.edu

Revision Notes:

January 2010 — Revisions reflect changes in procedure or documentation requirements.
Revisions provide clarity and reflect changes in management responsibilities.
May 2014 - Revisions provide clarity and reflect changes in administrative titles. The attachment,
SCP-1215. A, College Facility Use Agreement, was also developed.
June 2019 - Revisions reflect minor changes and a signature line for the Vice President for
Finance and Administration was added to SCP-1215.A, College Facility Use Agreement.

SCP-1215, Use of Institutional Facilities
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
BOARD OF GOVERNORS
SCP-1215.A
SUBJECT:

College Facility Use Agreement

REFERENCE:

SCP-1215, Use of Institutional Facilities

ORIGINATION:

May 7, 2014

EFFECTIVE:

November 15, 2019

SECTION 1.
1.1

1.2
1.3

1.4

1.5
1.6

The parties of this agreement are Southern West Virginia Community and Technical College acting under
specific authority granted by its Board of Governors to contract for the use of the facility identified under
Section 8 of this agreement, hereinafter referred to as the college. The organization contracting to use the
College facilities, hereinafter referred to as the Lessee.
Before a College facility may be used, the College Facility Use Agreement (SCP-1215.A) must be completed
and signed. All information must be received 10 working days prior to the date of intended use.
The buildings and grounds of the College are primarily for educational purposes. No other use shall be
permitted to interfere with the primary purpose for which these facilities are intended. Facilities shall not be
made available for any use which might result in any undue damage or wear. The College reserves the right
to reject any application for use of its facilities.
Every possible opportunity will be provided for the use of the College facilities by citizens of our service
area, provided that the purpose of the event is in harmony with public interest and welfare, and subject to the
laws of the state of West Virginia and the policies of the College. Any use to the contrary shall be grounds
for immediate cancellation of the agreement.
The College reserves the right to prohibit the use of its facilities by groups or activities which are secret, of
a private nature, or which restrict membership or attendance, in a manner inconsistent with the public and
nondiscriminatory character of the College set forth in its written policies and commitments.
The College Facility Use Agreement shall not be entered into for any use that, in the judgment of the College,
may be in any way prejudicial to the best interest of the College or the education program, or satisfactory
sponsorship or adequate adult supervision is not provided.

SECTION 2.
2.1

2.2

GENERAL POLICY COVERING THE USE OF THE FACILITIES

LICENSEE’S RESPONSIBILITY

Those wishing to use the College facilities must complete the College Facility Use Agreement form and
submit it to the appropriate Director of Campus Operations at the corresponding scheduling office listed
below. The Lessee shall accept responsibility for any damage to the College’s property. Completion of the
College Facility Use Agreement shall constitute acceptance by the Lessee of the responsibilities stated herein
and willingness to comply with all rules and regulations regarding the use of College facilities as prescribed
by the College. If the use of the facility is not as represented on the College Facility Use Agreement form,
an additional charge may be made. In the event of property damage, the Lessee shall accept and pay the
College’s estimate of the amount of damage. The College may require posting a bond.
The lessee is responsible for the safety and security of all minors participating in the Lessee’s use of College
facilities. The lessee shall closely supervise all minors and establish appropriate security procedures to ensure
the safety and security of all minors. Adult leaders of using organizations shall remain with their groups
during all activities, and be responsible for the conduct of their groups.

SCP-1215.A, College Facility Use Agreement, Revised 06/2019
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SECTION 3.
3.1

3.2

3.3
3.4
3.5
3.6
3.7
3.8

No decorations or the application of materials to walls, ceilings, or floors shall be permitted which will mar,
deface, or injure these surfaces. The Lessee is required to arrange for the disposal of decorations, materials,
equipment, furnishings or rubbish left after the use of College facilities; otherwise, the Lessee will be billed
for any expense involved.
The College prohibits the use of drugs, or other controlled substances, or any other condition which is
objectionable in the judgment of the College. Smoking and the use of tobacco products, including the use
of smokeless cigarettes, is prohibited on all College property. The use of alcoholic beverages is also
prohibited in and on College property.
Games of chance and lotteries shall not be permitted except as prescribed by law and with prior approval of
the College.
Keys to buildings or facilities shall not be issued or lent on any occasion to the Lessee. Doors will be opened
by authorized College personnel.
College owned equipment shall not be removed from the buildings. Charges for equipment rental and
operation may be required.
All shifting of furniture and equipment shall be done under the supervision of an appropriate College
employee.
Any and all products that the Lessee wishes to sell, in the event it is not provided by the College, must be
approved by the College in advance.
The College may have a food service vendor on the site that is the sole provider of food services provided
at the College. The vendor will have first right of refusal prior to an outside vendor being brought on the
College property.

SECTION 4.
4.1
4.2
4.3
4.4
4.5

5.2

5.3
5.4

NON-ASSIGNMENT AND CANCELLATION

The College Facility Use Agreement shall be non-assignable. Only the Lessee as named in the College
Facility Use Agreement shall use the facilities.
The College reserves the right to cancel the agreement at any time and to refund any payment made to the
College for the use of the College facilities and equipment when it deems such action advisable and in the
best interests of the College.
Facilities contracted by non-college groups may be canceled for scheduling or priority College events.
The College reserves the right to cancel the agreement if payment is not received from the Lessee on or before
the scheduled event.
The College reserves the right to refund or retain all or part of any payment made to the College for
cancellations of the agreement by the Lessee.

SECTION 5.
5.1

RESTRICTIONS

COLLEGE PERSONNEL REQUIRED

The College reserves the right to require that an appropriate College staff member be present at any meeting
or event held on College facilities.
An authorized member of the College staff shall be available on campus at all times when the College
facilities are in use by any group. The staff member should be contacted to correct problems in the operation
of any facility in use. If the staff member discovers any damage or misuse of the premises, he or she will
report the same immediately to the Lessee and the College.
When the use of special facilities makes it necessary that supervision be provided, a College employed
supervisor shall be assigned as required by the College.
The College reserves the right to require a security officer to be present at any scheduled event at the expense
of the Lessee.

SCP-1215.A, College Facility Use Agreement, Revised 06/2019
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SECTION 6.
6.1
6.2

6.3

The use fee depends on the purpose of the meeting/event and the nature of the group using the facility.
Additional charges may be added to include supervision and/or security staff, above-normal or overtime
custodial help when required, above normal set-up costs, hauling or handling equipment, use of projectors
or other equipment, equipment operators, repairs and damage, or other costs as determined by the College.
Such services will be paid by the Lessee at the current established rate, including overtime.
All charges shall be paid to the appropriate College Cashier’s Office. All facility and service charges shall
be paid in advance. Additional charges for damages shall be billed directly to the Lessee. College employees
are paid directly by the College not the Lessee.

SECTION 7.
7.1

7.2

7.3

USE FEE

RELEASE OF CLAIMS/HOLDS HARMLESS

The Lessee agrees that, in consideration of the permission granted to the Lessee and the minimal fee charged
by the College for the use of its facilities, to the fullest extent permitted by the law the Lessee hereby and
forever releases the College and its agents, employees or officers from all debts, claims, demands, damages,
actions, and causes of action whatsoever, which they may have or may hereafter have, as a result of their use
of said facility.
The Lessee must agree, to the fullest extent permitted by law, to protect, indemnify, and hold harmless the
College, its Board of Governors, its agents, employees, and officers from any claims, demands, actions,
damages, or causes of action directly or indirectly arising out of the use of the facilities or premises
contemplated by this application.
The Lessee further agrees, if required, to attach to this document a certificate of insurance for liability and
property damage which names Southern West Virginia Community and Technical College as an additional
insured during Lessee’s use of College facilities.

SCP-1215.A, College Facility Use Agreement, Revised 06/2019
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SECTION 8.

RENTAL/LEASE AGREEMENT

THIS Agreement made this __________day of __________ in the year _________ between the __________Campus
of Southern West Virginia Community and Technical College (Lessor), and
______________________________________________________________________ (Lessee).
The purpose of this agreement is to provide floor space for a ______________________ sponsored by
____________________________________________________. The facility/facilities covered by this Agreement
will be ____________________, or classrooms _______________________ on the _________________ Campus
of Southern West Virginia Community and Technical College for the following date(s)
___________________________ during the following time period: ______________________________.
It is understood that the Lessee will pay the sum of ______________dollars for said purpose and use. This fee must
be paid on or before the day of the event. The sum shall be paid in full by __________________. Failure to pay in
full shall result in cancellation of a said event. Any cost incurred by the College as a result of a cancellation shall be
the financial responsibility of the Lessee. All payments must be made by check or money order Payable to Southern
West Virginia Community and Technical College. Payment must be made prior to the use of the facility. The
undersigned have read and understand the terms of the rental/lease agreement and by their signatures agree to abide
by said terms and conditions.
SECTION 9.

SIGNATURES
Name Printed

Signature of Lessee

Name Printed

Signature of Campus Director

Name Printed

Vice President for Finance and Administration

Name of Organization

Campus/Location

Contact Phone Number

Contact Phone Number

Date

Date

SCP-1215.A, College Facility Use Agreement, Revised 06/2019
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
BOARD OF GOVERNORS
MEETING OF OCTOBER 15, 2019
ITEM:

Request for Approval of Revisions to SCP-2171, Professional
and Educational Requirements for Faculty, and SCP-2171.A,
Faculty Credentials Certification Form

RECOMMENDED RESOLUTION:

RESOLVED, That the Southern West Virginia Community
and Technical College Board of Governors grant approval for
the distribution of SCP-2171, Professional and Educational
Requirements for Faculty, and SCP-2171.A, Faculty
Credentials Certification Form, to Southern’s constituencies
and the Chancellor for Community and Technical College
Education for a 30-day public comment period.

STAFF MEMBER:

Sam Litteral

BACKGROUND:
The purpose of this policy is to establish professional and educational requirements for faculty
members of Southern West Virginia Community and Technical College and a system for
documenting faculty and instructional staff credentials.
On August 29, 2019, this policy was reviewed by the Office of Finance and Administration. SIP2171, Faculty Credentialing and Tested Experience and SIP-2171.A-E, Faculty Qualifications
Including Tested Experience were added to the policy’s References; a definition for an instructional
specialist was added to align this policy with the other institutional policies; clarification of the
minimum number of advertisements required was added to 6.2.1; and revisions were made to
reflect current position titles.
At its meeting on October 2, 2019, the Executive Council reviewed and modified the policy to
include processes for updating the Faculty Credentials Certification Form (SCP-2171.A) in Section
7, and responsibilities were added for the Director of Human Resources at Section 7.3. At its
meeting on October 8, 2019, additional modifications were made to 6.1.1.2 by the President’s
Cabinet, and the social security number was replaced by the Southern ID on Faculty Credentials
Certification Form (SCP-2171.A). Following these reviews, it is recommended that the Board of
Governors advance this policy and form to Southern’s constituents and the Chancellor for
Community and Technical College Education for the required 30-day public comment period.
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
BOARD OF GOVERNORS
SCP-2171

SUBJECT:

Professional and Educational Requirements for Faculty

REFERENCE:

The Higher Learning Commission (HLC) publication “Determining Qualified Faculty
through HLC’s Criteria for Accreditation and Assumed Practices,” October 2015 March
2016; SCP-2250, Hiring Adjunct Faculty; Title 135, Procedural Rule, West Virginia Council
for Community and Technical College Education, Series 45, Community and Technical
College Faculty Instructional Load; SIP-2171, Faculty Credentialing and Tested
Experience; SIP-2171.A-E, Faculty Qualifications Including Tested Experience.

ORIGINATION:

September 1, 2000

EFFECTIVE:

September 16, 2016

REVIEWED:

March 2, 2016 August 29, 2019

SECTION 1.
1.1

To establish professional and educational requirements for faculty members of Southern West Virginia
Community and Technical College and a system for documenting faculty and instructional staff credentials.

SECTION 2.
2.1

PURPOSE

SCOPE AND APPLICABILITY

This issuance applies to all full and part-time faculty, and instructional staff, teaching courses for Southern
West Virginia Community and Technical College.

SECTION 3.

DEFINITIONS

3.1

Faculty – Those individuals employed with faculty rank whose major responsibility is the delivery of courses
of instruction.

3.2

Full-time Faculty – An individual employed on a full-time year to year basis designated as faculty who holds
rank and is assigned a full-time workload per institutional guidelines.

3.3

Adjunct Faculty – Those individuals employed by the College on a part-time basis for the delivery of courses
of instruction. An adjunct faculty teaching load will be limited to nine (9) credit hours per semester.

3.4

Instructional Specialist – A type of term appointment defined as those faculty members who have been
appointed minimally on a nine-month basis and an hourly workload. The appointment is for a specified term
not to exceed three years. The instructional specialist is eligible to received reappointment to additional terms.
No number of term appointments shall create any presumption of a right to reappointment or to appointment
as a tenure-trace (probationary) or a tenured faculty. In additional to teaching, instructional specialists will
have responsibilities for various academic support activities.

SECTION 4.

POLICY

SCP-2171, Professional and Educational Requirements for Faculty
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4.1

All full- and part-time teaching faculty and instructional specialists of Southern West Virginia Community
and Technical College will meet the professional and educational requirements of the Higher Learning
Commission (HLC) as outlined in this policy statement and will provide the College all required employment
and educational/professional credentials.

SECTION 5.
5.1

None.

SECTION 6.
6.1

BACKGROUND OR EXCLUSIONS

GENERAL PROVISIONS

Professional and Educational Requirements
6.1.1

Minimum Requirements: The following Southern West Virginia Community and Technical College
professional and educational requirements for full and part-time teaching faculty are consistent with
the requirements of the Higher Learning Commission (HLC).
6.1.1.1 Faculty who teach courses at the associate degree level in the general education transfer area
will have a minimum of a master’s degree in the discipline or sub-field of study in which
they teach OR a master’s degree in a cognate field with a minimum of 18 graduate level
hours in a discipline consistent with the teaching assignment.
6.1.1.2 Faculty who teach courses in the career/technical associate degree and certificate program
areas will have a minimum of a bachelor’s degree in the field and/or a combination of
education, training and tested experience, with documented technical competence in the field
and/or program area in which they teach.
6.1.1.3 Faculty who teach the certificate degree programs will have a minimum of an associate’s
degree and documented technical competence in the field and/or program area in which they
teach.
6.1.1.4 Faculty who teach in Transitional Studies (remedial) programs will have a bachelor’s degree
in the subject(s) taught, or a related field with subject specific certifications.
6.1.1.5 Academic Lab Managers who provide instructional support for programs/courses will hold
the appropriate credentials and experience as determined by the program’s national
accrediting agency and/or the Vice President for Academic Affairs Chief Academic Officer.
6.1.1.6 Faculty who teach courses as part of an academic program that maintains national
accreditation or state licensure will have at least the minimum credentials required by the
accrediting/licensing body.

6.2

Exceptions to Minimum Requirements
6.2.1

In certain exceptional cases, and after exhausting avenues to obtain a credentialed candidate meeting
the specific requirements of 6.1.1. and the position being advertised for a minimum of two (2)
advertisements unsuccessfully, unique experience and demonstrated competency may be substituted
for academic preparation. Such exceptions must be justified on an individual basis and approved by
the Vice President for Academic Affairs Chief Academic Officer. Documentation of work
experience, certifications and other qualifications used as a substitute or supplement to formal
academic preparation or required degrees must be maintained in the individual’s personnel file.

SCP-2171, Professional and Educational Requirements for Faculty
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6.3

6.2.2

In certain circumstances when vacant undergraduate program vocational/technical teaching positions
are difficult to fill, applicants who have completed a significant program of study in the discipline
for which faculty positions were advertised, with substantial course work at least one level above that
of the courses being taught or developed may be considered. The HLC assumes that successful
completion of a coherent degree better prepares a person than an unstructured collection of credit
courses. Therefore, faculty teaching in the career/technical associate degree program areas and not
holding a master’s degree must show continuous professional growth in their teaching areas leading
to a master’s degree or appropriate licensure or certification.

6.2.3

Faculty members teaching in certificate degree programs and not holding a bachelor’s degree must
show continuous professional growth in their teaching areas leading to a bachelor’s degree or its
equivalent.

Faculty/Instructional Specialists Credentials Certification
6.3.1

Each faculty member will furnish the following credentials at time of the application: application
with resume/vita, and official transcripts. These documents must be on file in the Human Resources
Office by the first day of actual employment by the College. Any exceptions must have the
documented approval of the Vice President for Academic Affairs Director of Human Resources.

6.3.2

The Faculty Credentials Certification Form (SCP-2171.A) has been designed to ensure all required
credentials are part of an employee’s official personnel file. The Division Head School Dean will
provide a list of all courses the employee is qualified to teach and the degrees, special certifications,
and/or experiences which meet HLC credentialing requirements for teaching these courses. The
Division Head School Dean will furnish the completed form with all documentation to the Human
Resources Office for the employee’s official personnel file.

SECTION 7.
7.1

7.2

RESPONSIBILITIES

Full-time and part-time faculty members and instructional specialists will:
7.1.1

Furnish all employment and teaching credentials for his/her official personnel file.

7.1.2

Make continuous progress in their professional growth.

7.1.3

If, by approved exception, minimum educational requirements are not met, he/she must enroll
immediately in a program designed to achieve the required degree or educational levels.

Division Head School Dean will:
7.2.1

Complete and sign a Faculty Credentials Certification Form (SCP-2171.A) for each faculty member
within his/her division school and/or program area and send the Faculty Credentials Certification
Form (SCP-2171.A) to Human Resources to include in the ensure personnel files are properly
documented. The form must be reviewed annually and submitted with the faculty member’s annual
evaluation.

7.2.2

If additional credentials are gained, an updated Faculty Credentials Certification Form (SCP-2171.A)
must be completed and sent to the Human Resources Office.

7.2.23 Ensure educational and professional background of all faculty members in their department, division
SCP-2171, Professional and Educational Requirements for Faculty
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school, and/or program area meet the standards established by HLC and this institution. Full-time
faculty employed prior to the effective date of this policy and not meeting the minimum educational
requirements as stated will be provided institutional assistance through professional development
funds and/or tuition waivers to meet minimum requirements within a reasonable period of time
7.2.34 Develop, in consultation with the affected faculty member, a development plan designed to achieve
required degree or educational levels for teaching in discipline.
7.2.45 Review annually, as part of the performance evaluation, progress made by each faculty member on
his/her professional development plan, particularly those teaching under an approved exception.
7.3

Human Resource Director will:
7.3.1

Add faculty credentials to the Faculty Credentialing database once the Faculty Credentials
Certification Form (SCP-2171.A) is shared with the Office of Human Resources.

7.3.1

File the Faculty Credentials Certification Form (SCP-2171.A) in the personnel file.

SECTION 8.
8.1

None.

SECTION 9.
9.1

CANCELLATION

REVIEW STATEMENT

This policy shall be reviewed on a regular basis with a time frame for review to be determined by the
President or the President’s designee. Upon such review, the President or President’s designee may
recommend to the Board that the policy be amended or repealed.

SECTION 10. SIGNATURES

Board of Governors Chair

Date

President

Date

Attachments:

SCP-2171.A, Faculty Credentials Certification Form

Distribution:

Board of Governors (12 members)
www.southernwv.edu

Revision Notes:

September 29, 2007 – Revised to exclude references to instructional staff, to update titles, and
to add references.
December 11, 2012 – Revisions reflect a reduction in the minimum requirement for faculty
teaching transitional studies courses. Definition of a full-time faculty modified to match that
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found in other institutional policies. Expanded requirements for vocational/occupational
program faculty to include equivalent credentials, such as licenses and certifications. Included
the requirement to review Faculty Credentials Certification Form annually with faculty
evaluation.
March 2, 2016 – Revised to reflect changes in guidelines in determining qualified faculty through
the HLC’s criteria for accreditation and to reflect any title and name changes for the College and
the HLC.

August 29, 2019 – Revisions include added references: inserted the definition for instructional
specialist to match that found in other institutional policies; clarification of the minimum number
of advertisements required in 6.2.1; included process for updating the Faculty Credentials
Certification Form (SCP-2171.A); included responsibilities for the Human Resource Director;
and title changes.
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BOARD OF GOVERNORS
SCP-2171.A
Faculty Credentials Certification Form
Name: _________________________________________________

Southern ID Number: _______________

Campus/Division School/Program:
_________________________________________________________________________
To be completed by Division Head School Dean

Degrees Held (Press “tab” in last cell to add additional row in table):
Degree Level

Date Official
Transcript Received

Granting Institution

Major

Minor

Courses for which this faculty member meets minimum requirements per SCP-2171:
Course
Dept/No

Courses
Title

Qualifications/Justification
(i.e. Degree level and major; graduate hours; license; certification; experiences*, etc. Provide
specific explanation. Press “tab” in last cell to add additional row to table.)

Professional Development:
____ Required
____ Required
____ Required
I have verified the above information to the best of my ability. In addition, I have explained to the employee that all official
documents must be in the Human Resources Office prior to his/her first day of employment.
SIGNATURES:

Division Head School Dean

Date

Vice President for Academic Affairs Chief Academic Officer

Date

*Experiences should meet tested experience requirements for specific disciplines and programs.
**Please add committee minutes as appropriate. (In the event a committee is needed to determine validity of tested experience used in place of all or part of
earned credential.)

SCP-2171.A, Faculty Credentials Certification Form (08/2019)
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
ACADEMIC AFFAIRS
PROCEDURE
SIP-2171
SUBJECT:

Faculty Credentialing and Tested Experience

REFERENCE:

The Higher Learning Commission (HLC) publication “Determining Qualified Faculty Through
HLC’s Criteria for Accreditation and Assumed Practices,” March 2016;
SCP-2171, Professional and Educational Requirements for Faculty; SCP-2171.A, Faculty
Credentials Certification Form

ORIGINATION: August 6, 2018
EFFECTIVE:

September 10, 2019

REVIEWED:

New

SECTION 1.

PURPOSE

1.1

This guidance sets forth the procedure used by the Office of Academic Affairs to ensure that each faculty
member employed with Southern West Virginia Community and Technical College possesses the academic
preparation, training and/or tested experience to meet the minimum requirements of accrediting bodies and
state agencies.

SECTION 2.
2.1

This procedure applies to faculty at Southern West Virginia Community and Technical College and to other
individuals assigned to perform faculty work.

SECTION 3.
3.1

SCOPE AND APPLICABILITY

DEFINITIONS

Tested experience - Tested experience includes a breadth and depth of experience outside of the classroom
in real-world situations relevant to the discipline and course content in which the faculty member is teaching.

SECTION 4.

PROCEDURE

4.1

The School Dean may submit guidelines for determining faculty qualifications, including tested experience
as deemed appropriate.

4.2

Revisions to the Faculty Credentials Matrix may be proposed to the academic administration team by any of
the following groups: faculty members, program directors, or academic heads. Chief Academic Officer will
review the Faculty Credentials Matrix upon receipt of proposed revisions or updates. The updated Faculty
Credentials Matrix will be disseminated to faculty, program directors, and Dean after each revision.

SECTION 5.
5.1

BACKGROUND OR EXCLUSIONS

The Higher Learning Commission requires institutions to justify and document qualifications of faculty as
part of its accreditation process. The faculty hiring qualifications related to tested experience should be

SIP-2171, Faculty Credentialing and Tested Experience
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reviewed and approved through the faculty governance process at the institution.
SECTION 6.
6.1

GENERAL PROVISIONS

The general information related to the faculty credentialing procedure for implementation and review of tested
experience for faculty qualification.

SECTION 7.

RESPONSIBILITIES

7.1

Division Heads/Lead Faculty - Division Heads/Lead Faculty members will define minimum faculty
qualification guidelines, with input from faculty, including tested experience as appropriate. These guidelines
are forwarded to the School Dean for review and approval.

7.2

School Dean - The School Dean reviews the proposed minimum qualification guidelines for approval and
then forwards the guidelines to the Faculty Senate for review and approval. The School Dean or Chair is
responsible for ensuring these guidelines are reviewed every 5 years.

7.3

Faculty Senate - The Faculty Senate will review the proposed faculty qualifications, including tested
experience, for approval. The Faculty Senate will then forward to the Chief Academic Officer.

7.4

Chief Academic Officer - The Chief Academic Officer, working with his/her respective leadership team and
the Human Resources department, maintains a comprehensive list of faculty credential requirements and
current credentialing forms.

7.5

Human Resources Department - The Human Resources department will maintain an electronic database of
faculty credentials that contains the same information as in the Faculty Credentials folders. The Human
Resources department will use this database to provide accurate, timely information to various accrediting
agencies, federal/state agencies, and College departments.

SECTION 8.
8.1

None

SECTION 9.
9.1

CANCELLATION

REVIEW STATEMENT

This procedure shall be reviewed on a regular basis with a time frame for review to be determined by the
President or the President’s designee. Upon such review, the Cabinet-level Administrator may recommend
to the President’s Cabinet that the procedure be amended or repealed.

SECTION 10. SIGNATURES

President

Attachments:

Cabinet-level Administrator
SIP-2171.A, Faculty Qualifications Teaching Field: English
SIP-2171.B, Faculty Qualifications Teaching Field: Mathematics

SIP-2171, Faculty Credentialing and Tested Experience

Date

Date
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SIP-2171.C, Faculty Qualifications Teaching Field: Science
SIP-2171.D, Faculty Qualifications Teaching Field: Social Science
SIP-2171.E, Faculty Qualifications School of Career and Technical Studies
Distribution:

All Southern Employees
Intranet

Revision Notes:

Originated August 6, 2018

SIP-2171, Faculty Credentialing and Tested Experience

Page 3 of 3

Page 39 of 83

SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
SIP-2171.A
Faculty Qualifications Including Tested Experience
Teaching Field: English
REFERENCE:

SIP-2171, Faculty Credentialing and Tested Experience
SCP-2171, Professional and Educational Requirements for Faculty
SCP-2171.A, Faculty Credentials Certification Form

ORIGINATION:

August 9, 2018

EFFECTIVE:

September 10, 2019

REVIEWED:

New

The School of Arts and Sciences at Southern West Virginia Community and Technical College is
committed to the highest standards of instructional delivery by assuring the qualifications of our faculty. It
is our commitment that every student will have a faculty member who has solid preparation and experience
to effectively teach in each program. Extensive efforts will be made to hire fully qualified candidates
meeting the traditional preparation pathway below but there may be the need to determine faculty
qualifications though tested experience. The School of Arts and Sciences will stride to limit the number of
faculty hired through tested experience and will not appoint a faculty using tested experience if a
traditionally prepared faculty is not appointed as a mentor.
Guidelines for determining Faculty Qualifications:
Traditional Preparation:
1. A Master’s Degree (or higher) in any of the following areas within the field of English: English,
Journalism, or Communication.
2. A Master’s Degree (or higher) in any field with 18 graduate hours in English, Journalism, or
Communication.
Tested Experience:
Faculty candidates who do not meet the academic credentials specified in the traditional preparation above
but who have extensive experience in the field may qualify through tested experience. Faculty must have a
Master’s degree and must provide evidence that they demonstrate sufficient content expertise necessary to
teach students in the discipline.
In order to determine if a faculty member qualifies under tested experience, he/she must submit a portfolio
of experience for evaluation. In a cover letter for the portfolio the individual will reflect upon their
experience and fully explain which of the tested experience criteria they meet. The portfolio will be
reviewed by the English program team and the Dean of the School. If a faculty is granted permission to
teach within the discipline, the program team will assign a mentor to the faculty meeting qualifications
through tested experience to ensure content expertise.
Validation of student success at advance levels will be reviewed each semester during the first year and
annually after that along with formal evaluation of faculty as required by SCP-2218, Evaluation of FullTime Faculty. The faculty member must sufficiently demonstrate content expertise by the end of his/her
third year to continue teaching in the discipline. Faculty not meeting content expertise by the end of year
three will be removed as a qualified instructor in the discipline.
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To qualify under tested experience, the faculty candidate must have a Master’s Degree in any field and
must satisfy either:
1. one (1) of the four Group A criteria and two (2) of the Group B criteria, or
2. two (2) of the Group A criteria and one (1) of the Group B criteria.
3. Consideration may be given to candidates with three (3) of the Group B criteria.
#
1
2
3

4

#
1

2

3

4

5

6

Group A Criteria
At least 12 graduate credit hours in English,
Journalism, or Communication
Bachelor’s Degree in English, Journalism, or
Communication
National Board for Professional Teaching Standards
Certificate in English, Adolescent and Young
Adulthood with documentation of teaching
collegial-level outcomes.
Fellowships, awards, or recognitions for excellence
related to the teaching of English at the collegiallevel from national or state professional
organizations.
Group B Criteria
Three (3) years or more of High School Advanced
Placement English teaching with advanced
(collegial-level) outcomes.

Evidence Required
Graduate transcript
Transcript
Copy of Certificate or other written
evidence of successful completion.
Letter or certificate attesting to the
award or recognition and the degree of
collegial-level outcomes.

Evidence Required
Student and supervisor course
evaluations affirming teaching
effectiveness and three years a data
documenting student exam scores at or
above national average for advanced
placement
Three (3) or more years of work experience in the
Letter from supervisor or client
field.
attesting to effective field related
performance and documentation of
advanced performance.
Peer reviews affirming English teaching
Three or more letters of
effectiveness.
recommendation from faculty or
administrators who have observed the
faculty member effectively teaching
advanced (collegial level) outcomes.
Extensive presentations at national, regional, or state Paper shared at conference and
peer-reviewed English conferences/workshops
conference proposal with presenter
showcasing collegial-level content.
letter of acceptance, presenter
certificate or similar evidence.
Extensive participation in nationally normed
Letter from organization, certificate, or
English assessment activity, such as Advanced
similar evidence to document collegial
Placement scoring in English or related field, item
level performance.
writing for national English competition at the
collegial-level.
Extensive leadership in collegial-level English
Letter of appointment, organizational
professional organization.
chart, or similar evidence.

Page 41 of 83

7
8

9
10
11

Evaluator of grants or other scholarly function in a
collegial-level English-related study/project.
Publications of collegial-level peer-review books,
journal articles, or similar publications in the field
or peer-reviewer of nationally recognized
publications.
Extensive experience as an editor or publisher of a
newspaper or magazine.
Participation in equivalent of 18 credit hours of
English-related professional development.
Other collegial-level English related professional
activity not listed above that demonstrate such
experience is sufficient to determine the faculty
member has the content expertise necessary to teach
students in the English discipline to obtain student
learning outcomes.

Letter from grant administrator, or
similar evidence.
Copy of publications and reviews

Letter of appointment, organizational
chart, copy of work, or similar
evidence.
Certificates of completion.
Evidence must document experience is
sufficient to prove content expertise.

The chart is intended to match the Degrees or Tested Experience to the courses being taught.
Degree or
Tested
Experience
Course Prefix

Qualification Alignment
English

Journalism
EN
TH

Communication
CA
SP
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
SIP-2171.B
Faculty Qualifications Including Tested Experience
Teaching Field: Mathematics
REFERENCE:

SIP-2171, Faculty Credentialing and Tested Experience
SCP-2171, Professional and Educational Requirements for Faculty
SCP-2171.A, Faculty Credentials Certification Form

ORIGINATION:

September 2018

EFFECTIVE:

September 10, 2019

REVIEWED:

New

The School of Arts and Sciences at Southern West Virginia Community and Technical College is committed
to the highest standards of instructional delivery by assuring the qualifications of our faculty. It is our
commitment that every student will have a faculty member who has solid preparation and experience to
effectively teach in each program. Extensive efforts will be made to hire fully qualified candidates meeting the
traditional preparation pathway below but there may be the need to determine faculty qualifications though
tested experience. The School of Arts and Sciences will stride to limit the number of faculty hired through
tested experience and will not appoint a faculty using tested experience if a traditionally prepared faculty is
not appointed as a mentor.
Guidelines for determining Faculty Qualifications:
Traditional Preparation:
1. A Master’s Degree (or higher) in any of the following areas within the Mathematics field: Mathematics,
Probability, Statistics, Applied Mathematics, Actuarial Science, Operations Research, Engineering,
Physics, Computer Sciences, or Decision Sciences.
2. A Master’s Degree (or higher) in any field with 18 graduate hours in Mathematics, Probability, Statistics,
Applied Mathematics, Actuarial Science, Operations Research, Engineering, Physics, Computer Sciences,
or Decision Sciences.
Tested Experience:
Faculty candidates who do not meet the academic credentials specified in the traditional preparation above but
who have extensive experience in the field may qualify through tested experience. Faculty must have a
Master’s degree and must provide evidence that they demonstrate sufficient content expertise necessary to
teach students in the discipline.
In order to determine if a faculty member qualifies under tested experience, he/she must submit a portfolio of
experience for evaluation. In a cover letter for the portfolio the individual will reflect upon their experience
and fully explain which of the tested experience criteria they meet. The portfolio will be reviewed by the
Mathematics program team and the Dean of the School. If a faculty is granted permission to teach within the
discipline, the program team will assign a mentor to the faculty meeting qualifications through tested
experience to ensure content expertise.
Validation of student success at advance levels will be reviewed each semester during the first year and
annually after that along with formal evaluation of faculty as required by SCP-2218, Evaluation of Full-Time
Faculty. The faculty member must sufficiently demonstrate content expertise by the end of his/her third year
to continue teaching in the discipline. Faculty not meeting content expertise by the end of year three will be
removed as a qualified instructor in the discipline.
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To qualify under tested experience, the faculty candidate must have a Master’s Degree in any field and must
satisfy either:
1. one (1) of the three Group A criteria and two (2) of the Group B criteria, or
2. two (2) of the Group A criteria and one (1) of the Group B criteria.
3. Consideration may be given to candidates with three (3) of the Group B criteria.
#
1

2

3

4

#
1

2

3

4

5

6

Group A Criteria
At least 12 graduate credit hours in Mathematics,
Probability, Statistics, Applied Mathematics,
Actuarial Science, Operations Research,
Engineering, Physics, Computer Sciences, or
Decision Sciences
Bachelor’s Degree in Mathematics, Probability,
Statistics, Applied Mathematics, Actuarial Science,
Operations Research, Engineering, Physics,
Computer Sciences, or Decision Sciences
National Board for Professional Teaching Standards
Certificate in Mathematics, Adolescent and Young
Adulthood with documentation of teaching
collegial-level outcomes.
Fellowships, awards, or recognitions for excellence
related to the teaching of mathematics at the
collegial-level from national or state professional
organizations.
Group B Criteria
Six or more semesters of successful advanced
(collegial level) high school or college mathematics
teaching experience.

Evidence Required
Graduate transcript

Transcript

Copy of Certificate or other written
evidence of successful completion.
Letter or certificate attesting to the
award or recognition and the degree of
collegial-level outcomes.

Evidence Required
Student and supervisor course
evaluations affirming teaching
effectiveness and documentation of
advanced (collegial level) content.
Three (3) or more years of work experience in the
Letter from supervisor or client
field.
attesting to effective field related
performance and documentation of
advanced performance.
Peer reviews affirming mathematics teaching
Three or more letters of
effectiveness.
recommendation from faculty or
administrators who have observed the
faculty member effectively teaching
advanced (collegial level) outcomes.
Extensive presentations at national, regional, or state Paper shared at conference and
peer-reviewed mathematics conferences/workshops conference proposal with presenter
showcasing collegial-level content.
letter of acceptance, presenter
certificate or similar evidence.
Extensive participation in nationally normed
Letter from organization, certificate, or
mathematics assessment activity, such as Advanced similar evidence to document collegial
Placement scoring in mathematics (or related, e.g.,
level performance.
Calculus), item writing for national mathematics
competition at the collegial-level.
Extensive leadership in collegial-level mathematics Letter of appointment, organizational
professional organization.
chart, or similar evidence.
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7
8

9
10
11

Evaluator of grants or other scholarly function in a
collegial-level mathematics-related study/project.
Publications of collegial-level peer-review books,
journal articles, or similar publications in the field
or peer-reviewer of nationally recognized
publications.
At least three years successfully teaching AP
Mathematics with advanced (collegial level)
outcomes.
Participation in equivalent of 18 credit hours of
mathematics-related professional development.
Other collegial-level mathematical related
professional activity not listed above that
demonstrate such experience is sufficient to
determine the faculty member has the content
expertise necessary to teach students in the
mathematics discipline to obtain student learning
outcomes.

Letter from grant administrator, or
similar evidence.
Copy of publications

Three years a data documenting student
exam scores at or above national
average for advanced placement.
Certificates of completion.
Evidence must document experience is
sufficient to prove content expertise.

The chart is intended to match the Degrees or Tested Experience to the courses being taught.

Degree or
Tested Experience
Course Prefix

Qualification Alignment
Mathematics, Probability, Statistics,
Applied Mathematics, Actuarial
Science, Operations Research,
Engineering, Physics, Computer
Sciences, or Decision Sciences
MT

Mathematics and Education
ME
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
SIP-2171.C
Faculty Qualifications Including Tested Experience
Teaching Field: Science
REFERENCE:

SIP-2171, Faculty Credentialing and Tested Experience
SCP-2171, Professional and Educational Requirements for Faculty
SCP-2171.A, Faculty Credentials Certification Form

ORIGINATION:

August 9, 2018

EFFECTIVE:

September 10, 2019

REVIEWED:

New

The School of Arts and Sciences at Southern West Virginia Community and Technical College is committed
to the highest standards of instructional delivery by assuring the qualifications of our faculty. It is our
commitment that every student will have a faculty member who has solid preparation and experience to
effectively teach in each program. Extensive efforts will be made to hire fully qualified candidates meeting the
traditional preparation pathway below but there may be the need to determine faculty qualifications though
tested experience. The School of Arts and Sciences will stride to limit the number of faculty hired through
tested experience and will not appoint a faculty using tested experience if a traditionally prepared faculty is
not appointed as a mentor.
Guidelines for determining Faculty Qualifications:
Traditional Preparation:
1. A Master’s Degree (or higher) in any of the following areas within the teaching field of Science: Biology,
Chemistry, Biochemistry, Physical Science, Environmental Science, Astronomy, Physics, Engineering,
Geology, or Agriculture.
2. A Master’s Degree (or higher) in any field with 18 graduate hours in Biology, Chemistry, Biochemistry,
Physical Science, Environmental Science, Astronomy, Physics, Engineering, Geology, or Agriculture.
Tested Experience:
Faculty candidates who do not meet the academic credentials specified in the traditional preparation above but
who have extensive experience in the field may qualify through tested experience. Faculty must have a
Master’s degree and must provide evidence that they demonstrate sufficient content expertise necessary to
teach students in the discipline.
In order to determine if a faculty member qualifies under tested experience, he/she must submit a portfolio of
experience for evaluation. In a cover letter for the portfolio the individual will reflect upon their experience
and fully explain which of the tested experience criteria they meet. The portfolio will be reviewed by the
Science program team and the Dean of the School. If a faculty is granted permission to teach within the
discipline, the program team will assign a mentor to the faculty meeting qualifications through tested
experience to ensure content expertise.
Validation of student success at advance levels will be reviewed each semester during the first year and
annually after that along with formal evaluation of faculty as required by SCP-2218, Evaluation of Full-Time
Faculty. The faculty member must sufficiently demonstrate content expertise by the end of his/her third year
to continue teaching in the discipline. Faculty not meeting content expertise by the end of year three will be
removed as a qualified instructor in the discipline.
To qualify under Tested Experience, the faculty candidate must have a Master’s Degree in any field and must
satisfy either:
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1. one (1) of the three Group A criteria and two (2) of the Group B criteria, or
2. two (2) of the Group A criteria and one (1) of the Group B criteria.
3. Consideration may be given to candidates with three (3) of the Group B criteria.
#
1

2
3

#
1

2

3

4

5

6

6
7
8

9

Group A Criteria
At least 12 graduate credit hours in Biology,
Chemistry, Biochemistry, Physical Science,
Environmental Science, Astronomy, Physics,
Engineering, Geology, Agriculture
Bachelor’s Degree in science
Fellowships, awards, or recognitions for excellence
related to the teaching of science at the collegiallevel from national or state professional
organizations.
Group B Criteria
Six or more semesters of successful high school
Advanced Placement or college science teaching
experience.

Evidence Required
Graduate transcript

Transcript
Letter or certificate attesting to the
award or recognition and the degree of
collegial-level outcomes.

Evidence Required
Student and supervisor course
evaluations affirming teaching
effectiveness and documentation of
advanced (collegial level) content.
Six or more years of experience teaching high
Student and supervisor course
school science courses with collegial-level
evaluations affirming teaching
outcomes.
effectiveness and documentation of
advanced (collegial level) content
Three (3) or more years of work experience in the
Letter from supervisor or client
field.
attesting to effective field related
performance and documentation of
advanced performance.
Peer reviews affirming science teaching
Three or more letters of
effectiveness.
recommendation from faculty or
administrators who have observed the
faculty member effectively teaching
advanced (collegial level) outcomes.
Extensive presentations at national, regional, or state Paper shared at conference and
peer-reviewed science conferences/workshops
conference proposal with presenter
showcasing collegial-level content.
letter of acceptance, presenter
certificate or similar evidence.
Extensive participation in nationally normed science Letter from organization, certificate, or
assessment activity, such as Advanced Placement
similar evidence to document collegial
scoring in science, item writing for national science level performance.
competition at the collegial-level.
Extensive leadership in collegial-level science
Letter of appointment, organizational
professional organization.
chart, or similar evidence.
Evaluator of grants or other scholarly function in a
Letter from grant administrator, or
collegial-level science-related study/project.
similar evidence.
Publications of collegial-level peer-review books,
Copy of publications
journal articles, or similar publications in the field
or peer-reviewer of nationally recognized
publications.
Participation in equivalent of 18 credit hours of
Certificates of completion.
science-related professional development.
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10

Other collegial-level science related professional
activity not listed above that demonstrate such
experience is sufficient to determine the faculty
member has the content expertise necessary to teach
students in the science discipline to obtain student
learning outcomes.

Evidence must document experience is
sufficient to prove content expertise.

The chart is intended to match the Degrees or Tested Experience to the courses being taught.
Qualification Alignment
Degree or
Tested
Experience

Biology
Biochemistry
Environmental
Science

Chemistry
Biochemistry

Course Prefix

BS

CH

Physics
Physical Science
Agriculture
Geology
Astronomy
SC

Physics
Engineering
PH
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
SIP-2171.D
Faculty Qualifications Including Tested Experience
Teaching Field: Social Science
REFERENCE:

SIP-2171, Faculty Credentialing and Tested Experience
SCP-2171, Professional and Educational Requirements for Faculty
SCP-2171.A, Faculty Credentials Certification Form

ORIGINATION:

September 2018

EFFECTIVE:

September 10, 2019

REVIEWED:

New

The School of Arts and Sciences at Southern West Virginia Community and Technical College is
committed to the highest standards of instructional delivery by assuring the qualifications of our faculty. It
is our commitment that every student will have a faculty member who has solid preparation and experience
to effectively teach in each program. Extensive efforts will be made to hire fully qualified candidates
meeting the traditional preparation pathway below but there may be the need to determine faculty
qualifications though tested experience. The School of Arts and Sciences will stride to limit the number of
faculty hired through tested experience and will not appoint a faculty using tested experience if a
traditionally prepared faculty is not appointed as a mentor.
Guidelines for determining Faculty Qualifications:
Traditional Preparation:
1. A Master’s Degree (or higher) in any of the following areas within the field of Social Science: History,
Political Science, Psychology, Sociology, Human Geography, Philosophy or Anthropology.
2. A Master’s Degree (or higher) in any field with 18 graduate hours in History, Political Science,
Psychology, Sociology, Human Geography, Philosophy or Anthropology.
Tested Experience:
Faculty candidates who do not meet the academic credentials specified in the traditional preparation above
but who have extensive experience in the field may qualify through tested experience. Faculty must have a
Master’s degree and must provide evidence that they demonstrate sufficient content expertise necessary to
teach students in the discipline.
In order to determine if a faculty member qualifies under tested experience, he/she must submit a portfolio
of experience for evaluation. In a cover letter for the portfolio the individual will reflect upon their
experience and fully explain which of the tested experience criteria they meet. The portfolio will be
reviewed by the Social Science program team and the Dean of the School. If a faculty is granted permission
to teach within the discipline, the program team will assign a mentor to the faculty meeting qualifications
through tested experience to ensure content expertise.
Validation of student success at advance levels will be reviewed each semester during the first year and
annually after that along with formal evaluation of faculty as required by SCP-2218, Evaluation of FullTime Faculty. The faculty member must sufficiently demonstrate content expertise by the end of his/her
third year to continue teaching in the discipline. Faculty not meeting content expertise by the end of year
three will be removed as a qualified instructor in the discipline.
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To qualify under tested experience, the faculty candidate must have a Master’s Degree in any field and
must satisfy either:
1. one (1) of the three Group A criteria and two (2) of the Group B criteria, or
2. two (2) of the Group A criteria and one (1) of the Group B criteria.
3. Consideration may be given to candidates with three (3) of the Group B criteria.
#
1
2
3

#
1

2

3

4

5

6
7
8

Group A Criteria
At least 12 graduate credit hours in social science:
History, Political Science, Psychology, Sociology,
Human Geography, Philosophy or Anthropology
Bachelor’s Degree in History, Political Science,
Psychology, Sociology, Human Geography,
Philosophy or Anthropology
Fellowships, awards, or recognitions for excellence
related to the teaching of social science at the
collegial-level from national or state professional
organizations.
Group B Criteria
Six or more semesters of successful advanced
(collegial level) high school or college social
science teaching experience.

Evidence Required
Graduate transcript
Transcript
Letter or certificate attesting to the
award or recognition and the degree of
collegial-level outcomes.

Evidence Required
Student and supervisor course
evaluations affirming teaching
effectiveness and documentation of
advanced (collegial level) content.
Three (3) or more years of work experience in the
Letter from supervisor or client
field.
attesting to effective field related
performance and documentation of
advanced performance.
Peer reviews affirming social science teaching
Three or more letters of
effectiveness.
recommendation from faculty or
administrators who have observed the
faculty member effectively teaching
advanced (collegial level) outcomes.
Extensive presentations at national, regional, or state Paper shared at conference and
peer-reviewed social science
conference proposal with presenter
conferences/workshops showcasing collegial-level
letter of acceptance, presenter
content.
certificate or similar evidence.
Extensive participation in nationally normed social
Letter from organization, certificate, or
science assessment activity, such as Advanced
similar evidence to document collegial
Placement scoring in the field, item writing for
level performance.
national social science competition at the collegiallevel.
Extensive leadership in collegial-level social science Letter of appointment, organizational
professional organization.
chart, or similar evidence.
Evaluator of grants or other scholarly function in a
Letter from grant administrator, or
collegial-level social science-related study/project.
similar evidence.
Publications of collegial-level peer-review books,
Copy of publications
journal articles, or similar publications in the field
or peer-reviewer of nationally recognized
publications.
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9
10

Participation in equivalent of 18 credit hours of
social science related professional development.
Other collegial-level social science related
professional activity not listed above that
demonstrate such experience is sufficient to
determine the faculty member has the content
expertise necessary to teach students in the social
science discipline to obtain student learning
outcomes.

Certificates of completion.
Evidence must document experience is
sufficient to prove content expertise.

The chart is intended to match the Degrees or Tested Experience to the courses being taught.
Degree or
Tested Experience

History
Political Science
Human Geography
Anthropology

Sociology

Psychology

Philosophy

Course Prefix

HS
PS
GE

SO

PY

PE
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
SIP-2171.E
Faculty Qualifications Including Tested Experience
School of Career and Technical Studies

REFERENCE:

SIP-2171, Faculty Credentialing and Tested Experience
SCP-2171, Professional and Educational Requirements for Faculty
SCP-2171.A, Faculty Credentials Certification Form

ORIGINATION:
EFFECTIVE:

September 10, 2019

REVIEWED:

New

The School of Career and Technical Studies at Southern West Virginia Community and Technical College
is committed to the highest standards of instructional delivery by assuring the qualifications of our faculty.
It is our commitment that every student will have a faculty member who has solid preparation and
experience to effectively teach in each program. Extensive efforts will be made to hire fully qualified
candidates meeting the regional and specialized accreditation requirements. Validation of student success
at advance levels will be reviewed each semester during the first year and annually after that along with
formal evaluation of faculty as required by SCP-2218, Evaluation of Full-Time Faculty. Below are the
faculty credential requirements for all programs within the School of Career and Technical Studies.
Accounting (AC)
1. Master’s Degree in Accounting, or
2. Master’s Degree in non-related field + 18 graduate hours in Accounting, or
3. Bachelor’s Degree in accounting plus
a. Professional Certification, or
b. 2+ years of professional employment in accounting, or
c. Relevant additional coursework beyond a bachelor’s degree, or
d. Documented evidence of teaching excellence.
Agriculture (AG)
1. Bachelor's Degree in Agriculture, Agriculture Education, Horticulture, Soil and Crop
Management, Agroecology, Animal and Nutritional Science, Agriculture Mechanics, or
Agribusiness required, or
2. AAS in Agriculture or related field and 5 years experience, or
3. 10 years practical experience in agriculture or related field.
Healthcare Professional/Allied Health (AH)
1. BS or BA with national/state certification in a professional healthcare profession, or
2. AA, AS, or AAS with national/state certification in a professional healthcare profession with a
minimum of 5 years experience.
Business (BU)
1. Master’s Degree in Business Administration, Management, Public Administration, Marketing,
Finance, Economics, or related field, or
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2.
3.

Master’s Degree in a non-related field + 18 graduate hours in business administration,
management, public administration, marketing, finance, economics or related field, or
Bachelor’s Degree in business administration, management, public administration, marketing,
finance, economics, or related field plus
a. Professional Certification
b. 2+ years of professional employment in-field
c. Documented evidence of teaching excellence in field, or
d. Relevant additional coursework beyond a bachelor’s degree.

Computed Tomography (CT)
1. Program Coordinator: MA or MS and credentialed with ARRT.
2. Faculty: BA or BS and credentialed in computed tomography with ARRT.
Information Technology (CS & IT)
1. BS or BA in Information Technology, Computer Science, or related field, or
2. AAS/AA/AS in information technology, computer science, or related field with a minimum of 5
years experience in the field, or
3. National certifications in information technology, computer science, or related field with a
minimum of 5 years experience in the field.
Drafting and Design Technology (DR)
1. BS in Electrical Engineering, Computer-Aided Drafting, Technology or related field, or
2. AAS in Electrical Engineering, Computer-Aided Drafting, Technology or related field and 3
years of practical experience, or
3. CAD Technician Certificate, or related professional certifications with 5 years of practical
experience, or
4. 10 years of practical experience in computer-aided drafting and design technology or related
work experience.
Economics (EC)
1. Master’s Degree in Finance, Economics, Business Administration, or related field, or
2. Master’s Degree in a non-related field + 18 graduate hours in finance, business administration,
or economics, or
3. Bachelor’s Degree in finance, economics, or business administration, plus
a. Professional Certification
b. 2+ years of professional employment in-field
c. Documented evidence of teaching excellence, or
d. Relevant additional coursework beyond a bachelor’s degree.
Paramedic Science (EM)
1. Program Coordinator: BS or BA with COAEMSP Paramedic certification.
2. Faculty: Paramedic Certification.
Electrical Engineering (EG)
1. BS in Electrical Engineering or related field, or
2. AAS in Electrical Engineering or related field and 5 years of practical experience, or
3. Masters Electrician License or equivalent, or
4. Journeyman Electrician with 7 years of practical experience, or
5. 10 years of practical experience in design and maintenance, control system, and fundamental of
PLCs, or related work experience.
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Entrepreneurship (EP)
1. Master’s Degree in Business Administration, Management, Public Administration, Marketing,
Finance, Economics, or related field, or
2. Master’s Degree in a non-related field + 18 graduate hours in business administration,
management, public administration, marketing, finance, economics or related field, or
3. Bachelor’s Degree in business administration, management, public administration, marketing,
finance, economics, or related field plus
a. Professional Certification
b. 2+ years of professional employment in-field
c. Documented evidence of teaching excellence in field, or
d. Relevant additional coursework beyond a bachelor’s degree.
Finance (FN)
1. Master’s Degree in Business Administration, Management, Public Administration, Marketing,
Finance, Economics, or related field, or
2. Master’s Degree in a non-related field + 18 graduate hours in business administration,
management, public administration, marketing, finance, economics or related field, or
3. Bachelor’s Degree in business administration, management, public administration, marketing,
finance, economics, or related field plus
a. Professional Certification
b. 2+ years of professional employment in-field
c. Documented evidence of teaching excellence in field, or
d. Relevant additional coursework beyond a bachelor’s degree.
Medical Coding (HI)
1. BS or BA with CAHIIM or National Healthcareer Association Medical Coding Certification
(RHIT OR RHIA), or
2. AAS in medical coding field with national coding certification and 5 years of practical
experience.
Management (MG)
1. Master’s Degree in business administration, management, or related field, or
2. Master’s Degree in a non-related field + 18 graduate hours in business administration,
management or related field, or
3. Bachelor’s Degree in business administration, management, education, or related field plus
a. Professional Certification
b. 2+ years of professional employment in-field
c. Documented evidence of teaching excellence, or
d. Relevant additional coursework beyond a bachelor’s degree.
Marketing (MK)
1. Master’s Degree in business administration, management, or related field, or
2. Master’s Degree in a non-related field + 18 graduate hours in business administration,
management or related field, or
3. Bachelor’s Degree in business administration, management, or related field plus
a. Professional Certification
b. 2+ years of professional employment in-field
c. Documented evidence of teaching excellence, or
d. Relevant additional coursework beyond a bachelor’s degree.
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Mechantronics (MX)
1. BS in Mechanical/Industrial/Electrical or related field, or
2. AAS in Mechanical/Industrial/Electrical or related field and 5 years of practical experience, or
3. 10 years of practical experience in design and maintenance of mechanical, electrical, hydraulic,
pneumatic, and programmable logic controls, or related work experience.
Medical Assisting (MA)
1. AAS or AS and credentialed in Medical Assisting.
Medical Laboratory Technology (ML)
1. Program Coordinator: MA or MS and credentialed in MLT.
2. Faculty: BA or BS and credentialed in MLT.
Nursing (NU)
1. Program Director: MS/MA/MSN or doctoral degree.
2. Faculty: BSN with 10 years of experience.
3. Clinical Faculty: BSN with 2 years experience.
Office Administration (OA)
1. Master’s Degree in marketing, business administration, management, or related field, or
2. Master’s Degree in a non-related field + 18 graduate hours in marketing, business
administration, management or related field, or
3. Bachelor’s Degree in marketing, business administration, management, or related field plus
a. Professional Certification
b. 2+ years of professional employment in-field
c. Documented evidence of teaching excellence, or
d. Relevant additional coursework beyond a bachelor’s degree.
Orientation (OR)
1. Bachelor’s Degree with advising or mentoring experience.
Powersports Technology (PR)
1. MMI (Motorcycle Mechanics Institute) Degree or equivalent, or
2. Manufacturer certifications and a minimum of 3 years work experience as an A level technician
or equivalent, or
3. 5 years work experience as an A level technician or equivalent.
Radiologic Technology (RA)
1. Program Coordinator: MA or MS and credentialed with ARRT.
2. Faculty: BA or BS and credentialed with ARRT.
Respiratory Care Technology (RC)
1. Program Coordinator: BA or BS and credentialed as RRT.
2. Faculty: AS or AAS and credentialed as RRT.
Surgical Technology (SG)
1. Program Coordinator: AS or AAS and credentialed as CST with 5 years of experience.
2. Faculty/ Clinical Coordinator: AS or AAS and credentialed as CST with 3 years of experience.
Welding (WL)
1. AAS in Welding and 5 years of practical experience, or
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2. AWS Certifications and 5 years of practical experience, or
3. 10 years of practical experience in various forms of welding.
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
BOARD OF GOVERNORS
MEETING OF OCTOBER 15, 2019
ITEM:

Request for Approval of Revisions to SCP-2218, Evaluation
of Full-time Faculty and SCP-2218. A, Faculty Evaluation
Forms

RECOMMENDED RESOLUTION:

RESOLVED, That the Southern West Virginia Community
and Technical College Board of Governors grant approval for
the distribution of SCP-2218, Evaluation of Full-time Faculty
and SCP-2218. A, Faculty Evaluation Forms to Southern’s
constituencies and the Chancellor for Community and
Technical College Education for a 30-day public comment
period.

STAFF MEMBER:

Sam Litteral

BACKGROUND:
The purpose of this policy is to communicate policy for the evaluation of full-time faculty which
establishes criteria and process by which faculty accomplishment may be planned, measured, and
maintained to improve performance and fulfill the mission of the academic department and
institution.
This policy was reviewed by Executive Council on September 05, 2019 and the President’s Cabinet
on September 10, 2019. Revisions were made to align this policy with SCP-2686 Promotion-inRank and Tenure Policy and SCP-2686. A, Promotion-in-Rank and/or Tenure Criteria Forms.
Revisions were made to reflect the discontinuation of Series 8 and the creation of Series 55. Others
revisions were made to reflect current titles; and reflect the change in removing faculty status for
School Deans. Following these reviews, it is recommended that the Board of Governors advance
this policy and form to Southern’s constituents and the Chancellor for Community and Technical
College Education for the required 30-day public comment period.
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
BOARD OF GOVERNORS
SCP-2218

SUBJECT:

Evaluation of Full-time Faculty

REFERENCE:

West Virginia Council for Community and Technical College Education, Title 135, Procedural
Rule, Series 8, Personnel Administration; Series 9, Academic Freedom, Professional
Responsibility, Promotion, and Tenure; Series 55, Human Resources Administration; SCP-2686,
Promotion-in-Rank and Tenure Policy

ORIGINATION: August 17, 1984
EFFECTIVE:

January 13, 2017

REVIEWED:

September 7, 2016 February 22, 2019

SECTION 1.
1.1

To communicate policy for the evaluation of full-time faculty which establishes criteria and process by which
faculty accomplishment may be planned, measured, and maintained to improve performance and fulfill the
mission of the academic department and institution.

SECTION 2.
2.1

SCOPE AND APPLICABILITY

This policy applies to all full-time faculty of Southern West Virginia Community and Technical College.

SECTION 3.
3.1

PURPOSE

DEFINITIONS

Full-time Faculty – An individual employed on a full-time year-to-year basis designated as faculty who holds
academic rank and is assigned a full-time workload per institutional guidelines.

SECTION 4.

POLICY

4.1

Full-time faculty shall receive an annual evaluation from their division head School Dean and/or program
coordinator prior to the end of each spring term.

4.2

All full-time faculty shall be evaluated annually on the basis of their primary responsibilities in teaching
performance, advising, and student relations. Evaluation of classroom performance shall be based upon
classroom visits and other appropriate observations.
4.2.1
4.2.2
4.2.3

Newly hired faculty should have a classroom visitation at least once per semester for their first three
years.
Faculty may request that visitations be performed on a more frequent schedule.
Division Heads School Deans and/or Program Coordinators may conduct classroom visitations more
often than annually if necessary.

SCP-2218, Evaluation Process for Full-time Faculty
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4.3

In addition to annual evaluation on teaching performance, advising, and student relations, full-time faculty
shall be evaluated on at least three of the following categories as chosen by the faculty member and division
head and/or program coordinator:
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

SECTION 5.
5.1

BACKGROUND OR EXCLUSIONS

None.

SECTION 6.
6.1

Instructional and curriculum development Teaching.
Professional growth Scholarship.
Service to the College.
Service to the profession.
Service to the community.
Research and publication.

GENERAL PROVISIONS

Time Line
6.1.1

October 1 – Faculty submit the Evaluation Planning Document portion of Form SCP-2218.A to the
Division Head School Dean and/or Program Coordinator.

6.1.2

March 15 – Faculty members will submit the Faculty Self-Evaluation portion of Form SCP-2218.A
to the Division Head School Dean and/or Program Coordinator.

6.1.3

March 15 through April 30 – Division Head School Deans and/or Program Coordinators schedule
meetings with faculty members for evaluation conference and distribution of evaluation summary.

6.1.4

April 30 – Program Coordinators (if applicable) submit completed Faculty Evaluation portion of
SCP-Form 2218.A to the appropriate Division Head School Dean.

6.1.5

May 15 – Division Head School Deans submit completed Faculty Evaluation Forms to the Vice
President for Academic Affairs Chief Academic Officer.

6.1.6

June 30 – Vice President for Academic Affairs The Chief Academic Officer submits evaluations to
Human Resources for inclusion in faculty personnel files.

SECTION 7.

RESPONSIBILITIES AND PROCEDURES

7.1

It shall be the responsibility of the faculty member to submit Evaluation Planning Documents and Self
Evaluation Forms consistent with the prescribed time line.

7.1 2

It shall be the responsibility of the division head School Dean and/or program coordinator to schedule
planning meetings, classroom visits and evaluation conferences consistent with the prescribed time line.

7.1

Division Heads shall be evaluated by the Vice President for Academic Affairs in a manner consistent with
faculty evaluation by the division heads and/or program coordinators. This evaluation shall be for the
division head’s faculty responsibilities and shall not include the administrative responsibilities.

SCP-2218, Evaluation Process for Full-time Faculty
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7.2

The division head’s administrative responsibilities will be evaluated annually by the Vice President for
Academic Affairs according to the time line established in this policy and the administrative performance
management program of the institution.

SECTION 8.
8.1

None.

SECTION 9.
9.1

CANCELLATION

REVIEW STATEMENT

This policy shall be reviewed on a regular basis with a time frame for review to be determined by the
President or the President’s designee. Upon such review, the President or President’s designee may
recommend to the Board that the policy be amended or repealed.

SECTION 10. SIGNATURES

Board of Governors Chair

Date

President

Date

Attachments:

SCP-2218.A, Faculty Evaluation Forms

Distribution:

Board of Governors (12 members)
www.southernwv.edu

Revision Notes:

April 2006 – Revisions reflect changes to the evaluation policy to better serve the needs of the
institution.
November 2011 – Revisions to SCP-2218, Evaluation Process for Full-time Faculty, reflect a
moderate level of changes. Revisions reflect requirement for annual evaluations of full-time
faculty per West Virginia Council for Community and Technical College Education’s policy
Series 9; revisions were made to reflect current titles; and revisions indicate an emphasis on
advising separate from classroom teaching performance. Titles of forms were modified to
reflect a more collaborative approach to faculty evaluation. The policy format was modified by
using the new format and moving policy statements to the appropriate sections.
September 2016 – Revisions made to the SCP-2218 and 2218.A are title changes only.
February 22, 2019 – Revisions made to SCP-2218 and 2218.A to align with SCP-2686 and
SCP-2686.A; revisions were made to reflect the discontinuation of Series 8 and the creation of
Series 55; revisions were made to reflect current titles; and revisions reflect the change in
removing faculty status for School Deans.

SCP-2218, Evaluation Process for Full-time Faculty
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
BOARD OF GOVERNORS
SCP-2218.A

Evaluation Planning Document
(Due by October 1)

Name:
In addition to evaluation on “classroom teaching performance” and “advising and student relations,” faculty
members and chairs School Deans will use this form to plan the three “additional criteria” in each of the
following categories on which faculty members will be evaluated at the end of the academic year. Attach
additional pages if needed.
1.

Instructional and curriculum development. Teaching

2.

Professional growth. Scholarship

3.

Service to the College.

4.

Service to the profession.

5.

Service to the community.

6.

Research and publication.

Faculty Signature: ________________________________________

Date: ________________

Program Coordinator Signature: ___________________________

Date: ________________

Division Head School Dean Signature: _____________________ __

Date: ________________

SCP-2218.A, Faculty Evaluation Forms
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Faculty Self-Evaluation Form
(Due by March 15)

Name:
The purpose of this form is to provide Division Heads School Deans and/or Program Coordinators with
information that will assist them in preparing yearly evaluations of faculty members. Faculty members
should list significant accomplishments in categories 1 and 2. Also, list accomplishments in the three
“additional criteria” designated in the Faculty Planning Document prepared at the beginning of the academic
year. Attach additional pages if needed.
1.

Classroom teaching performance.

2.

Advising and student relations.

3.

Instructional and curriculum development. Teaching.

4.

Professional growth. Scholarship

5.

Service to the College.

6.

Service to the profession.

7.

Service to the community.

8.

Research and publication.

Faculty Signature:

_____________________________________

SCP-2218.A, Faculty Evaluation Forms

Date: __________________

Page 2 of 4

Page 62 of 83

Faculty Evaluation Form
(Due by May 15)

______________________________________
Name

_____________________________________
Position

____________________ _________________
Campus/Department
Academic Year

_____________________________________
Supervisor

A.

Classroom Teaching Performance
Course Number(s) _____________________Date(s) of Visits ______________________
The following are criteria that may be considered by the Division Head School Deans and/or
Program Coordinator: (Attach narrative using criteria below)

B.

1.

Exhibits instructional organization.

2.

Facilitates learning as a lecturer, discussion leader, demonstrator, or guide.

3.

Makes clear assignments.

4.

Stimulates students intellectually.

5.

Supplements the course texts with a variety of materials and information.

6.

Encourages students to participate in class discussions.

7.

Pursues all reasonable means of assisting students with special needs.

8.

Adheres to course objectives as stated in course syllabus.

Advising and Student Relations

(Attach narrative for B, C, and D)

Division Heads School Deans and/or Program Coordinators will provide written comments on the
effectiveness of the faculty member’s advising, interest in student activities, effective use of office
hours, etc.
C.

In addition to the evaluation criteria herein described, faculty members whose teaching loads consist
all or in part of web classes will receive a written evaluation of the effectiveness of their on-line
instructional performance.

D.

Additional Criteria

The Division Head School Deans and/or Program Coordinator will evaluate the faculty member in three the
following categories agreed upon in the Evaluation Planning Document:
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1.
2.
3.
4.
5.
6.

Instructional and curriculum development Teaching.
Professional growth Scholarship.
Service to the College
Service to the profession.
Service to the community.
Research and publication.
Employee Response to Summary

The purpose of this form is to provide the employee being evaluated an opportunity to respond to statements
made in the evaluation.
Employee Response:

I do not care to respond to the evaluation.
______________________________________________
Signature of Faculty Member

______________________________
Date

______________________________________________
Signature of Program Coordinator

______________________________
Date

______________________________________________
Signature of Division Head School Dean

______________________________
Date
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
BOARD OF GOVERNORS
MEETING OF OCTOBER 15, 2019
ITEM:

Request for Approval of Revisions to SCP-4786, Transfer
Student Requirements and Credit Evaluation

RECOMMENDED RESOLUTION:

RESOLVED, That the Southern West Virginia Community
and Technical College Board of Governors grant approval for
the distribution of SCP-4786, Transfer Student Requirements
and Credit Evaluation, to Southern’s constituencies and the
Chancellor for Community and Technical College Education
for the required 30-day comment period.

STAFF MEMBER:

Charles Lopez

BACKGROUND:
This policy is to ensure that students applying for admission to Southern West Virginia Community
and Technical College receive equitable treatment when transferring college credit hours from an
accredited college or university and/or when transferring military credit. All applicants will receive
the appropriate evaluation and articulation of credit by Southern in compliance with the West
Virginia Council for Community and Technical College Education rules.
In August 2019, this policy was reviewed by the Office of the Registrar. Minor revisions were made
to provide clarity and reflect changes in position titles, and an appeal process was added. The
policy was reviewed and approved as presented by the Executive Council at its August 5, 2019
meeting, and by the President’s Cabinet at its September 10, 2019 meeting. Based upon the
deliberations and recommendations of the aforementioned groups, the staff recommends that the
Board of Governors advance SCP-4786, Transfer Student Requirements and Credit Evaluation,
as presented to Southern’s constituents and the Chancellor for Community and Technical College
Education for the required 30-day public comment period.
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
BOARD OF GOVERNORS
SCP-4786
SUBJECT:

Transfer Student Requirements and Credit Evaluation

REFERENCE:

West Virginia Council for Community and Technical College Education, Title 135, Procedural
Rule Series 17, Transferability of Credits and Grades at West Virginia Public Colleges and
Universities; Procedural Rule Series 21, Standards and Procedures for Undergraduate
Admissions at Community and Technical Colleges; Procedural Rule Series 60, West Virginia
Reverse Transfer Program; and SCP-3227, Credit Based on Experience.

ORIGINATION: July 1, 1984
EFFECTIVE:

July 24, 2015

REVIEWED:

October 2014 August 21, 2019

SECTION 1.
1.1

The purpose of this policy is to ensure that students applying for admission to Southern West Virginia
Community and Technical College (Southern) receive equitable treatment when transferring college credit
hours from an accredited college or university and/or when transferring military credit. All applicants will
receive the appropriate evaluation and articulation of credit by Southern in compliance with the West Virginia
Council for Community and Technical College Education rules.

SECTION 2.
2.1

PURPOSE

SCOPE AND APPLICABILITY

This policy is applicable to all students.

SECTION 3.

DEFINITIONS

3.1

Acceptable Transfer Credit – Evaluated academic credit that is considered included within a transfer student’s
Southern academic history and may or may not be considered as equivalent to Southern coursework or
applicable toward the student’s Southern program certificate/degree requirements. All credit and grades for
coursework determined as equivalent or not equivalent to Southern coursework is calculated and included
in the overall grade point average. Most common acceptable transfer credit is received from regionally
accredited colleges and universities.

3.2

Articulation Agreement – An agreement between one or more educational institutions establishing and
identifying acceptable transfer coursework as equivalent coursework.

3.3

Core Coursework – Also considered general education courses, are common course requirements recognized
by the state that fulfill most state baccalaureate and associate degree programs. Most common core
coursework would be English composition, communications and literature, fine arts appreciation,
mathematics, natural science, and social science.

3.4

Equivalent Course Credit – Acceptable transfer credit that has been evaluated by comparison of the transfer
course description and Southern’s course description and determined to be equal in educational content.
Fully Admitted – Student status upon submission of all required documents for admission to Southern.

3.5
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3.6

Non-traditional Credit – Recognized academic credit from other educational and/or life experiences or
programs that are not typically provided by a traditional college or university as academic credit. Military,
apprenticeship, and workplace experiences are the most common of this type of academic credit.

3.7

Regionally Accredited Institution – Colleges or universities accredited by a recognized regional accrediting
organization that has met the standards of either the Council for Higher Education Accreditation (CHEA) or
the U. S. Department of Education (USDE).

3.8

Traditional Credit – Recognized academic credit commonly identified by a college or university as typical
college coursework. Traditional credit would be commonly listed on an official transcript with the transfer
course title, subject, credit, grade, and grade point average.

3.9

Transcript – An official document of coursework with completed credit(s), grade(s) and academic history
from a college, university, and/or military authority.

3.10

Transfer Credit – Credit received for courses taken at other educational institutions and submitted for
evaluation and articulation at Southern for determination of acceptable and/or equivalent college credit toward
Southern’s academic programs.

3.11

Transfer Student – A student admitted to Southern who has previously attended another college or university.

3.12

Unacceptable Transfer Credit – Evaluated academic credit and grades that are not considered included within
a transfer student’s Southern academic history and not applicable toward Southern program certificate/degree
requirements or overall grade point average.

SECTION 4.
4.1

POLICY

In accordance with the West Virginia Council for Community and Technical College, Title 135, Procedural
Rule, Series 17, Transferability of Credits and Grades at West Virginia Public Colleges and Universities, it
is Southern’s policy that any student who has been fully admitted to Southern and who seeks an Associate
Degree or Certificate will be provided fair and equitable consideration in the evaluation and articulation of
transfer credit hours and grades received from any regionally accredited college or university. Consideration
will be provided to transfer students in determination of acceptable credit from other accredited and
educational institutions following appropriate state and institutional procedures.

SECTION 5.

BACKGROUND OR EXCLUSIONS

5.1

Southern is accredited by and follows standards set forth by the accrediting organization, The Higher
Learning Commission, when evaluating and determining transfer credit. Southern will consider evaluation
of transfer credit from any regionally accredited college or university recognized by the Council for Higher
Education Accreditation (CHEA), and/or the U. S. Department of Education (USDE).

5.2

Students in the Board of Governors Associate in Applied Science Adult Degree Completion Program are an
exception to this policy. According to the West Virginia Council for Community and Technical College
Education Board of Governors Associate in Applied Science Adult Degree Completion Program
Administrative Guidelines, in order to receive Southern’s Board of Governors A.A.S. degree, students
transferring into this program must complete at least 12 credit hours at a regionally accredited higher
education institution, including a total of three (3) hours credit at Southern West Virginia Community and
Technical College. Credit for this program will be evaluated on a case-by-case basis following the guidelines
of SIP-3227, Credit Based on Experience.
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SECTION 6.

GENERAL PROVISIONS

6.1

Transfer credit determined as acceptable and/or equivalent credit by Southern will include the transfer credit
grade(s) listed on the transcript after the grade(s) are reviewed and articulated as equivalent to Southern’s
standard grading system. Articulated grades will be calculated in the student’s overall grade point average.
A grade of “D” is acceptable; however, some program requirements may be more stringent.

6.2

The Core Coursework Transfer Agreement between the West Virginia Higher Education Policy Commission
and the West Virginia Community and Technical College System will be followed in the evaluation of
students’ core coursework transferring from a state university or college. The agreement establishes hours
of coursework acceptable for transfer that will count toward fulfillment of general studies requirements.

6.3

Established articulation agreements between Southern and other schools will be used as a basis for
determining transfer credit for those schools.

6.4

Evaluation of students’ transfer credit from a college or university that does not have an established
articulation agreement with Southern will be reviewed upon comparison of course descriptions found in the
transferring institution’s catalog or course documentation from the transfer institution.

6.5

Evaluation of military credit will be based upon the recommendation listed in the current American Council
Education Handbook, Guide to the Evaluation of Armed Forces Experiences.

6.6

Evaluation of credit for courses taken at an institution that is not regionally accredited may be considered on
a case-by-case basis with submission of documentation from the institution, such as course description or
syllabus. The Vice President for Academic Affairs and Student Services School Deans or designee, and the
Registrar or designee, will evaluate the submitted documentation and determine if coursework is acceptable
as credit.

6.7

A student who disagrees with the applicability of transfer credit may appeal to the Registrar. If the student
does not accept the decision of the Registrar, the student may then appeal to the Chief Academic Officer for
further review and decision. After this decision, if the student still does not accept the outcome, the student
may appeal to the West Virginia Higher Education Policy Commission (Commission) and the West Virginia
Council for Community and Technical College Education’s (Council) Joint Recommending Committee for
Transfer and Articulation.

SECTION 7.

RESPONSIBILITIES

7.1

Transfer students are required to apply for admission to Southern and submit an official transcript from all
previous colleges by the appropriate official from the transferring institution.

7.2

The transfer student is responsible for requesting official transcripts from the transferring institution.

7.3

Students with completed military training are required to apply for admission to Southern and are responsible
for submission of a military record of training before credit evaluation is considered.

7.4

Receipt of all official transcripts must be received by Southern to be considered fully admitted.

7.5

After receipt of a student’s official transcripts from a regionally accredited institution to Southern’s Central
Records office, the Registrar or designee, and when necessary in consultation with the Vice President for
Academic Affairs and Student Services or designee, will evaluate and articulate all courses and determine
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courses acceptable or not acceptable as transfer or equivalent Southern courses. All acceptable transfer course
credits and grades will be electronically recorded and included in the student’s academic record, including
those courses determined as not equivalent to Southern courses. The transfer student will be notified of the
outcome of the articulation of credit. once credit has been articulated.
7.6

Transfer students must complete 15 hours of the final 23 hours of the program requirements at Southern to
be eligible for an Associate Degree from Southern. For those students completing a certificate program, the
student must complete 8 hours a minimum of one-third of the total hours required in the certificate program
must be completed at Southern.

SECTION 8.
8.1

SCP-4825, Transfer of Student Credit Hours from another Institution, was rescinded and relative information
was incorporated into SCP-4786.

SECTION 9.
9.1

CANCELLATION

REVIEW STATEMENT

This policy shall be reviewed on a regular basis with a time frame for review to be determined by the
President or the President’s designee. Upon such review, the President or President’s designee may
recommend to the Board that the policy be amended or repealed.

SECTION 10. SIGNATURES

Attachments:

None.

Distribution:

Board of Governors (12)
www.southernwv.edu

Revision Notes:

September 1, 2000 - Policy Originated.

Board of Governors Chair

Date

President

Date

September 1, 2009 - Revisions reflect title changes and include content from the rescinded
policy, SCP-4825, Transfer of Student Credit Hours from another Institution.
October 2014 - Revisions reflect no substantial changes in procedure or documentation
requirements. Revisions provide clarity and reflect grammar and title changes.
August 2019 - Revisions reflect changes in titles and process.
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
BOARD OF GOVERNORS
MEETING OF OCTOBER 15, 2019
ITEM:

Request for Approval of Revisions to SCP-7125, Information
Technology Acceptable Usage

RECOMMENDED RESOLUTION:

RESOLVED, That the Southern West Virginia Community
and Technical College Board of Governors grant approval for
the distribution of SCP-7125, Information Technology
Acceptable Usage, to Southern’s constituencies and the
Chancellor for Community and Technical College Education
for the required 30-day comment period.

STAFF MEMBER:

Tom Cook

BACKGROUND:
This policy defines and clarifies the responsibilities and obligations of computer users at Southern
West Virginia Community and Technical College. It applies to all computer users at the College
including, but not limited to guests, students, staff, faculty, and external entities.
In September 2019, this policy was reviewed by the Office of Information Technology and no
revisions were recommended. The policy was reviewed and approved as presented by the
Executive Council and by the President’s Cabinet at their September 2019 meetings. Based upon
the deliberations of the aforementioned bodies, the staff recommends that the Board of Governors
advance SCP-7125, Information Technology Acceptable Usage, as presented to Southern’s
constituents and the Chancellor for Community and Technical College Education for the required
30-day public comment period.
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
BOARD OF GOVERNORS
SCP-7125
SUBJECT:

Information Technology Acceptable Usage

REFERENCE:

SCP-7720, Security of Information Technology; State of West Virginia Office of
Technology, Information Security Policy (WVOT-PO1001, Appendix A),
http://www.technology.wv.gov

ORIGINATION: July 7, 1997
EFFECTIVE:

July 24, 2015

REVIEWED:

September 12, 2014 September 05, 2019

SECTION 1.
1.1

To define and clarify the responsibilities and obligations of computer users at Southern West Virginia
Community and Technical College.

SECTION 2.
2.1

PURPOSE

SCOPE AND APPLICABILITY

This issuance applies to all computer users at Southern West Virginia Community and Technical College
including but not limited to guests, students, staff, faculty, and external entities.

SECTION 3.

DEFINITIONS

3.1

Access – To approach or use an information resource.

3.2

Assets – Any of the data, hardware, software, network, documentation, and personnel used to manage and
process information.

3.3

Chief Information Officer – The person responsible for the agency’s information resources.

3.4

Employee – For the purposes of this policy, the term “employee” shall include the following: contractors,
subcontractors, contractors’ employees, volunteers, business associates, and any other persons who are
determined and notified by the Office of Information Technology (OIT) to be subject to this policy. This
definition does not create any additional rights or duties.

3.5

Password – A string of characters known to a computer system or network and to a user who must enter
the password in order to gain access to an information resource.

3.6

Security – Those measures, procedures, and controls that provide an acceptable degree of safety for
information resources, protecting them from accidental or intentional disclosure, modification, or
destruction.

3.7

User – A person authorized to access an information resource.

SECTION 4.

POLICY
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4.1

This policy establishes guidelines and responsibilities for users of Southern West Virginia Community
and Technical College’s Information Technology.

SECTION 5.
5.1

None.

SECTION 6.
6.1

BACKGROUND OR EXCLUSIONS

GENERAL PROVISIONS

Relevant technologies include, but are not limited to the following:
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7

Personal Computers
Personal Digital Assistant (PDA)
Fax or copy machines with memory or hard drives
Internet or Intranet
E-mail and Enterprise Instant Messaging (EIM)
Voice Mail
Cell Phones (including camera phones and smart phones with data communications and
databases)
6.1.8 Pagers
6.1.9 Media including disk drives, diskette drives, optical disks (CD), tape drives, and USB drives
(flash drives)
6.1.10 Servers
6.1.11 Printers
6.2

Unacceptable uses include, but are not limited to the following:
6.2.1

Any use which violates local, state, or federal laws.

6.2.2

Any use for commercial purposes, product advertisements, or “for-profit” personal activity;

6.2.3

Any use for viewing, transmitting, receiving, saving, or printing sexually explicit material;

6.2.4

Any use for promotion of political or religious positions or causes;

6.2.5

Any use in relation to copyright infringement;

6.2.6

Any use in relation to participating in chain letters or unauthorized chat programs, or forwarding
or responding to SPAM;

6.2.7

Any use for promoting the misuse of weapons or the use of devices associated with terrorist
activities;

6.2.8

Any use related to pyramid selling schemes, multi-marketing schemes, or fund-raising for any
purpose unless agency sanctioned;

6.2.9

Any use for dispersing data to customers or clients without authorization;

6.2.10 Any use in relation to placing wagers or bets;
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6.2.11 Any use that could be reasonably considered as disruptive to another’s work.
6.3

6.4

6.5

Users will not waste IT resources by intentionally doing one or more of the following:
6.3.1

Placing a program in an endless loop;

6.3.2

Printing unnecessary amounts of paper;

6.3.3

Disrupting the use or performance of State-provided IT resources or any other computer system
or network; or

6.3.4

Storing unauthorized information or software on State-provided IT resources.

Users will not knowingly or advertently commit security violation. This includes doing one or more of
the following:
6.4.1

Assessing or attempting to access records within or outside the State’s computer and
communications facilities for which the employee is not authorized; or bypassing State security
and access control systems;

6.4.2

Copying, disclosing, transferring, examining, re-naming, or changing information or programs
belonging to another user unless given express permission to do so by the user responsible for the
information or programs;

6.4.3

Violating the privacy of individual users by reading e-mail or private communications without
legal authority, or authorization based upon documented just cause;

6.4.4

Misrepresenting oneself, the College, or the State of West Virginia;

6.4.5

Making statements about warranty, expressed or implied, unless it is a part of normal job duties;

6.4.6

Conducting any form of network monitoring, such as port scanning or packet filtering unless
expressly authorized by the Office of Information Technology (OIT), the Vice President for
Finance and Administration, or the President.

6.4.7

Transmitting through the Internet confidential data to include without limitation, credit card
numbers, telephone calling cards numbers, logon passwords, and other parameters that can be
used to access data without the use of encryption technology approved by the Office of
Information Technology (OIT), the Vice President for Finance and Administration, or the
President.

Users will not commit security violations related to e-mail activity. This includes doing one or more of
the following:
6.5.1

Sending unsolicited commercial e-mail messages, including the distribution of “junk mail” or
other advertising material to individuals, who did not specifically request such material;

6.5.2

Unauthorized use for forging of e-mail header information;

6.5.3

Solicitation of e-mail for any other e-mail address, other than that of the poster’s account, with
the intent to harass or to collect replies;
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6.6

6.5.4

Posting messages to large numbers of users (more than 50) without authorization; or

6.5.5

Posting from an agency e-mail address to newsgroups, blogs, or other locations without a
disclaimer stating that the opinions expressed are strictly their own and not those of the State or
the agency, unless posting is in the fulfillment of business duties.

Employee Responsibilities
6.6.1

Employees should conduct themselves as representatives of the State and College, and are
responsible for becoming familiar with and abiding by all information security policies and
guidelines.

6.6.2

Employees will only access files, data, and protected records if:
6.6.2.1 The employee owns the information;
6.6.2.2 The employee is authorized to receive the information; or
6.6.2.3 The information is publicly available.

6.6.3

Employees are prohibited from monopolizing systems, overloading networks with excessive data,
or wasting computer time, connect time, bandwidth, disk space, printer paper, or other IT
resources.

6.6.4

Employees are prohibited from transmitting personal information about themselves or someone
else without proper authorization while using State-provided IT resources.

6.6.5

Employees must adhere to copyright law regarding the use of software, print or electronic
information, and attributions of authorship. In certain instances, legal counsel can determine
permissible uses.

SECTION 7.

RESPONSIBILITIES

7.1

The Chief Information Officer is responsible for administering the provisions of this policy.

7.2

Responsibilities of the User
7.2.1

7.3

Access to technology resources is a privilege Southern West Virginia Community and Technical
College grants to all college faculty, staff, and students. Access may also be granted to
individuals outside of the college for purposes consistent with the mission of the college, and
users are responsible for complying with this policy.

Sanctions
7.3.1

Violations of the institutional purposes and policies described above are serious matters and will
be dealt with as such. Violators are subject to the normal disciplinary procedures of the college
and, in addition, the loss of computing privileges may result. Illegal acts involving Southern
West Virginia Community and Technical College’s technology resources may also be subject to
prosecution by state and federal authorities.
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SECTION 8.
8.1

None.

SECTION 9.
9.1

CANCELLATION

REVIEW STATEMENT

This policy shall be reviewed on a regular basis with a time frame for review to be determined by the
President or the President’s designee. Upon such review, the President or President’s designee may
recommend to the Board that the policy be amended or repealed.

SECTION 10. SIGNATURES

Board of Governors Chair

Date

President

Date

Attachments:

None

Distribution:

Board of Governors (12 members)
www.southernwv.edu

Revision Notes:

February 2009 – This policy was revised to reflect up-to-date terms and current acceptable
usage. The policy was reformatted into the new policy template.
September 2014 – This policy was revised based on the State of West Virginia Office of
Technology’s Information Security Policy (WVOT-PO1001) Appendix A.
September 2019 - This policy was reviewed and no revisions were recommended.
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
BOARD OF GOVERNORS
MEETING OF OCTOBER 15, 2019
ITEM:

Request for Approval of Revisions to SCP-7720, Security of
Information Technology

RECOMMENDED RESOLUTION:

RESOLVED, That the Southern West Virginia Community
and Technical College Board of Governors grant approval for
the distribution of SCP-7720, Security of Information
Technology, to Southern’s constituencies and the Chancellor
for Community and Technical College Education for the
required 30-day comment period.

STAFF MEMBER:

Tom Cook

BACKGROUND:
This policy establishes guidelines and responsibilities for Southern West Virginia Community and
Technical College employees regarding information security and the protection of agency
information resources. This information is based on the State of West Virginia Office of
Technology, Information Security Policy (WV OT-PO1001) issued by the Governor’s Office of
Technology, and is edited only to the extent necessary to clarify procedural differences between
the State and the College.
In September 2019, this policy was reviewed by the Office of Information Technology and no
revisions were recommended. The policy was reviewed and approved as presented by the
Executive Council and by the President’s Cabinet at their September 2019 meetings. Based upon
the deliberations of the aforementioned bodies, the staff recommends that the Board of Governors
advance SCP-7720, Security of Information Technology, as presented to Southern’s constituents
and the Chancellor for Community and Technical College Education for the required 30-day public
comment period.
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHNICAL COLLEGE
BOARD OF GOVERNORS
SCP-7720
SUBJECT:

Security of Information Technology

REFERENCE:

State of West Virginia Office of Technology, WVOT-PO1001, Information Security Policy;
WVOT-PO1006, Data Classification;
http://www.technology.wv.gov/security/Pages/policies-issued-by-the-cto.aspx;
SCP-7125, Information Technology Acceptable Usage

ORIGINATION: May 1, 1988
EFFECTIVE:

July 24, 2015

REVIEWED:

September 12, 2014 September 05, 2019

SECTION 1.
1.1

PURPOSE

This policy establishes guidelines and responsibilities for Southern West Virginia Community and Technical
College employees regarding information security and the protection of agency information resources. This
information is based on the State of West Virginia Office of Technology, Information Security Policy
(WVOT-PO1001) issued by the Governor’s Office of Technology and is edited only to the extent necessary
to clarify procedural differences between the State and the College.

SECTION 2.

SCOPE AND APPLICABILITY

2.1

This policy applies to all users who have access to agency information and to systems that store, access, or
process the information.

2.2

The intent of this policy is to explain the range of acceptable and unacceptable uses of State-provided
information technology (IT) resources and is not necessarily all-inclusive. IT resources may include anything
with a processor, communications capability, or data storage. (Please refer to SCP-7125, Information
Technology Acceptable Usage, for a list of examples).

SECTION 3.

DEFINITIONS

3.1

Access – The ability to locate, gain entry to, and use a directory, file, or device on a computer system or over
a network.

3.2

Access Control – The enforcement of specified authorization rules based on positive identification of users
and the systems or data they are permitted to access.

3.3

Authentication – The process of verifying the identity of a user.

3.4

Chief Information Officer (CIO) – The person responsible for the agency’s information resources.

3.5

Confidential Data – Information that is legally protected (i.e., student records) or otherwise deemed by a
qualified expert to be unsuitable for open access.
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3.6

Contractor – Anyone who has a contract with the State or one of its entities.

3.7

Custodian of Information – The person or unit assigned to supply services associated with the data.

3.8

Employee – For the purposes of information technology and security policies, the term “employee” shall
include the following: business associates, contractors, contractor’s employees, subcontractors, volunteers,
and individuals who are determined and notified by the institution to be subject to this policy. This definition
does not create any additional rights or duties.

3.9

Information Assets – Any of the data, hardware, software, network, documentation, and personnel used to
manage and process information.

3.10

Information Resources – All information assets in all known formats.

3.11

Information Security – Those measures, procedures, and controls that provide an acceptable degree of safety
for information resources, protecting them from accidental or intentional disclosure, modification, or
destruction.

3.12

Information Security Officer (ISO) – The person designated by the Chief Technology Officer to administer
the agency’s internal and external point of contact for all information security matters.

3.13

Information Security Incident – An event characterized by unexpected and unwanted system behavior, breach,
or unintended alteration of data.

3.14

Information Security Liaison (ISL) – Employees assigned by the ISO to assist in the protection of information
resources.

3.15

Information Technology (IT) – The technology involved with the transmission and storage of information,
especially the development, installation, implementation, and management of computer systems and
applications.

3.16

Medium – Any repository, including paper, used to record, maintain, or install information or data.

3.17

Owner of Information – The person(s) ultimately responsible for an application and its data viability.

3.18

Password – A string of characters known to a computer system or network and to a user who must enter the
password in order to gain access to an information resource.

3.19

Personally Identifiable Information (PII) – Includes all protected and non-protected information that identifies
or can be used to identify, locate, or contact an individual.

3.20

Privacy Officer – The official responsible for facilitating the College’s integration of privacy principles, legal
requirements, and privacy standards into department policies, procedures, and practices.

3.21

Risk Analysis – The evaluation of system assets and their vulnerabilities to threats in order to identify what
safeguards are needed.

3.22

Security Contact – These individuals include the Information Security Officer (ISO) and Information Security
Liaison (ISL).

3.23

Threat – Includes any person, condition or circumstance that endangers the security of information, or
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information systems, in the context of Information Security.
3.24

User – A person authorized to access an information resource.

3.25

User ID – A unique “name” by which each user is identified to a computer system.

3.26

West Virginia Office of Technology (WVOT) – The division of the Department of Administration established
by West Virginia Code § 5A-6-4a, et seq., which is led by the State’s CTO and designated to acquire, operate,
and maintain the State’s technology infrastructure. The WVOT is responsible for evaluating equipment and
services, and reviewing information technology contracts.

SECTION 4.

POLICY

4.1

All Information Technology assets, including hardware, software, and data are owned by the College, unless
accepted by contractual agreement.

4.2

Users are required to comply with legal protection granted to programs and data by copyright and license.
No unauthorized software will be installed on College systems. The Office of Information Technology (OIT)
will authorize all software installation.

4.3

Users will utilize, maintain, disclose, and dispose of all information resources, regardless of medium,
according to law, regulation, and/or policy.

4.4

Employees must have no expectation of privacy while using State-provided information resources (i.e., cell
phones, Internet, etc.).

4.5

Southern West Virginia Community and Technical College reserves the right to filter Internet site availability,
and to monitor and review employee use as required for legal, audit, or legitimate authorized College
operational or management purposes. By logging into their College-provided account, users are
acknowledging that they have read the document and agree to follow its provisions.

4.6

All users must adhere to rules regarding unacceptable use of technology resources. (For a detailed list of
unacceptable uses, see SCP-7125, Information Technology Acceptable Usage).
4.6.1

Users must not download, attach, change, distribute, or install any software or inappropriate files,
including streaming content, for non-business functions (i.e., downloading MP3 files and/or
broadcast audio or video files).

4.6.2

User must not intentionally introduce a virus into a College-provided computer, or withhold
information necessary for effective virus control procedures.

4.6.3

Users must not send or share confidential information for unauthorized purposes.

4.6.4

Users must not attach or use devices on the College network that are not owned or authorized by the
College.

4.6.5

Employees must not redirect confidential or privileged College data to a non-State owned computing
device without proper authorization.

4.6.6

Users must not use unauthorized peer-to-peer networking or peer-to-peer file sharing.
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4.6.7

Employees must never execute programs or open e-mail attachments that have not been requested
or come from an unknown source. If in doubt and lacking assurance from the sender, employees
should contact the Office of information Technology (OIT) Helpdesk for assistance.

4.6.8

Users must never attempt to disable, defeat, or circumvent any security firewall, proxies, web
filtering programs, or other security controls.

4.6.9

Users must not use technology resources to promote harassment or illegal discrimination on the basis
of race, gender, national origin, age, marital status, religion, or disability.

4.7

The Office of Information Technology (OIT), working with designated individuals, will develop procedures
to protect information resources from accidental, unauthorized, or malicious access, disclosure, modification,
or destruction.

4.8

Users must report any observation of attempted security or privacy violations to helpdesk@southernwv.edu.
4.8.1

4.9

A Security Incident is any event that involves misuse of computing resources or is disruptive to
normal system or data processing operations. Examples include, but are not limited to the following:
4.8.1.1

Lost or stolen computers or other portable devices;

4.8.1.2

Lost or stolen media that contains sensitive data;

4.8.1.3

Rampant computer virus infections within the State network;

4.8.1.4

Loss of system or network functionality;

4.8.1.5

A disaster scenario or act of terrorism;

4.8.1.6

A prolonged power outage;

4.8.1.7

A compromised (hacked) computer or server;

4.8.1.8

A defaced Web page; and

4.8.1.9

An information security policy violation.

Users should immediately report all information security incidents to helpdesk@southernwv.edu. Users must
provide the following information to the extent possible:
4.9.1

Point of contact (name, phone, e-mail);

4.9.2

Characteristics of incident;

4.9.3

Date and time incident was detected;

4.9.4

Extent of impact;

4.9.5

Nature of incident, if known (i.e., unauthorized access, system breach or malfunction, data loss or
exposure, defacement, other); and
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4.9.6

Any actions took in response to the incident.

4.10

Confidential, private, personally identifiable information (PII), Federal Tax Information (FTI), or other
sensitive data (i.e., credit card numbers, calling card numbers, logon passwords, health information, or other
protected information), must be encrypted or dissociated from any individual prior to transmission through
any public data communications infrastructure, such as a network or the Internet.

4.11

Employees must immediately contact helpdesk@southernwv.edu upon receiving or obtaining confidential
information to which the employee is not entitled or becoming aware of any inappropriate use of Collegeprovided technology resource (Note: The owner or sender of such information must also be notified).

4.12

Employees will contact an immediate supervisor if there is doubt concerning authorization to access any
College-provided technology resource, or if questions arise regarding acceptable or unacceptable uses. If
criminal activity is suspected or detected, reporting should occur up the supervisory or management chain
without delay.

4.13

Access controls must be consistent with all state and federal laws and statutes, and will be implemented in
accordance with this policy.

4.14

Appropriate controls must be established and maintained to protect the confidentiality of passwords used for
authentication.
4.14.1 All passwords are confidential and must not be shared under any circumstances.
4.14.2 Employees are expected to use strong passwords, which must conform to established standards and
will be charged at intervals designated by the Office of Information Technology (OIT).

4.15

All access to computing resources will be granted on a need-to-use basis.

4.16

Individual users will be assigned unique user ID’s.

4.17

Each user must be accountable for securing his or her computer, and for any actions that can be identified to
have originated from it.

4.18

The Office of Information Technology (OIT) will provide network user accounts by adding, modifying, and
deleting user access for customer units. Each unit will appoint a designated approval authority, who will
authorize all access modifications for that unit.
4.18.1 When an employee is terminated, the unit’s designated approval authority must contact the Office
of Information Technology (OIT) immediately to disable all access, unless otherwise approved in
writing by appropriate management.
4.18.2 When an employee transfers, the Office of Information Technology (OIT) will modify all access to
accommodate new user roles and responsibilities according to instructions from the unit’s designated
approval authority.

4.19

All employees may be required to complete information security awareness as part of job orientation.

4.20

The authorized head of each unit must assure that all employees read this policy and understand that logging
in to any system with College-provided credentials is an acknowledgment that the employee has read, fully
comprehends, and will abide by College policies and procedures regarding privacy and information security.
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4.21

The unit head must assure that all employees, and others who access computer systems, will receive sufficient
raining in policies and procedures, security requirements, correct use of information resources, and other
administrative controls.

4.22

Background checks may be conducted by the College’s Human Resources department consistent with other
College policies.

4.23

Data/Information Assets
4.23.1 Information resources are designated for authorized purposes. The College has a right and a duty to
review questionable employee activity. Only minimal personal use of College-provided technology
resources is permitted (i.e., 10-15 minutes during break and/or lunch periods). This must not include
any unauthorized uses (See SCP-7125, Information Technology Acceptable Usage), and must not
interfere with the legitimate business of the College.
4.23.2 All information assets must be accounted for and have assigned owners. Owners, custodians, and
users of information resources must be identified and their responsibilities defined and documented.
4.23.3 Each owner or custodian of information will determine and document classification based on the
circumstances and the nature of the information, according to a classification scheme common to all
State agencies. Classification should consider legal protections, privacy, sensitivity, and criticality
to the functions of the business. (For more information please reference WVOT-P01006, Data
Classification).
4.23.4 The owner or custodian will determine and document the data classification, and the CIO will ensure
the protective guidelines that apply for each level of information. They include, but are not limited
to the following:
4.23.4.1 Access;
4.23.4.2 Use within the College;
4.23.4.3 Disclosure outside the College;
4.23.4.4 Electronic distribution; and/or
4.23.4.5 Disposal / Destruction.
4.23.5 If at any time equipment or media changes ownership or is ready for disposal, the user must alert the
responsible technical staff to the potential presence of any confidential and/or sensitive data on said
equipment or media.

4.24

Physical and Environmental Security
4.24.1 Information resource facilities will be physically secured by measures appropriate to their critical
importance.
4.24.2 Security vulnerabilities will be determined, and controls will be established to detect and respond to
threats to facilities and physical resources.
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4.24.3 Employees must guard against access to files and take precautions to protect technology devices
when away from the workstation. This includes but is not limited to the following:
4.24.3.1 Logging off the computer;
4.24.3.2 Locking the computer; and/or
4.24.3.3 Locking the file cabinets and drawers.
4.24.4 Critical or sensitive data handled outside of secure areas will receive the level of protection necessary
to ensure integrity and confidentiality.
4.24.5 Equipment will be secured and protected from physical and environmental damage.
4.24.6 Equipment used outside of the College premises will be given an equal or greater degree of security
protection as that of on-site information resource equipment.
4.25

Information Security Administrators
4.25.1 The CIO is assigned the role of Information Security Administrator (ISA). The ISA must perform,
contract, or delegate the necessary functions and responsibilities of the position as defined in this
policy and the Governor’s Executive Information Security Team (GEIST) charter. If necessary, the
ISA may delegate duties to one or more individuals (i.e., ISL’s) whose main function will be to assist
in the protection of information resources within their agency.
4.25.2 The ISA will ensure that a risk management program will be implemented and documented, and that
a risk analysis will be conducted periodically.
4.25.3 The ISA will oversee and ensure that cost effective contingency response and recovery plans will be
maintained, providing for prompt and effective restoration of critical business functions in the event
of any disruptive incident.
4.25.4 Procedures, guidelines, and mechanisms utilized during an information security incident, along with
the roles and responsibilities of the incident management teams, must be established, documented,
and periodically reviewed. This may include testing to make sure that all plans remain current,
viable, and comprehensive.
4.25.5 Testing will be performed at intervals designated within CTO standards.

SECTION 5.
5.1

None.

SECTION 6.
6.1

GENERAL PROVISIONS

None.

SECTION 7.
7.1

BACKGROUND OR EXCLUSIONS

RESPONSIBILITIES

None.
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SECTION 8.
8.1

None.

SECTION 9.
9.1

CANCELLATION

REVIEW STATEMENT

This policy shall be reviewed on a regular basis with a time frame for review to be determined by the
President or the President’s designee. Upon such review, the President or President’s designee may
recommend to the Board that the policy be amended or repealed.

SECTION 10. SIGNATURES

Board of Governors Chair

Date

President

Date

Attachments:

None.

Distribution:

Board of Governors (12 members)
www.southernwv.edu

Revision Notes:

February 2009 – The policy was revised to include all forms of technology and to meet the
standards of the payment card industry. The policy was reformatted using the latest policy
template.
September 2014 – Extensive policy revisions were made based upon WVOT-PO1001,
Information Security Policy, State of West Virginia Office of Technology.
September 2019 - This policy was reviewed and no revisions were recommended.
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