
 
 

 

 

  

 

 
  



 
 

  



 
 

Vision, Mission, Values 

Our Vision 

As a premier regional institution, H. Lavity Stoutt 
Community College empowers students to pursue 
meaningful lives and careers, and to value empathy, 
honesty, and integrity. 

Mission Statement 

H. Lavity Stoutt Community College changes lives by 
providing a learning experience that cultivates 
excellence, intellectual curiosity, community, and a 
spirit of stewardship. 

HLSCC fulfills its mission by: 

• Providing high quality academic 
programmes, courses, and instruction. 

• Offering high-quality continuing education 
programmes and courses. 

• Providing services and activities that support 
individual student success. 

• Cultivating community connections that not 
only support the college but also create 
opportunities for the college to serve the 
community 

• Cultivating a college culture that uses 
assessment results to improve institutional 
effectiveness. 

Core Values 

• Student Centeredness by honouring students 
learning styles, unique experiences, needs, 
and goals.  

• Responsiveness by identifying and 
responding to education and training 
opportunities. 

• Respect and Tolerance by embracing cultural 
and national diversity, inclusiveness, and 
mutual respect. 

• Accountability by disclosing how well and in 
what ways it is accomplishing its purposes. 

• Integrity by encouraging the free exchange of 
ideas and embracing honesty, fairness, 
personal responsibility, and ethical 
behaviour. 

• High Standards by providing high quality, 
innovative, and flexible teaching and learning 
opportunities. 

• Decisions by Data by valuing objective 
decision making. 

• Cooperation by valuing and encouraging 
teamwork, resource sharing, and internal as 
well as external partnerships. 

 
 
 
 
 
 
 
 
 

The Policy Manual is a comprehensive document that details the policies of the College and its governing board. 
These policies are used to govern and support the College’s vision, mission, purpose, and core values. Some 
policies have procedures, which can be found at the end of the policy. 
 

H. Lavity Stoutt Community College has made every reasonable effort to determine that everything stated in this 
document is accurate at the time of publication.  However, there may be changes in policy, graduation 
requirements, fees and other charges, curriculum course structure and content, and other such matters after the 
publication of this document.  
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ADMINISTRATIVE UNIT REVIEW 

Title: Administrative Unit Review Number: 1.13.0518.1 

Approved by the Board of Governors 
Date: May 22, 2018 

Implementation 
Date: May 22, 2018 

History: New 
Revised and Approved by the Board of Governors:  
Scheduled Review Date: May 2020 

Origin: Planning and Institutional Research 

RATIONALE 

The H. Lavity Stoutt Community College is committed to providing excellent postsecondary education that serves 

the needs of students and the community.  To ensure that the College is always making progress toward achieving 

this goal, all the College’s departments and programs must engage in an ongoing assessment and improvement 

process.  The Administrative Unit Review is a key component of this developmental process.  This policy 

establishes the purpose and expected outcomes, frequency and selection criteria, scope, responsibility and 

participation, support, review of findings and recommendations, use of result, and procedures that guide the 

administrative unit review process. 

DEFINITIONS 

Administrative Unit Review: A systematic process of collecting, analyzing, and interpreting data to ensure the 

quality and relevance of student support, administrative services, and the efficient use of resources. 

Administrative Units: All functions that are not subject of an instructional program review.  These units currently 

include the following: 

• Facilities, Buildings & Grounds Department 

• Fiscal Services Department (including Fundraising & Grants Planning/Management 

• Human Resources Department 

• Information Technology Department 

• Learning Resource Center (including the Bookstore) 

• Office of Auditorium Events, Public relations, & Marketing (including Multimedia Services and Desktop 

Publishing) 

• Office of the Dean of Arts, Sciences, & General Studies 

• Office of Planning and Institutional Research 

• Office of the President 

• Office of the Registrar & Enrollment Management 

• Office of the Vice President 

• Student Success Center (including Health Services) 

• Virgin Gorda Center 

• Virgin Islands Studies Department 
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• Workforce Training Unit (including the Dean’s Office, CPDCE, CMI, IPCD, & STCW) 
 

POLICY 

PURPOSE AND EXPECTED OUTCOMES 

The purpose of the review is to ensure the continuous enhancement and improvement of administrative units in 

support of the College’s mission by the collection, analysis, and interpretation of data concerning each 

administrative unit to enhance performance and efficiency. 

As a result of engaging in the self-study review process, administrative units shall improve their performance in the 

following areas: 

• Setting goals that are aligned with the College’s mission, vision, and future directions 

• Collecting and analyzing data on key performance indicators, unit goals, activities, and accomplishments, 
and identifying the unit’s strengths and weaknesses, and areas for improvement 

• Examining and documenting the effectiveness of the services they provide to the College’s constituencies 

• Utilizing data as rationale for resource allocations (including financial, human, technological, facilities, 
training and professional development) and other planning decisions 

• Determining which functions of the unit to enhance, reduce, maintain, eliminate, outsource, reorganize, or 
study further 

• Ensuring the unit’s compliance with Middle States Commission on Higher Education accreditation 
standards 

FREQUENCY AND CRITERIA SELECTION 

All administrative units at the College shall be the subject of an administrative review once every five years.  Based 

on available data and initial review, the President’s Cabinet may recommend more frequent reviews if determined 

to be needed. 

The criteria for the selection of units for review shall be based on such factors as the following: 

• A request by the Cabinet Officer in charge of the unit 

• The quality of customer satisfaction feedback regarding the unit 

• The number and type of recommendations from prior reviews/reports 

• The cost and benefits of operating the unit 

• The importance of the unit to achieving college priorities 

SCOPE OF THE REVIEW 

The Administrative Unit Review shall examine such factors as the programs and services offered by the unit; its 

organizational structure as well as the human, financial, and other resources needed to accomplish its goals; 

constituency satisfaction with the services it provides; and the collaborative relationships that support the 

delivery of the programs and services.  

RESPONSIBILITY AND PARTICIPATION 

A Self-Study Team, chaired by the Unit Head, is responsible for conducting the unit review and producing a self-
study report.  All staff and/or faculty members within a unit are encouraged to participate in the review process.  
The Institutional Effectiveness Committee is responsible for reviewing the unit’s self-study and evaluation report 



3 
 

and making recommendations to the President’s Cabinet. 

OVERSIGHT AND TECHNICAL SUPPORT 

The Office of Planning and Institutional Research (PIR) will assist the unit’s self-study team by providing orientation, 
guidance, and direction.  In addition, PIR will assist the self-study team by preparing data templates and other 
research as necessary. 

REVIEW OF FINDINGS AND RECOMMENDATIONS 

The self-study report and the evaluation report will be reviewed by Institutional Effectiveness Committee and 
recommendations made to the President’s Cabinet for submission to the Board of Governors for approval.  These 
recommendations could determine which functions of the unit to enhance, reduce, maintain, eliminate, outsource, 
reorganize, or study further. 

USE OF RESULTS 

The administrative unit (represented by the unit head) will prepare a response that will address the issues that 
were raised and approved in the report from the Institutional Effectiveness Committee.  The response should 
include an action plan that will guarantee the implementation of the recommendations from the administrative 
review.  The action plan will include the timelines to achieve the required enhancements and improvements. 
 
A progress report will be submitted to the President’s Cabinet every year showing the status of implementing the 
approved recommendations from the review. 
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PROCEDURES 

In May of each year, the Office of Planning and Institutional Research will assess and update the schedule of units 

to be reviewed in the following academic year.  Units may delay the scheduled review process subject to the 

President’s Cabinet approval.  Once the revised schedule is approved by the President’s Cabinet, the Office of 

Planning and Institutional Research will provide each unit under review with a description of the process and the 

writing guidelines. 

Based on recommendations made by the Office of Planning and Institutional Research, the President’s Cabinet 

may approve modifications to the Administrative Unit Review process and timeline. 

There are three phases to the review process.  Phase I results in a self-study report completed by the unit and 

submitted to the Office of Planning and Institutional Research for review and feedback.  Phase II results first in an 

evaluation report completed by the unit and then a report of the findings and recommendations completed by the 

Institutional Effectiveness Committee.  Phase III consists of an action plan prepared by the administrative unit 

(represented by the unit head). 

PHASE I: PREPARING THE SELF-STUDY REPORT 

Starting in July, each designated unit will assemble a Self-Study Team to conduct the unit review in accordance 
with the process and timeline adopted by the President’s Cabinet.  The Self-Study Team will be comprised of the 
following members: 

• Unit Head (Chair) 
• Two or more staff and/or faculty members from within the unit 

All staff members within a unit are encouraged to participate in the Administrative Unit Review process. 
 
The Office of Planning and Institutional Research (PIR) will assist the Self-Study Team by providing orientation, 
guidance, and direction.  In addition, PIR will assist the Self-Study Team by preparing data templates and other 
research as necessary. 
 
The Self-Study Team will produce a self-study report for the unit under review.  The report requires the collection 

of documents, data, information, and materials necessary to provide a comprehensive description of the unit and 

how it functions to support the mission and strategic priorities of the college.  Several standard elements should be 

included in the report (See Appendix A). 

The Unit Head will submit the completed report in electronic form to the Office of Planning and Institutional 

Research for review and feedback with regards to thoroughness. 

PHASE II: EVALUATING THE UNIT 

On completion of the self-study report, the administrative unit will produce an evaluation report.  Questions to guide 

the completion of the evaluation report appear in Appendix B. Recommendations for enhancing and improving the 

unit will be the final component of the evaluation report. 

The Unit Head will submit the final self-study report and the completed evaluation report in electronic form to the 

Office of Planning an Institutional Research for distribution to the Institutional Effectiveness Committee (IEC).  The 

IEC will consider the submissions prepared by the unit by first confirming the findings based on the evidence 

presented in the self-study report and then providing commendations and recommendations.  The IEC’s report to 



5 
 

the President’s Cabinet shall list the committee’s findings using the following guidelines: 

• All recommendations, and particularly those proposing significant change, should be justified and 
substantiated by the evidence in the self-study report 

• In formulating the recommendations, the committee should be mindful of any resource constraints facing 
the institution 

• The report should be balanced and reflect the positive achievements and practices (commendations) of 
the unit as well as identifying areas that require improvement (recommendations) 

• Include timeframes for the implementation of recommendations 

The Unit Head will be invited to give feedback on the committee’s report before submission to the President.  The 

President’s Cabinet after reviewing the committee’s report will submit their recommendations to the Board of 

Governors.  These recommendations could determine which functions of the unit to enhance, reduce, maintain, 

eliminate, outsource, reorganize, or study further. 

PHASE III: IMPLEMENTING AND FOLLOWING-UP 

At this phase, the administrative unit (represented by the Unit Head) will prepare a response that will address the 

issues that were raised and approved in the committee’s report.  The response should include an action plan that 

will guarantee the implementation of the recommendations included in the committee’s report and the Board of 

Governors decisions.  The action plan will include the timelines to achieve the required enhancements and 

improvements. 

When the review is completed, the President or his/her representatives will discuss the findings and the 

recommendations of the committee, and the unit’s action plan with the unit’s head.  The strategies to ensure the 

timely implementation of the recommendations will be identified and communicated to the unit’s staff. 

It is expected that a progress report showing the timely implementation of the recommendations will be submitted 

to the President’s Cabinet every year. 

REFERENCES 

Appendix A. Administrative Unit Review: Self-Study Questions  

Appendix B. Administrative Unit Review: Evaluation Questions  

Appendix C. Tasks and Timeline for Administrative Unit Review 
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APPENDIX A 

ADMINISTRATIVE UNIT REVIEW: SELF-STUDY QUESTIONS 

Several standard elements should be included in the self-study report.  These elements are explained below with 

some guiding questions.  Given the diverse range of administrative units, not every question will be equally relevant 

to each unit.  As stated earlier, the goal of this review is to ensure continuous improvement throughout the College, 

at all levels, and to guide effective planning and decision making. 

The review report will largely consist of: 

1. Unit Overview 

This section should be brief (2-3 pages).  It is meant to provide a broad understanding of the unit, current trends 
related to the unit’s mission, and how the unit serves to meet the overall mission and/or vision of the College. 

(a) The mission of the unit and its link to the College’s mission, vision, and strategic priorities 

(b) Progress since the last administrative unit review 

(c) Current strengths, opportunities, and challenges 

2. Staffing and Organizational Structure 

(a) Describe the management and the staffing structure of the unit.  How does that staffing structure impact 
the unit’s ability to fulfill its mission and goals? 

(b) What steps can be taken to improve the unit’s organizational efficiency within its current budget? 

(c) What changes in management and staff are needed to make this unit more effective? 

3. Programs and Services 

(a) What are the unit’s primary service offerings? 

(b) What is the demand for these services from other units on/off campus? 

(c) How do these services support the unit’s mission and vision? 

(d) How do these services support the College’s mission and vision? 

(e) Is there any overlap or duplication of services and/or functions with other units within the College?  If so, 
how could this be addressed? 

(f) What measures are used for evaluating the unit’s offerings? 

(g) How are the unit’s goals being assessed and used for continuous improvement?  Describe the successes 
and difficulties the administrative unit has faced in relation to its assessment of its services. 

(h) What strategies have been developed and used to improve delivery of support services by the unit? 

(i) What are the unit’s strengths and/or weaknesses in programs and services provided? 

(j) What are the changes the unit needs to undertake to make its operations and services more effective? 

4. Facilities, Technical Infrastructure, and other Resources 
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(a) How does the size, type and/or quality of the unit’s current physical space affect the unit’s ability to fulfill 
its mission and support its current offerings? 

(b) Describe the information technology that is available to the unit and its effect on the unit’s ability to fulfill 
its mission and support its services? 

(c) Describe the adequacy of the unit’s financial resources over the past five years.  How efficiently does the 
unit manage those resources? 

(d) Discuss any significant changes in the unit’s facilities, technical infrastructure, or other resources in the 
past five years. 

(e) In what ways can this unit continue to improve the quality of its services and operations within existing 
resources? 

(f) What are the unit’s projected needs in facilities, technology, or other resources, and how are these needs 
related to the goals of the unit? 

5. Student/Constituency Satisfaction 

(a) How do you determine and measure student/constituency satisfaction or dissatisfaction within your unit’s 
performance? 

(b) How have you used this information to make improvements in the unit’s performance within the past five 
years? 

(c) How would you rate your unit’s visibility on campus?  Are students/other constituencies fully aware of the 
services you provide? 

(d) What are the unit’s strengths and/or weaknesses in the areas of student/constituency satisfaction? 

(e) What changes are needed to improve the unit’s effectiveness in the areas of student/constituency 
satisfaction? 

6. Outreach and Collaboration 

(a) Describe the key collaborative relationships that your unit is involved in and explain how these partnerships 
strengthen its capacity to improve and advance the quality of services and programs provided and enhance 
greater operational efficiencies for the unit. 

(b) How effective is information flow from this unit to other units on campus?  Identify any areas where 
difficulties in communication could be improved. 

(c) How does your unit make data and information effectively and efficiently available to faculty/staff/students, 
and/or prospective students? 

(d) What are the unit’s strengths and weaknesses in outreach and collaboration? 

(e) What changes in your outreach and collaboration are needed to make this unit more effective in 
accomplishing its mission? 

(f) What changes in your outreach and collaboration are needed to make the college more effective in 
accomplishing its mission? 

7. Other information of significance to the unit  
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APPENDIX B 

ADMINISTRATIVE UNIT REVIEW: EVALUATION QUESTIONS 

The following questions may be helpful to complete the evaluation report.  However, given the diverse range of 

services provided by the administrative units at the College, not every question will be equally relevant to each 

unit.  These questions include: 

• Assess the health and vitality of the unit.  What are its strengths and weaknesses? 

• How is the unit fulfilling its mission?  How should its goals be narrowed or broadened or be more relevant? 

• Explain the adequacy of the budget, facilities, space, equipment, human resources, and other resources 
available to the unit.  How do those resources contribute to the quality of services provided by the unit? 

• How are the unit’s goals and objectives aligned with the College’s Priorities? 

• Assess the capacity of the unit to meet likely future challenges related to its mission and objectives. 

• Are the quality and qualifications of the administrative unit’s management and leadership adequate for the 
future direction of the College? 

• Are the relationship(s) with stakeholders, both internal and external to the College sufficient and effective 
in accomplishing the unit’s mission and objectives? 

• Is the timing of delivery and the targets of the services provided by the administrative unit realistic and 
appropriate?  What are the areas that can be improved in that regard? 

• Are the marketing and outreach strategies and activities of the administrative unit sufficient and appropriate 
in accomplishing its mission and goals?  What are the areas of improvement? 

 

  



9 
 

APPENDIX C 

TASKS AND TIMELINE FOR ADMINISTRATIVE UNIT REVIEW 
 

Task Person Responsible Deadline to Complete Task 

Identify units subject to 
administrative review during the 
academic year 

PIR Director June 1 

Appointment of Self-Study Team Unit Head July 1 

Completion of Self-Study Report Unit Head December 1 

Submission of Self-Study Report 
to PIR Office 

Unit Head December 15 

Completion of the Evaluation 
Report 

Unit Head January 30 

Submission of the Self-Study 
Report and the Evaluation 
Report to PIR 

Unit Head January 31 

Submission of the Self-Study 
Report and the Evaluation 
Report to IEC 

PIR Director February 7 

Completion of IEC Report IEC Chair March 15 

Unit Head Feedback Unit Head 1 week from receiving report 

Submission of IEC Report to the 
President 

IEC Chair March 30 

Submission of recommendations 
from the President’s Cabinet to 
the Board of Governors 

President April 30 

Decisions of the Board of 
Governors communicated to 
relevant parties 

President May 20 

Develop an action plan Unit head June 30 

Implementation of 
recommendations and progress 
reports 

Unit Head Periodic 
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APPENDIX A 

ANNUAL ABBREVIATED PROGRAMME REVIEW FORM 

 
 

 

I. Programme Information 

Name: Date Established: 

Programme Mission: 

Award(s) Offered: ☐AA ☐AS ☐AAS ☐CA 

 

II. Student Enrolment Information (of previous academic year) 

Semester/Year 

: 

Fall   

Spring 

No. of Students: 

   

   

Special Considerations: 

 

III. Student Outcomes 

Awards Granted: (AA) _   (AS)   (AAS)   (CA) _   

Pass Rate on professional examinations:    

Transfers to four (4) year schools:    

Employed in field (continuing):    

Employed in field (new):    

 

IV. Quality Indicators 

Last Curriculum Review (year):     Active Advisory Committee: ☐Yes

 ☐No 

Awards / Recognitions:    
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Faculty Credentials (approximately 18+ graduate hours in field): (FT)   (PT)  

(Please provide the names of the faculty, their qualifications, and their status at HLSCC): 

1.      
 

2.      
3.      
4.      
5.      
6. 

 

V. Resource Inputs 

Current Faculty:  _ 

Full-time   Part-time   Adjunct   on Leave   

Program Cost per Student (calculated by dividing the program cost by the number of students enrolled in the program): $    

Faculty Cost per Student (calculated by dividing the faculty cost by the number of students enrolled in the program): $    

 

VI. Recommendations 
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NEW PROGRAMME VIABILITY REVIEW FORM - APPENDIX B 

 
 

I. Programme Information 

Name:  Date Established: 

Programme Mission: 

Award(s) Offered: ☐AA ☐AS ☐AAS ☐CA 

 

II. Student Enrolment Information 

Semester/Year 

:Fall ________ 

Fall   

Fall    

Headcount: 

   

   

   

Enrolment Change: 

   

   

   

Special Considerations: 

 

III. Student Outcomes 

Awards Granted: (AA)   (AS)   (AAS)   (CA)   

Pass Rate on professional examinations:    

Transfers to four (4) year schools:    

Employed in field (continuing):    

Employed in field (new):    

 

IV. Quality Indicators 

Active Advisory Committee: ☐Yes ☐No 

Faculty Credentials (approximately 18+ graduate hours in field): (FT)   (PT)  

(Please provide the names of the faculty, their qualifications, and their status at HLSCC): 

7.      
8.      
9.      
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10.    
11.    
12.    

V. Market Conditions 

Probable Employment Positions: 

(a)    
(b)    
(c)    

Projected Job Openings:    

Average Salaries: High: $  Medium: $  Low: $ 

 
 

 
 

  

      

VI. Resource Inputs 

Current Faculty: Full-time   Part-time   Adjunct   

Program Cost per Student (calculated by dividing the program cost by the number of students enrolled in the program): $    

Faculty Cost per Student (calculated by dividing the faculty cost by the number of students enrolled in the program): $    

 

VII. Recommendations 
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APPENDIX C 

COMPREHENSIVE PROGRAMME REVIEW QUESTIONS 

 
 

In your self-study exercise, please respond to the questions as numbered and be explicit as to how your 

responses demonstrate congruence with the College Mission, Department Goals and the goals of General 

Education. 

 
PROGRAMME SUCCESS INDICATORS 

A. Curriculum 

1. When was the last time the programme’s curriculum was modified or reviewed? 

2. Describe how the programme evaluates the curriculum and how this information is integrated in future 
planning. 

3. Please provide the curriculum matrix. 

4. What suggestions do you have to improve the curriculum of this programme? 

B. Recruitment 

1. In addition to the efforts of the Office of Registrar, describe how the programme’s faculty and staff 
recruit students for the programme, i.e. high school visits, advertisements, etc.  What specific factors 
are used to identify recruitment markets? 

2. What other regional institutions offer comparable/similar programmes? 

3. What extra-curricular programmes might you suggest offering students as a strong enticement to 
complement their growth and development in this programme and area of study? 

C. Enrolment 

1. Describe how programme enrolment has changed over the last five (5) years.  To what factors do you 
attribute these changes, and is there evidence for identifying these factors?  What specific actions have 
been taken to address these changes? 

2. Does it appear that over time the programme is systematically attracting students with significantly 
better or significantly worse high school performance records?  If yes, please interpret this enrolment 
trend, and discuss how this trend has influenced the programme curriculum, including the content of 
programme courses and offerings (if at all).  What specific actions could be taken in the case of a 
downward enrolment trend? 

D. Student Preparation/Profile 

1. Describe how new students are oriented into the programme and how their academic progress is 
monitored. 
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2. If your programme does not impose restrictions regarding remedial completion prior to enrolment, 
please identify the specific remedial courses that are taken by programme students.  Have there been 
noticeable and/or documented trends in programme student remediation needs over the past five 

3. (5) years?  If so, please describe these, and discuss how the programme might better serve these 
students. 

4. What are the student demographics of your programme (i.e. age, gender, etc.)?  Describe how these 
might influence student preparation and success, if at all. 

E. Retention/Completion 

1. State the current extra-curricular activities provided for the students. 

2. What impediments exist that affect students’ timely progress towards a degree?  Prioritise and describe 
common student dropout and/or stop out points and factors that may account for these.  What 
strategies might be used to enhance student retention and completion of this programme? 

3. Does the programme offer special help in programme-specific courses for students who are also taking 
remedial courses or for students who are having difficulty in content- specific courses?  Discuss other 
programme-specific approaches for supporting under- prepared and/or remediated students who enrol 
in the programme. 

4. Please describe systematic programme follow-up, if any, which is employed to (a) identify the factors 
which affect student retention in the programme, and 

5. (b) recapture non-retained students.  If the programme is not currently employing such follow-up, 
suggest follow-up methods you might include in your five-year plan. 

6. How is student satisfaction with the programme experience measured? 

F. Transfer and Employment 

1. How long, on average, does it take for students to graduate from the programme?  Do graduates 
generally immediately obtain jobs for which the programme has prepared them? 

2. What kinds of employment information does the programme routinely collect about programme 
graduates?  How is this information obtained?  How, if at all, does the programme follow up on 
graduates’ successful employment?  How is this information used in programme and curriculum 
planning? 

3. What specific transfer articulation agreement(s) does the programme have in place?  How are 
programme students made aware of the range of transfer opportunities?  Do students take advantage 
of these agreements, and if so, at what frequency and/or rate?  If students do not take advantage of 
articulation agreements, please explain. 

4. What kinds of transfer information does the programme routinely collect about students in the 
programme? How is this information obtained? How does the programme follow up in the long term on 
student transfers?  How is transfer information used in programme planning?  What proportion of 
programme students have transferred “in” from other programmes, either “in house” or from another 
institution?  Please provide this data, if available. 
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G. Student and Academic Support Services 

1. How integrated are support services with the programme?  (For example, tutoring, career counseling, 
IT).  What is the relationship of the programme with other services (registration, fiscal, orientation, 
counseling, career/transfer advising)? 

2. Describe the programme-based advisement process that guides students through the programme. 

3. What training is in place to ensure that programme faculty is able to provide students with appropriate 
and effective advisement? 

4. Describe the Learning Resource Centre (LRC) holdings available for students in the programme.  
Include any recommendations for additional resources for inclusion. 

5. Are there adequate information technology offerings, services and support for the programme?  Include 
any recommendations for additional resources for inclusion and/or access to the resources. 

6. Are there any functioning programme-based clubs?  Describe the membership.  Are events and 
meetings documented?  Include documentation. 

STUDENT PERFORMANCE INDICATORS 
 
A. Measures of Success 

1. What is (are) identified by the programme as the most meaningful indicator(s) of individual and 
programme student success (i.e., GPA, transfer, licensure, employment)?  How are your “majors” 
tracked/monitored (course grades, GPA’s, placement, etc.)?  What methods are used to gather 
tracking data? 

2. In what ways do programme performance indicators foster department/programme discussion about 
programme planning, revision, and support? 

3. Discuss how and why programme performance indicators have or have not been consistent over the 
last five (5) years? 

4. How are results of assessment at the course, department and programme levels used to identify 
programme strengths and challenges?  How do you use these data to develop appropriate programme 
modifications where necessary and document improvements over time? 

5. Please list the skills-related competencies of students who successfully complete the programme. 

6. If a professional programme, discuss employer evaluations of graduates of the program.  (Workforce 
Training) 

7. If applicable, discuss the performance of programme graduates on licensing exams, and if possible, 
their performance in the workplace ultimately.  (Workforce Training) 

FACULTY 
 
B. Faculty Qualifications 
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1. Describe the current state of faculty workload in the programme and how workload is determined.  
Include at least the following data elements: (a) average class size of courses in the programme (b) 
number of faculty teaching in the programme (full time, part time, adjunct, overload), (c) credit hours 
generated by students in the programme, and (d) other duties, including committee membership and 
advising. 

2. Do qualifications of current programme faculty meet current as well as anticipated programme needs?  
Based on anticipated programme and curricular needs, what additional or enhanced faculty 
qualifications might be required in the future?  How will the programme ensure that its faculty has 
necessary qualifications and that faculty is well- matched to courses taught? 

3. In terms of numbers, does the programme anticipate a need to hire additional faculty?  Has the number 
of adjunct faculty teaching in the programme increased in the past five (5) years?  What factors 
determine new hires and adjuncts? 

4. How diverse is the faculty in terms of race, ethnicity, gender, socioeconomic background, and 
disability?  Describe how diversity enhances learning experiences as students progress through the 
programme. 

5. How do the Dean, Department Head and the Coordinator/Director of the Programme (if applicable) 
work together to ensure the programme functions well? 

6. Describe faculty development needs and opportunities. 

C. Quality of Instruction 

1. What professionally developed initiatives has the programme planned for and/or implemented in the 
past five (5) years for full-time and/or adjunct faculty?  How is quality of instruction continuously assured 
so that programme learning outcomes are met? 

2. Describe how adjunct instruction affects the quality of the programme, if at all, specifically as it regards 
meeting programme learning outcomes.  Describe programme efforts to include adjunct faculty in (a) 
the work of assessing student learning outcomes and (b) professional development activities. 

D. Faculty Experiences 

1. Describe faculty development activities and individual professional activities that contribute to the 
overall enhancement of the programme.  Specifically list all (a) conferences and seminars attended by 
programme faculty; (b) awards and certifications received; and (c) invited presentations and juried 
publications.  Include recommendations for improving teaching, scholarship, and service on the part of 
faculty based on data collected. 

2. Describe faculty service activities (programme, college, community) including recognition or awards. 

3. Describe opportunities for collaboration and interdependence among faculty members including 
coaching, mentorship, team teaching or classroom observations. 

4. Describe any policies or processes in place to ensure the inclusion of faculty in programme decision-
making. 

FACILITIES/RESOURCES 
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A. Status 

1. Describe the current status of programme facilities and resources.  What additional or improved 
resources are critical to the future maintenance and improvement of the programme?  (Include facilities 
improvements).  Provide a detailed list of critically needed resources in priority order and justify the 
need for each within the context of programme goals and student learning outcomes as previously 
described. 

B. Budget 

1. Within the context of programme learning goals and student outcomes, in what ways, if at all, do 
budgetary considerations affect programme success?  Over the last five (5) years has the programme 
been satisfied with respect to budget requests and subsequent allocations?  Please explain why or 
why not. 

2. Has the programme previously received or is it currently receiving funding from external sources?  If 
so, how was/is the funding used to enhance specific programme learning goals and student outcomes? 

 
C. Advisory Committee 

1. Does the programme have an external Advisory Committee?  If so, please list members and affiliations.  
What level of participation in programme decisions does the committee have?  What are or have been 
the goals of the committee?  To what extent is there a follow-up to the suggestions from the Advisory 
Committee, where applicable? 

2. If the programme does not have an external Advisory Committee, comment on the need for one at this 
time in the programme’s development and plans to incorporate one (if any). 

NEED FOR PROGRAMME AND PROGRAMME COST-EFFECTIVENESS 

A. Need 

1. Does the programme address a verifiable local or regional educational and/or training need for current 
and future students and employees of local businesses?  On what do you base your conclusions 
regarding the need for the programme, and is the demand for the programme changing or expected to 
change in any way? 

B. Cost-Effectiveness 

1. Is a portion of the department budget specifically allotted to this programme?  If so, how much?  Is it 
adequate?  Why or why not? 

2. What is the cost per credit hour of courses in the programme?  How many credit hours are generated 
by students in the programme? 

3. What is the estimated total annual cost, including faculty and staff, of offering the programme?  Based 
on this figure and statistics provided from PIE, discuss the per student programme cost from entry to 
graduation? 
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4. Within the context of its contribution to advancing the college mission, discuss the cost- effectiveness 
of the programme.  Include ideas for ways that programme cost- effectiveness might be improved. 
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CODE OF ETHICS FOR THE BOARD OF GOVERNORS 

Title: Code of Ethics and Standards of the Reasonable Practice for 
the Board of Governors 

Number: 1.02.0707.1 

Approved by the Board of Governors 
Date: July 17, 2007 

Implementation 
Date: July 17, 2007 

History: 
Revised Approved by the Board of Governors: May 26, 2015 
Scheduled Review Date: May 2018 

Origin: Administration 

 

The British Virgin Island Government, the public at large and College staff rely on the Members of the Board 
of Governors to carry out, to the fullest extent possible, the intent of the College Act and the purpose defined 
in the Statement of Mission for the College.  Each member of the Board shall therefore strive to improve the 
outcomes of education and training at the community college level within the territory, and, to that end, shall 
bear the following in mind: 

1. In all cases, the first priority and concern of Board members must be in the interest of the education 
and training of the students attending the College, and of the impact of decisions on the community that 
the College was established to serve. 

2. Attend and participate in all regularly scheduled Board meetings and become informed concerning 
agendas’ issues that are received within reasonable advance of meetings. 

3. In keeping with their responsibilities as defined by the College Act, work with other Board members to 
establish effective policies, organizational structures and other systems, ensure the effective use of 
financial and other resources, and establish clear expectations concerning the day-to-day 
administration of the College. 

4. Encourage the expression of opinion by all Board members and ensure that policy decisions are made 
only after full discussion based on all available facts, independent judgment and a favorable vote at 
meetings of the Board. 

5. Encourage and invite to the Board, and during periods so designated, the presentation of points of view 
of student and employee groups by suitable representatives of such groups. 

6. Communicate to other Board members and the President concerning expressions of public reaction to 
Board policies, College programs and services. 

7. Strive to be adequately informed about current issues affecting community colleges by reading 
literature that may be provided, by soliciting information available from, and/or participating in regional 
and international opportunities where such information is shared.  

8. Support the employment of persons who are best qualified to serve as College leaders, faculty and staff, 
and require regular and impartial evaluation of all employees. 

9. In keeping with the Board's policy concerning Conflict of Interest, refrain from using their positions as 
Board members for personal or partisan gain or engaging in decision-making that may result in 
personal advantage to members or to family members. 

10. Take no private action that will compromise the Board or College administration and respect the 
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confidentiality of information and discussions obtained through participation as members of the 
Governing Board. 
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COLLEGE LOGO AND SEAL USAGE 

Title: College Logo and Seal Usage Policy Number: 1.11.0617.2 

Approved by the Board of Governors 
Date: June 20th 2017 
Revised: October 18th 2022 

Implementation Date: June 20th 2017 

History: Revised 
Previous: Standards for the Use of the College Logo 
Scheduled Review Date: October 2027 

Office Responsible for Review: 
Communications, Marketing, Media, and 
Public Relations 

RATIONALE 

To ensure consistency in the proper use of the College's visual identities, standards should be upheld, both 
by College personnel, and by College partners who are authorised to use the logo or seal. This policy 
establishes the approved visual elements of all logos, logomarks, and seals and provides the guidelines for 
their use. 

DEFINITIONS 

Legal Name: A legal name is the official name under which the College conducts official College business or 
operations. Identified in the revised College Act of 1993, the legal name of the College is the H. Lavity Stoutt 
Community College. 

Brand Name: Also referred to as the ‘monogram’ and displayed to represent the Organisation, the brand is 
the word(s) that identifies the College and distinguishes itself and its products from other organisations. Used 
primarily for advertising and sales purposes, the College’s brand or trade name is represented by its 
abbreviated name: “HLSCC”. 

College Seal: The circular shaped art elements that feature the College’s full legal name and official colours. 
This symbol is used as the primary representation of the College’s visual identity on official documents such 
as 

Logomark: The art element that features the College’s brand name and legal name. This mark can be used 
for marketing, publicity, promotional or informational materials as well as for conducting official College 
business. 

Subordinate Brand: Variations of the College’s logomark to be used by centres, institutes, departments, and 
units of the institution following the stipulations of the Brand Guidelines and with proper approvals. 

Special Logomark: One-time art elements designed for such special events or milestones such as 
anniversaries. 

Co-brand Logomark: Represents a mix of affiliate logos of the College. The art elements of this mark may, 
for example, combine the brand name, mascot and department name positioned with the College’s logo 
mark.  

POLICY 

THE OFFICIAL COLLEGE SEAL 

The College Seal was established at the formation of the institution and was used as its primary logomark 
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until 2022. The seal contains three distinct symbols: the sun (representing enlightenment), the seagull 
(representing the liberty), and the sloop (representing the Virgin Islands’ maritime heritage). Within the gold 
inner ring is the College’s legal name and date of establishment. A banner below contains the College’s 
motto: “Our Tomorrow Begins Today”. 

The use of the College Seal is restricted to official documents such as diplomas, transcripts, and 
correspondence that comes directly from the Board of Governors or the Office of the President. The seal may 
also be used for other formal events or ceremonies directly related to the Board of Governors or the Office 
of the President. It may also be reproduced on memorabilia sold by HLSCC campus stores. It may not be 
reproduced on objects that debase the honour of the seal or the institution. The seal is not interchangeable 
with the college logo and may not be used for marketing due to the lack of prominence of the institution’s 
name in the design. The seal may only be reproduced in full colour or monochromatic (black or Pantone 2427 
C). 

THE OFFICIAL COLLEGE LOGO 

The College Logo must be used appropriately in all contexts and communications. The Brand Guidelines 
establish the approved technical uses and applications of the logo. The College Logo are not to be adjusted 
or modified in any way. The College Logo abstracts elements of the seal. The sea and seagull are contained 
within a stylized wave motif above the acronym of the College’s name. The traditional colours of gold and 
green are retained (Pantone Medium Yellow C; Pantone 2427 C). 

The College logo exists in two main forms: the primary logomark and the extended logomark which adds the 
College’s full name and a vertical bar to the primary logomark. 

The primary logomark is to be used in local contexts and in markets where the College’s name and reputation 
are recognized and well-established. In contexts where the institution is introducing itself or does not enjoy 
ready name recognition, the extended logomark must be used. 

The Brand Guidelines dictate the approved variations of the logomark for use depending on design contexts. 

Subordinate Brands 

Subordinate Brands are available to all centres and institutes in accordance with the restrictions established 
by the Brand Guidelines. Any College entity wishing to establish a subordinate brand must be approved by 
the Office of the President and the Director of Marketing. 

To maintain the College’s identity, Subordinate Brands must include the wave motif and acronym of the 
primary logomark in full followed by the name of the unit in the correct colour and typeface as per the 
instructions of the Brand Guidelines. 

Athletic Subordinate Brands 

These include any combination of logomarks approved by the Office of the President and the Director of 
Marketing. These may be used exclusively for the promotion of athletic teams and the sale of promotional 
items or memorabilia by HLSCC campus stores. 

STATEMENTS ON USE AND APPROVAL 

• The College’s logo must be used as the only prominent graphic symbol in all print, visual and 
electronic communications and/or publications affiliated with the College. 

• All written and visual materials in which use of the College’s logo is proposed for use, must be 
reviewed and approved in advance of its production by the Director of Marketing. 
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• The College’s logo must always appear to be the most dominant image in all programme promotion 
or service. In those instances where a College event is sponsored by one or more parties, the 
College’s logo should also be shown as the dominant image. 

• It is the responsibility of the Budget Heads of College departments to ensure that graphic designers, 
licensees and other parties producing materials or products for, or on behalf of the College follow the 
provisions of this policy and the details of the Brand Guidelines. 

• For HLSCC events to which sponsors contribute resources, and mention is made of them, the 
College’s logo should still be shown as the prominent image. 

• No use of the College’s name or logo may be approved in connection with the promotion of alcohol, 
tobacco or illegal drugs, or in connection with pornography or other forms of expressions limited by 
law. 

• In those instances where an external party wishes to use the College’s logo in connection with a 
College approved project, review of the appropriate use and representation of the logo rests with the 
Director of Marketing. 

• The logo must stand alone and may never be made a part of another organisation’s logo. 

• When the College’s logo is used for purpose of a co-sponsored event and both the logo of the College 
and external party are used, the logos can be stacked or placed side by side or in different locations 
but on the same baseline at the same relative proportions. 

• The Logomark must always be reproduced from master artwork that is provided by the College. One 
may never redraw, modify, or replace the College logo in any way. 
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CONFLICT OF INTEREST FOR THE BOARD OF GOVERNORS 

RATIONALE 

A “conflict of interest” transaction is a transaction with the College in which a Member of the Board of 
Governors has a direct or indirect personal interest.  It is recognized that actual or potential conflicts of interest 
may arise because of the multiple interests and activities of Board Members.  Decisions are to be made solely 
to promote the best interests of the College and the public good rather than to serve a personal interest.  For 
this reason, Board Members have a responsibility to discharge their duties in good faith, with a high degree 
of diligence, care, and skill for the sole benefit of the College. 

BACKGROUND 

All Members of the Board of Governors of the H. Lavity Stoutt Community College serve a public-interest role 
and must conduct all affairs of the College in a manner consistent with this concept.  The College relies on 
the participation of the Members to carry out the purposes set forth in the College Act and to fulfill its mission.  
In such capacity, Members serve in a fiduciary capacity and therefore have a responsibility to avoid conflicts 
of interest in the performance of their duties.  From time to time, this may require that they do so through 
disclosure of a potential conflict, abstention from voting, or such other actions concerning a given matter.  
Board Members should err on the side of caution in any situation that is, or that may become a conflict of 
interest. 

PURPOSE 

This policy is designed to foster high ethical standards of performance on the part of Board Members by 
insuring that actual or apparent conflict-of-interest situations are avoided. 
 
Nothing in this policy shall be considered to conflict with applicable policies of the Government or laws of the 
Territory governing the conduct of public officers and public employees. 
 
This policy is not intended to prevent Board Members from furnishing services or goods or otherwise entering 
into business relationships with the College.  However, such an arrangement or contract must be pursuant 
to an arm's length agreement for fair and reasonable consideration. 
 

It is also not the intent of this policy to prevent the College form contracting with corporations or businesses 
because a Board Member is an employee of the firm.  The policy is designed to prevent placing a Board 
Member in a position where his/her interest in the College and his/her interest in his/her place of employment 
might conflict and to avoid appearances of conflict of interest even though such conflict may not actually 
exist. 

 

Title: Conflict of Interest for the Board of Governors Number: 1.03.0707.1 

Approved by the Board of Governors  

Date: July 17, 2007 

Implementation  

Date: July, 2007 

History: 
Revised Approved by the Board of Governors: May 26, 2015 
Scheduled Review Date: May 2018 

Origin: Administration 
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DEFINITIONS: 

Financial Interest: "Financial interest" means any interest, direct or indirect, in the financial success or failure 
of an organization or company with whom the College does business, regardless of how such interest was 
acquired.  A "financial interest" includes being a part or whole owner or partner; owning stocks or bonds; or 
having any other arrangement that results in an interest in or claim upon the assets or income of the company, 
organization or business.  Excluded are immaterial interests, that is, interests of such a general or insignificant 
nature that College transactions with the organization will not result in direct benefit to the individual. 

Direct Interest: A Board Member has an interest if the Member or an immediate family will derive an economic 
benefit.  A Member has a direct interest if another entity in which the Member has a material interest or in 
which the Member is a general partner is a party to the transaction or another entity of which the Member is 
a director, officer or trustee is a party to the transaction. 

Indirect Interest: A Board Member has an indirect interest in a transaction if any Member of his or her 
immediate family is a party to the transaction or has a material interest in another entity that is a party to the 
transaction. 

Family Members: Family Members include the Board Member’s spouse and any of interest those who are 
related to the Board Member as parents, children, siblings or any other relative living in the same household 
as the Board Member. 

Gift: A "gift" means anything of value (except as excluded below).  A "gift" may be in the form of money, 
goods, entertainment, services, price concessions not available to all Board Members or to the public, use of 
property or facilities or loans (except loans upon normal terms from a lending institution), or in any other form. 
Specifically excluded from the term "gift" are nominal advertising items or promotional materials of token 
value, or food consumed at a business meeting. 

CONSIDERATIONS 

Members of the Board of Governors should not have a personal financial interest in transactions with the 
College.  Recognizing that such interests will be on occasion unavoidable, there should be full disclosure of 
any such interest in advance of Board or College action. 

 

1. No Member of the Board of Governors shall recommend or determine to enter into a transaction on 
behalf of the College when such transaction involves an organization in which the Member has a 
financial interest. 

2. The College shall not enter into any transaction for the purchase of any item or service with a Board 
Member, his/her spouse, parent, child or sibling. 

3. Acceptance by a Board Member of a gift, loan, gratuity, reward, promise of future employment, or any 
other thing of monetary value from an individual or organization that engages in commercial 
transactions with the College is prohibited. 

4. A Board Member must inform the Board of any employment, direct or indirect financial interest, 
consulting, service, or other relationship that might interfere with her/his duties as a Board Member or 
raise a question of conflict of interest.  Such information must be provided by completing a Board 
Member Conflict of Interest Disclosure Statement as soon as he/she becomes aware of (preferably 
before) discussions concerning the transaction under consideration. 

5. A Board Member may be counted in determining the presence of a quorum; may briefly state a position 
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on the matter and may answer any pertinent questions on the proposed transaction that may involve 
a conflict of interest. 

6. A Board Member must abstain from voting on any matter when to do so would place or appear to place 
the Member in a conflict-of-interest situation.  The minutes of Board meetings shall record such 
abstentions. 

EXCEPTIONS TO THE POLICY: 

1. In rare instances, a Board Member may obtain an exception to this policy.  It is the responsibility of the 
Board Member to report reasons for the need for an exception.  The Board Member must make the 
request in writing to the Chairman of the Board using the Board Member Request for Exception to the 
Conflict of Interest Policy.  The request shall be reviewed by, and the exception approved by the full 
Board. 

2. Any approved exceptions to this policy must be made in writing and the reasons must be documented.  
Approval of an exception shall be based upon a finding that the transaction is fair, reasonable, and in 
the best interests of the University. 
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PROCEDURE 

The Policy on Conflict of Interest is adopted for the guidance of Board Members and is to be enforced solely 
by the Board of Governors. 
 
Board Members are expected to file a Board Member Conflict of Interest Disclosure Statement if: 

(a) They and/ or any family Member(s) are in a position to, or receives income from a vendor that is 
doing (or considering doing) business with the College; and / or 

(b) They and/or any family Member(s) have other affiliation or interest in a vendor that is doing (or 
considering doing) business with the College: and /or 

(c) They have received gifts (other than food, lodging, transportation or entertainment accepted as a 
guest) that have a total value of more than $250 in the 12-month period before the officer becomes 
aware of the conflict. 

Related Forms: (1) Board Member Conflict of Interest Disclosure Statement 

(2) Board Member Request for Exception to Conflict of Interest Policy 

Responsible Executive: Chairman, Board of Governors Date Approved:      
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BOARD MEMBER CONFLICT OF INTEREST DISCLOSURE STATEMENT 

 
I,  , have read and understand the H. Lavity Stoutt Community College 
Board of Governors Conflict of Interest Policy.  I understand that I must conduct myself so as to avoid any 
conflict or potential conflict of interest relating to my position as a Board Member of The H. Lavity Stoutt 
Community College. 
 
As it pertains to the following transaction that will be considered by the College administration or by the Board 
of Governors: 

 
Describe the Transaction: 

 
 

I, and / or Members of my family (spouse, parents, children, and siblings) have the following affiliations or 
interests, that when considered in conjunction with my position as a Board Member of the College, might 
constitute a conflict of interest: 
 
Employment or Service Conflict : Identify any employment or provision of services by you or your family - 
current or planned, which may be in conflict with your position as a Member of the Board of Governors of the 
College as it pertains to the transaction described above: 
 
 

 

Interest or Financial Conflict: Identify any interests or positions which you or your family hold, directly or 
indirectly, in the above transaction from which the College will secure goods or services. 

 

 

Gifts, Gratuities, Services and Entertainment Conflict: Identify any gifts, gratuities, services or entertainment 
that you or your family have accepted that might influence your judgment or actions concerning the above 
transaction with the College: 
 
 

 

Other Conflict: Identify any other activities in which you or your family are engaged that might be regarded 
as constituting a conflict of interest with regard to the transaction above. 
                                      

Signature of Board Member:                                                     Date:                                             
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BOARD MEMBER REQUEST FOR EXCEPTION TO THE CONFLICT OF INTEREST POLICY 

In rare instances, a Board Member may request an exception to the Conflict of Interest Policy.  Such 
exception would allow the Member to participate in the discussion concerning the matter and to vote as a 
Member of the Board concerning the action to be taken. 
 
The Board Member should read thoroughly the Conflict of Interest Policy approved by the Board before 
considering making such a request.  A Request for Exception is not encouraged. 
 
 
 

REQUEST FOR EXCEPTION TO THE CONFLICT OF INTEREST POLICY 
 
As it pertains to the following transaction that will be considered by the College administration or by the Board 
of Governors: 
 
Describe the Transaction: 

 

 

Describe, in detail, the reason and justification for making a Request for Exception to the Policy: 
 
 

 

 

 

Signature of Board Member:                                         Date:                                             

 

Decision by the Board: 
 
If Approved, describe the reason for approval:* 
 
 

 

 

Signature of Board Chairperson:                                                     Date:                                

* Additional explanation of the reason for the exception should be reflected in the Minutes of the Board 
meeting. 
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CONTINUITY OF COLLEGE LEADERSHIP 

Title: Continuity of College Leadership Number: 1.05.0709.1  

Approved by the Board of Governors 
Date: July 20, 2009 

Implementation 
Date: July 20, 2009 

History:  
Revised and Approved by the Board of Governors: May 26, 2015 
Scheduled Review Date: May 2018 

Origin: Administration 

RATIONALE 

To ensure continuity of College operations at all times, this policy aims to communicate which officer will 
assume responsibility in the (a) temporary absence and (b) unplanned permanent departure of the President. 

POLICY 

TEMPORARY ABSENCE OF THE PRESIDENT: 

When the President has planned to be away from the College for one or more days he shall, in advance, 
communicate his absence to the Chairman of the Board and to the College community.  He shall indicate the 
name and title of the Cabinet Officer who will carry operational responsibility for the College during his 
absence.  If the President’s absence is due to an emergency and designation of a deputy was not made, the 
following ranking would govern temporary operational responsibility: Vice President; (2) Associate Vice 
President; and (3) Bursar. 
 

Should an emergency arise, and the officer in charge is unable to reach the President, he or she shall seek 
the immediate guidance of the Chairman of the Board on critical matters.  No unusual or major decisions 
embodying significant commitments on behalf of the College shall be made without the authorization of the 
President or, if unavailable, the Chairman of the Board. 

TEMPORARY CONTINUITY IN THE UNPLANNED AND PERMANENT DEPARTURE OF THE PRESIDENT: 

In the unfortunate event of the sudden death or other unplanned departure of the President, it will be the 
responsibility of the Chairman of the Board, in consultation with the Minister of Education, to designate an 
individual who will assume temporary leadership responsibility for the College until a permanent 
replacement can be made. The Chairman shall call an extraordinary meeting of the Board at the earliest 
date possible, or otherwise contact the members of the Board to review the appointment prior to a public 
announcement, and to discuss related matters that may call for their attention.  The Chairman shall 
subsequently advise the internal as well as external College communities of the temporary appointment that 
has been made. 

 

The individual named with temporary responsibility for leadership of the College, shall be so designated for 
no more than a calendar year following the appointment.  During this time, every effort shall be made by the 
Board to seek and appoint a President whose academic and experiential qualification, as well as personal 
qualities are appropriate to the mission of the College, and whose responsibility will be the full-time 
administrative and leadership of the institution.  
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EMERITUS 

Title: Emeritus  Number: 1.10.0617.1 

Approved by the Board of Governors  
Date: June 20, 2017 

Implementation  
Date: June 20, 2017 

History: New 
Revised Approved by the Board of Governors: October 18 
2022 
Scheduled Review Date: October 2027 

Origin: Administration 

RATIONALE 

The College wishes to acknowledge longstanding and distinguished service by a member of its Board of 
Governors, faculty, or administrators by granting the title Emeritus to recognize outstanding meritorious 
service to the College and to encourage continued association with the College. This policy serves to ensure 
a consistent approach to conferring Emeritus or Emerita status. 

DEFINITIONS 

Administrator – an employee at the level of the President’s Cabinet whose job is to control the operation of a 
defined plan or work area(s) at the College.   

Faculty – academic department heads, full-time teaching faculty, including librarians with faculty status, part-
time teaching faculty, librarians without faculty status, and faculty members whose basic responsibilities over 
time have been outside of the classroom setting. 

POLICY 

The Emeritus designation is a special honour reserved for a member of the Board of Governors, or a faculty 
member or contract administrator who has provided significant, substantive service to benefit H. Lavity Stoutt 
Community College students, and enhance the educational, training and community service mission of the 
College. The individual has established, throughout his or her tenure of association with the College, a record 
of commitment through documented acts and deeds that has enabled the College to accomplish its mission 
and strategic priorities through innovative programmes, operations and other monetary or non-monetary 
contributions. Emeritus designations may also be granted posthumously. 

It is expected, also, that the individual has demonstrated a history of professional accomplishment, national 
and College representation and service that has, or would warrant external recognition, and that would bring 
honour and distinction to the individual and to the College. 

The Emeritus designation will be awarded at the conclusion of the full term of the individual’s formal 
engagement with the College or immediately thereafter. 

Emeritus status will be conferred by the Board of Governors on the consensus of all the members of the 
Board or on the recommendation by the President in accordance with the policy. 

A person honoured with an Emeritus designation will maintain his/her College title, with the designation 
“Emeritus” added (e.g., Chairman Emeritus, Governor Emeritus, President Emeritus, Lecturer Emeritus, 
Dean Emeritus, Registrar Emeritus). 

Once bestowed, Emeritus status continues for the natural life of the individual, unless revoked through the 
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formal action of the Board. The Board reserves the right to revoke Emeritus status in extraordinary 
circumstances. 

On occasion, a faculty, administrator, or Board member with Emeritus status may be invited to attend College 
meetings or events at which their special knowledge and history with the College may be of value. This 
enables the College community to benefit from the contribution and continued service of members who have 
achieved such status. 

ELIGIBILITY 

Emeriti Qualifications – Members of the Board 

As candidates for the Emeritus designation, Board members must demonstrate a history of distinguished and 
noteworthy commitment to the College and the community in the following ways: 

1. Serve on the Board for a minimum of three (3) consecutive terms, 

2. Attend, at a high ratio, Board and committee meetings, retreats, and other activities that foster 
engagement, development and active participation in the affairs of the College, 

3. Be known as an advocate for the College and its students and for its effectiveness at the local level 
through attendance and visible involvement in College initiatives, and 

4. Exhibit a dedication to students and the College by attending and engaging in College events, including 
but not limited to commencements, convocations, educational programmes, student activities, 
benefits, accreditation visits etc. 

Emeriti Qualifications –Administrators  

As candidates for the Emeritus designation, College faculty must demonstrate a history of distinguished and 
noteworthy commitment to the College and the community in the following ways: 

1. Served the College as a member of the President’s Cabinet, 

2. Served the College as an administrator for a minimum of ten (10) years of consecutive service 
immediately preceding retirement, 

3. Have a distinguished career with a record of outstanding meritorious service to the programmes and 
initiatives of the College evidenced by extraordinary or exemplary contributions, advancement or 
positive impact to the College community, and 

4. Must be voluntarily separated from a full-time role at the College and entering permanent retirement. 

Emeriti Qualifications – Faculty  

As candidates for the Emeritus designation, College faculty must demonstrate a history of distinguished and 
noteworthy commitment to the College and the community in the following ways: 

1. Served the College as a fulltime faculty member for a minimum of ten (10) years of consecutive service 
immediately preceding retirement. Faculty with less than 10 years at the College but with an 
established academic career at other institutions – and assuming the faculty member meets or 
exceeds other HLSCC Emeriti requirements – can appeal to the Emeriti Committee that the 10-year 
requirement at HLSCC be waived, 

2. A substantive record of performance as demonstrated by one or more of the following: 

a. Research, scholarship, and/or creative work commensurate with regional and/or international 
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standards. 

b. Noteworthy teaching and educational contributions. 

c. Significant service to the College, and 

3. Must be voluntarily separating from a full-time role at the College. 

Privileges of Emeritus Status 

The individual designated with Emeritus status is granted special courtesies, privileges and access to the 
College in keeping with their valued affiliation with the institution. Over time, the College may wish to change 

the privileges granted if new programs, facilities or services may be added to the College’s offerings. 

• Presentation of certificate or plaque commemorating status 

• Complementary admission to College functions 

• Recognition at College functions 

• Full Library (Learning Resource Centre) and other Special Collections privileges 

• Information Technology user account (email, access to College subscribed data bases, etc.) 

• Inclusion in the College catalogue 

• Printing and reprographic services as approved by the College 

• Enrolment in College courses with tuition/fee waivers based on availability of space 

• The right to be rehired as a Lecturer, Senior Lecturer, Principal Lecturer or Administrator for such 
period as agreed to by the College administration 

• Right to appear in faculty attire at graduation 
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PROCEDURES 

NOMINATION FOR BOARD OF GOVERNORS EMERITUS 

Any member of the Board of Governors may nominate a present or past member of the Board for Emeritus. 
A formal notification shall be made that consists of the following: 

1. A letter from a member of the Board, or from an individual with a connection to the College stating 
the significant achievement of the nominee and why the individual is deserving of the College’s 
highest honour, 

2. Biographical and other information supporting the nomination, 

3. Name, address and phone number of nominee or contact information in case of a posthumous 
designation. 

NOMINATION FOR FACULTY, ADMINISTRATOR EMERITUS 

1. Any member of the internal College community may forward a nomination for the Emeritus status of a 
faculty or administrative member to the President. The nomination should consist of the following: 

2. A written narrative letter stating the significant achievement of the nominee and why the individual is 
deserving of the College’s highest honour. 

3. Biographical and other information supporting the nomination, including a recent curriculum vita. 

4. A supporting letter of recommendation (not from the same department). 

5. Name, address and phone number of the nominee or contact (in case of a posthumous award). 

After receipt of the nomination, and after ascertaining the nominee’s eligibility and record of service to the 
College, the President may appoint a committee for further review and evaluation of the proposed nomination. 
The College considers the granting of Emeritus status to be an honour of great merit, and it wishes to ensure 
that the deliberative process is of the highest integrity. Therefore, the committee appointed by the President 
should comprise relevant peers, lecturers, Deans, Department Heads or Cabinet Members, or any other 
members of the College community who it is felt could contribute to the careful evaluation of the candidate. 

If the nomination is accepted, the President shall carry it to the Board of Governors for consideration. Upon 
Board approval, Emeritus status shall be awarded to the recipient. If the nomination is not accepted, the 
reason for denial must be documented and communicated. 

Whenever possible, the Emeritus designation should be conferred on the individual during the June 
Commencement ceremony or the Fall convocation. For the June Commencement ceremony, 
recommendations of faculty and/or administrators must be received prior to the May Board meeting for 
consideration. For the Fall Convocation, recommendations of faculty and/or administrators must be received 
prior to the July Board meeting for consideration.  

.  
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ENVINRONMENTAL HEALTH 

Title: Environmental Health Number: 1.15.0920.1 

Approved by the Board of Governors 
Date: September 10, 2020 

Implementation 
Date: September 10, 2020 

History: New 
Scheduled Review Date: September 2023 

Origin: Administration 

RATIONALE 

The H. Lavity Stoutt Community College recognises that in pursuing its mission, it has a responsibility toward 
protecting and nurturing the natural environment.  Therefore, this policy affirms the College's commitment to 
developing sound environmental practices across all areas of the institution.  

POLICY 

The H. Lavity Stoutt Community college will manage its operations in ways that are environmentally 
sustainable, economically feasible, and socially responsible.  To this end, targets will be set, and action plans 
created to meet the following: 

ENVIRONMENTAL MANAGEMENT AND LEGISLATIVE COMPLIANCE 

• Meet and wherever possible apply more stringent standards to ensure compliance and continual 
improvement with relevant environmental legislation and other requirements in the BVI; 

• Acquire and maintain environmental accreditation from local organisations i.e. Green VI's Green 
Accreditation Programme; 

• Aim to operate by and acquire the internationally recognised Environmental Management System 
(EMS) Accreditation ISO14001; and   

• Conduct annual environmental audits to allow for data-driven decision making. 

1. Communication, Awareness, & Involvement 

• Establish and maintain effective communication channels with all faculty, staff, and students; 

• Encourage and raise awareness of sound environmental practices with all College stakeholders; 

• Engage with the academic community to integrate sustainability/environmental responsibility into 
teaching (and research); and 

• Actively communicate information related to the College's environmental goals and objectives both 
internally and externally. 

2. Reduce Environmental Impacts 

• Improve energy and water management by reducing consumption and enhancing efficiency by 
conducting any necessary refurbishment work; 

• Implement the waste hierarchy to minimise waste (elimination, reduction, reuse, and recycling); 
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• Enhance local biodiversity and maintain campuses (grounds and buildings) in a sustainable 
manner; 

• Promote sustainable procurement activities; and 

• Management the College's carbon emissions footprint.  
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FRAMEWORK FOR THE MANAGEMENT OF POLICIES/POLICY ON POLICIES 

Title: Framework for the Management of Policies/Policy on 
Policies 

Number: 1.14.0518.1 

Approved by the Board of Governors 
Date: May 22, 2018 

Implementation 
Date: August 1, 2018 

History: 
Revised and Approved by the Board of Governors: 
September 10, 2020  
Scheduled Review Date: October 2023 

Origin: 

RATIONALE 

College policies promote its mission, and enhance operational efficiency and governance, as well as 

communicate expectations across a range of areas, thereby reducing institutional risk.  This policy 

establishes a framework, common format, and roles, responsibilities and process for adoption, review, 

revision and dissemination of all College policies.  It seeks to ensure that policies are easy to find, read 

and understand, and that the policies will: 

1. Support the College’s mission. 

2. Promote accountability by identifying the officers responsible for policies. 

3. Provide faculty, staff and students with clear, concise procedures for complying with policies. 

4. Document how the College conducts business. 

DEFINITIONS 

Policy: A policy is a statement of management philosophy and direction, established to provide guidance 

and assistance to the College community in the conduct of its affairs.  A College policy: 

o Is a governing principle that mandates or constrains actions? 

o Has institution-wide application, 

o Changes infrequently and sets a course for the foreseeable future, 

o Helps ensure compliance with applicable laws and regulations, 

o Creates uniform standards and expectations, 

o Reduces institutional risk, and 

o Is approved by the Board of Governors. 

Administration, College Relations and Development – Umbrella policies that provide the framework for 

administrators to implement and comply with the intent of the Board of Governors, govern institutional 

conduct, and promote institutional development and growth. 

Academic and Student Policies - Policies which directly affect the pedagogical mission of the College and 
student life and support systems designed to enhance the student experience at the College. 

Fiscal and Business Services – Policies related to financial planning, management and accountability.  
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Human Resources/Personnel – Policies, rules and related procedures and information that impact working 

conditions, relationships and expectations. 

Information Technology (IT) and Facilities - Policies concerning the acquisition, use and care of College 

property, including IT hardware and software, as well as access, data storage and other related issues. 

 

Procedure: A procedure identifies the steps for implementing a policy.  College procedures should: 

o Be separate and distinct from the policy; 

o Be written in a format that is easy to follow, using numbers of bullets to delineate 
steps to be followed; 

o Be reviewed and updated as necessary to ensure agreement with the most recent 
revision to the policy; and 

o Be approved at the Institutional level, not requiring Board approval. 

Stakeholder: Stakeholders are college community members who are affected by the policy. 

POLICY 

1. Scope - This Policy applies to all new policies that are drafted and adopted after the effective date 
of this policy, and to existing policies as they are revised. 

2. Authority and Responsibility - Responsible officials are charged with overseeing the initial 
development, regular review and proposed revisions of policies related to their area of 
responsibility.  Approval of all policies will be by the Board of Governors. 

3. Development - Policies may be initiated by individual departments, or administrative or operating 
units.  New policies must be sponsored by the responsible Cabinet Officer with oversight for that 
area.  Each policy must follow the format provided, and be drafted in clear, concise language.  
Care should be taken in the development process to include the groups that will be affected by its 
implementation.  The following should also be taken into consideration: 

a. The purpose of the policy; 

b. The audience of the policy; 

c. Any legal implications of the policy; 

d. The impact of the policy/amendment on other policies; 

e. The groups, units, and systems affected by the policy; 

f. The effective date of the policy or amendment; and 

g. Any potential barriers to successful implementation. 

4. Format - Policies will be written and maintained following the format described below: 

a. Header Information (mandatory): 

i. Policy name. 

ii. Number (assigned after approval) 

iii. Approval Body and Date 
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iv. Implementation Date 

v. History of the Policy 

vi. Scheduled Review Date 

vii. Origin or Office Responsible for Review. 

b. Rationale (mandatory): The purpose of the policy, and the statement of philosophy 
position, rule, regulation or direction. 

c. Definitions (optional/discretionary): meaning and interpretation of terms used in the policy. 

d. Policy (mandatory): The description of the actual policy covering topics which include 
duties/responsibilities assigned to specific parties/units as necessary; specific subject 
information relevant to the policy; a description of any review process necessary, and the 
specific authority to impose penalties or other remedies when noncompliance occurs, if 
applicable. 

e. Related Policies (optional/discretionary) – Policies that may have some connectivity to 
another policy, e.g. in implementation; 

f. Procedures: The detailing of interrelated steps needed to implement or comply with the 
policy must developed but should not be included as part of the policy.  Procedures will 
require approval by the President’s Cabinet or designated body. 

5. Review and Approval - All College policies must be reviewed by the President’s Cabinet, prior to 
submission to and approval by the Board of Governors.  In matters that carry legal implications, 
feedback from the College’s legal counsel should be sought prior to review by the Board.  All new 
policies must have at least two readings before the President’s Cabinet prior to submission to the 
Board.  The responsible Cabinet officer drafts the policy and submits it for its first reading to the 
President’s Cabinet.  Input from affected stakeholders is sought prior to the second reading to 
incorporate feedback as applicable.  When the policy is satisfactory to the Cabinet, it is then 
forwarded as an item for the Board’s agenda, at times via a Board sub-committee.  Once the Board 
approves the policy, the number is assigned by the Board’s Recording Secretary. 

Revisions to policies also require a two-reading process.  The responsible officer will review 

policies under the purview of that office according to the scheduled review date identified on the 

policy or based on any changes to applicable law or institutional circumstances that might affect 

provisions of the policy.  Proposed revisions are subject to the provisions of this Policy for drafting, 

formatting, review and approval, as well as dissemination and training where appropriate. 

 

New Policies are to be scheduled for review after three years of implementation, while established 

policies will be scheduled for review after seven years.  Any policy can be reviewed prior to the 

scheduled timeline, with appropriate written justification.   

 

Review Criteria: 

The following areas should be considered when a policy is being reviewed: 
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o Continued need for policy – Is the policy still necessary in light of its stated purpose and 
goals?  Would the purpose be better served as part of another policy, or as documented 
procedures or guidelines? 

o Institutional values and objectives – Do the policy clearly and effectively communicate 
College values as well as the general purpose for the policy? 

o Effectiveness – Does the policy function well as written, or should it be revised in order to 
improve its effectiveness? 

o Alignment with legal and compliance requirements and best practices – Is this policy 
current?  Does it align with legal and compliance requirements and best practices in higher 
education?  Does the policy meet institutional needs? 

o Implementation – Is the policy being followed in practice, or is there a need to address and 
improve policy implementation? 

o Drafting and formatting – Is the policy well drafted?  Is it consistent with the current 
requirements of the approved policy format? 

6. Training - If training concerning a new policy or revisions to a policy is necessary or advisable, 
the responsible Cabinet officer will provide or make available appropriate training for the College 
Community or relevant sub-group within the College community. 

7. Communication - Communication of new or amended policies must occur once the policy is 
approved, and prior to implementation date wherever possible.   

8. Location of Policies - To ensure ready access to College policies, H. Lavity Stoutt Community 
College (HLSCC) will maintain an official approved College policy site 
(www.hlscc.edu/employeeintranet/index.php/about/policies), with the most current approved 
version of all College policies. This will be maintained by the Board’s Recording Secretary in a 
standard electronic format.  The documents on this site will constitute the official electronic 
depository for all College policies. 

To maintain an organised system of change control, and to ensure consistency throughout the 
College, sites that reference College policies and procedures must use hyperlinks to the 
documents on the official College Policies web page. 

9. Structure and Organization of College Policies - The College Policy Manual and Website will 
list the names and categories of all policies. 

10. Archiving/Prior Versions - If the responsible officer concludes that a policy has no continuing 
applicability, it may propose retirement of the policy through the same review channels set forth in 
Section 5.  Retired College policies will be archived but accessible from the College Policy site.  All 
previous versions of amended or revised policies must also be archived. 

   

http://www.hlscc.edu/employeeintranet/index.php/about/policies
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INSTITUTIONAL RESEARCH AND CONSULTANCY 

Title: Institutional Research and Consultancy Number: 1.01.1197.1 

Approved by the Board of Governors 
Date: November 7, 1997 

Implementation 
Date: November 7, 1997 

History: 
Scheduled Review Date: November 2022 

Origin: Administration 

1.1 Academic institutions are normally regarded as centres for teaching, research, leadership, and service.  
As the H. Lavity Stoutt Community College continues to make its mark among the premier providers 
of tertiary education in the region, it is important that it develops the ability to attract and retain high 
quality faculty and staff expects from persons in this profession; and should make every reasonable 
effort to indicate that they speak as individuals and not for the College. 

1.2 Private industry continues to offer attractive remuneration packages to secure the services of highly 
trained and talented people who are usually the best in their fields.  Because of the role that education 
will play in the future of the Territory and the resulting need for the College to have the best people in 
various fields on its faculty and staff, the College proposes that: 

1.3 An Institutional Research and Consultancy Policy that would allow faculty and staff to engage in 
research and consultancy as part of their academic freedom under or outside of the auspices of the 
College, and for which they would be remunerated in addition to their regular salary, be developed and 
activated. 

1.4 Academic freedom at HLSCC is defined as the right of responsible and self-disciplined scholars to 
investigate, instruct, consult, and publish within the areas of their academic competencies and 
faculty/staff appointments.  In the proper exercise of this right, the College undertakes to support 
individuals in the pursuit of knowledge and its dissemination.  Further, in recognition of the fact that 
freedoms are not absolute but imply commensurate responsibility, HLSCC holds that academic 
freedom must be balanced with proper academic responsibility. 

1.5 In proposing the Institutional Research and Consultancy Policy, the College affirms: 

2. Faculty and staff are entitled to full freedom to pursue study, research, and consultancy germane to 
their interests and academic or administrative appointments, subject to the adequate performance of 
their total responsibilities in the department and/or the College, as agreed between them and the 
administration. 

3. When faculty/staff members speak or act in capacity they are free from intuitional restrains.  Since they 
cannot free themselves from consequential influence, they should exercise the restrains and self- 
discipline which society expects from persons in this profession; and should make every reasonable 
effort to indicate that they speak as individual and not for the College. 

4. Faculty/staff are free to undertake research and to publish the results.  This should be pursued with 
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proper respect for public safety and decency 'and with due regard to the adequate performance of all 
academic duties and institutional obligations?  When research and consultancy activities make time 
demands that impinge upon other responsibilities and when the research and/or consultancy is done 
for pecuniary return, specific prior arrangements must be made with the College authorities 

5. When faculty/staff plan to submit a research or consultancy proposal to an external sponsor, they must 
complete the relevant sign-off form and secure the authorization of the President or his designee. 

6. Successful proposals require coordination.  If a project requires release time.  special computing or 
space renovations, or the use of institutional facilities, the faculty/staff member should investigate its 
feasibility and secure estimated costs. 

If the project will involve: 

(a) human subjects 

(b) animal subjects 

(c) hazardous materials 

(d) recombinant DNA 

(e) radioactive material 

(f) controlled substances 

(g) lobbying, debarment and suspension, and delinquency 

(h) conflict of interest 

(i) patents, copyrights, intellectual property, 

the faculty/staff member should receive approval from appropriate College personnel and/or other 

appropriate agencies, or individuals. 

 

7. Any research or consultancy requiring a leave or release time must be discussed with the Academic 
Dean and approved by the President's cabinet. 

8. Research and consultancy funds may either be channeled through the College or through the 
researcher's/consultant’s private company.  In either case, the College shall retain or receive 25% of 
the total value cost of the research/consultancy minus expenses. 

9. The College will report on current projects to the Executive Committee every semester. 

RESEARCH AND CONSULTANCY RULES 

10.1. The Research and Consultancy rules are as follows: 

MEMBERSHIP 

(a) There shall be a Research and Consultancy Committee appointed by the President's Cabinet. 

TERMS OF REFERENCE 

(a) The Research and Consultancy Committee shall have general responsibility for regulating and 
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controlling consulting activities of members of faculty/staff and in particular shall have responsibility 
for: 

(b) Administering the Research and Consultancy Fund and approving expenditure from it 

(c) Maintaining records of work undertaken including data on contributions to and disbursements from 
the Research and Consultancy Fund. 

(d) Submitting annual reports including such data as in (b) above to the President's Cabinet and to the 
Executive Committee.  These reports must be for the period ending July 31 of each academic year.  
Detailed information on earnings will be made available only to the President of the College, and to 
the Chairman of the Executive Committee. 

(e) Investigating and reporting to the Executive Committee any controversial matters arising from 
research and consultancy activities and on matters of discipline involving the undertaking of research 
and consultancy activities which have not been approved" by the Research and Consultancy 
Committee, or cases of abuse of research and consultancy privileges which have been permitted. 

(f) Keeping under continuous review the operation of the system and making recommendations for 
modifications where considered appropriate. 

TIME ALLOWED FOR RESEARCH AND CONSULTANCY WORK 

10.2. Not more than one day (or its equivalent) per week shall be allowed for private research and 
consultancy work 

PERMISSION TO DO RESEARCH AND CONSULTANCY WORK 

10.3 (a) Faculty/staff members wishing to undertake research and consultancy activities shall apply to the 
President for approval, indicating the nature of the programme or project.  The President should 
normally take the advice of the Research and Consultancy Committee.  In cases where the research 
and consultancy service are urgently required by the client or where issues of a delicate and 
confidential nature are involved, the President may act without the advice of the Research and 
Consultancy Committee, but his action must, in due course, be reported to the Committee. 

(b) Permission to do research and consultancy work may be granted in general terms for a specified 

period or for a particular job. 

RESEARCH AND CONSULTANCY WORK FOR GOVERNMENT OR NATIONAL ORGANIZATIONS. 

10.4 Where an individual faculty/staff member is approached by Government to undertake a research or 

consultancy task, the faculty/staff member should be free to decide whether to -request 

reimbursement of expenses only, or to charge a' consultation fee.  The Executive Committee should 

be informed of the arrangements made.  However, this does not include cases where the research 

or consultancy work takes the form of a project undertaken on behalf of Government or a national 

organization supported primarily by Government.  Consultancy fees should not be charged for such 

projects, unless specifically approved by the President but the Government or national organization 

should be required to meet all expenses.  Different considerations might however apply in cases 

where such a project is financed by a regional or international organization or a statutory 

corporation. 
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RESEARCH AND CONSULTANCY FUND 

10.5. (a) There shall be a Research and Consultation Fund into which each faculty/staff member engaged 

in research and consultancy work shall pay by July 31, each year an amount not less than 25% of 

the fees earned in the previous months after meeting expenses, together with an appropriate 

payment where applicable to the Fund or relevant College account for use of the College's 

equipment, materials, and services. However, in order to amortize any bona fide losses incurred in 

the course of research and consultancy work, a faculty/staff member may make a smaller annual 

contribution to the Fund over a period not exceeding 3 years.  (See 10.7.) 

(b) A member of faculty/staff is free to make additional contributions to the Fund on a voluntary basis. 

(c) A member of faculty/staff is also free to make contributions to the Fund from any source. 

(d) The cost of administering the Research and Consultancy Fund shall be borne by the Fund. 

(e) Every full-time member of the faculty/staff may apply for a disbursement from the Research and 
Consultancy Fund whether or not that member of faculty/staff has made any contribution to the Fund.  
(See 10.7. (c) ) 

(f) In deciding on applications for disbursement from the Fund, the Research and Consultancy 
Committee shall take account, inter alia, of the fact that there may be a period when a faculty/staff 
member is not able to contribute to the fund especially at an early stage of his/her career. 

(g) A member of faculty/staff will be allowed to withdraw sums from the Fund in accordance with the 
approved rules. 

NOTE: NORMALLY THE FUNDS ARE USED FOR THE FOLLOWING PURPOSES 

• Travelling to conferences. 

• Payment for journals of learned societies, provided that such journals become the property of the 
College, 

• Payment of membership fees to professional societies, provided that the particular membership is in 
the best interest of the College. 

• Reasonable travel in connection with research and consultancy 

• Professional insurance for members of the College's faculty/staff 

• Honoraria for special services in connection with research and consultancy 

PROCEDURE FOR AMENDMENT OF RULES OF RESEARCH AND CONSULTANCY COMMITTEE 

10.6. Any amendment to these rules should normally be initiated by the Research and Consultancy 

Committee and sent to the President's Cabinet for their comments and onward transmission to the 

Executive Committee. 

INTERPRETATIONS 

10.7. (a) The 25% earnings rule applies to all research and consultancies including those performed on 
Saturdays and Sundays. 

(b) Chairmanship of Boards and Company Directorships shall be regarded as consultancy work and 
fall under the consultancy rules (see 10.7. (d) ). 

(c) Applications for disbursements from the Research and Consultation Fund shall be entertained 
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only on behalf of members of the faculty/staff 

RESPONSIBILITY FOR FINAL DECISIONS 

(a) The responsibility for administering these rules especially in respect of Chairmanships rests with 
the President of the College who may bring cases to the Finance Committee in relations to 
emoluments.  Where there is any question of the workload or of a likely increase in that workload 
or the emoluments involved and disposition thereof, the President will, prior to giving permission, 
normally: 

10.7.1. consult with the Academic Dean and Head of Department concerned on the workload and 
possibilities of increase; 

10.7.2. consult with the Finance Committee or Executive Committee on the matter emoluments and 
disposition thereof;  

10.7.3.  require reports, conditional on the application being granted, at intervals of from three to twelve 
months at his discretion on the matter of workload and emoluments; 

10.7.4.  dependent on the results in (10.7.3) and after consulting with the groups under (10.7.1) and 
(10.7.2) as necessary, review periodically permission in respect of the posts and of the 
emoluments thereof. 

  



47 
 

INTELLECTUAL PROPERTY RIGHTS 

Title: Intellectual Property Rights Number: 1.16.0920.1 

Approved by the Board of Governors 
Date: September 20, 2020 

Implementation 
Date: September 20, 2020 

History: New 
Scheduled Review Date: September 2023 

Origin: Board of Governors 

RATIONALE 

HLSCC supports creativity, innovation and invention among its students, faculty and staff.  The intent of this 
policy is to assure that any intellectual property produced is protected for the benefit of the creators and the 
College.   

PURPOSE 

This policy is designed to: 

A. Establish principles and procedures for administering Intellectual Property produced at the College; 

B. Protect the creative works of creators and the College’s assets; and  

C. Establish principles governing the equitable allocation of value generated by those creative works. 

DEFINITIONS: 

Intellectual Property – intellectual or creative works that can be copyrighted or patented, such as literary, 
dramatic, musical and artistic work, computer software, multimedia presentations, inventions, etc.  
 
Invention – any invention, process, machine, article of manufacture, know-how or concept that may have 
commercial value, whether or not patentable; 
 
Work - any original work of authorship eligible for protection under relevant copyright law 
 
Creator – the inventor of an invention or author of a Work as applicable 
Substantial use of College resources includes: 

a. More than 10% of the normal duty time of an employee in any semester or 5-month period; 

b. Released or reassigned time from the creator’s normal duties; 

c. More than 20% of the work hours of assisting College employees in any semester or 5-month 
period; or 

d. Procurement or usage of special supplies, services, equipment, or other support by the College. 

POLICY 

HLSCC is supportive of creative activities and works of all members of the College community.  However, 
the basic purposes of the College always take precedence over Intellectual Property considerations.  College 
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resources are to be used solely for College purposes and not for personal gain or personal commercial 
advantage, nor for any other non-College purposes.   
 

SCOPE 

This policy applies to all members of the HLSCC Community.  It includes faculty, staff, administrators and 
students.  Each HLSCC community member shall be subject to this policy. 

OWNERSHIP RESIDES WITH THE EMPLOYEE OR STUDENT: 

Ownership resides with the employee or student if the following criteria are met: 

• The work is a result of individual initiative, not requested by the College. 

• The work is not the product of a specific contract or assignment made as a result or employment 
with the College. 

• The work is not prepared within the scope of the individual’s college job duties. 

• The work does not involve substantial use of College facilities, time, and/or other resources and is 
not derivative of any other college-owned copyright.   

• Inventions or discoveries made by the Creator on his/her own personal time (e.g. made during non-
working hours) and not involving the use of the College facilities or materials are the property of the 
Creator except as may be specified in any applicable agreement. 

OWNERSHIP RESIDES WITH THE COLLEGE 

Ownership resides with the College if the following criteria apply: 

• The work is prepared within the scope of an employee’s job duties. 

• The work is the product of a specific contract or assignment made in the course of the employee’s 

employment with the College. 

• The development of the work involved substantial College support, including but not limited to release 
time, grant funds, college personnel, salary supplement, leave with pay, equipment, or other College 
materials or financial assistance, or is derivative of any other College-owned copyright. 

The College claims no ownership of popular nonfiction, novels, poems, musical compositions, or other works 
of artistic imagination created by faculty members or created by students in the course of their education. 

Distribution of Royalties or Other Proceeds 

Faculty and Student Owned Works – In the case of Inventions or Works owned by faculty members or 
students, the Creator shall have sole discretion to decide whether and in what manner he or she will seek to 
commercialize or otherwise benefit from the Intellectual Property.  When more than one Creator is involved, 
the responsibility for determining the relative distribution of royalty or other income among the Creators rests 
solely with the Creators. 

College Owned Works – HLSCC shall have sole discretion to decide whether and in what manner it will seek 
to commercialize or otherwise benefit from Intellectual Property owned by the College.  In the event the 
College receives royalty or other income from Inventions or Works created by a member of the HLSCC 
Community, the College may, but shall not be required to, share such income with the Creator. 

LIABILITY ISSUES 

All College faculty and staff will ensure that: 
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• The courses and materials identified as created by them are original except for such materials from 

copyrighted sources that are reproduced with the written permission of the copyright holder; 

• The courses or materials will in no way constitute a violation of or an infringement upon any copyright 

belonging to any other party; 

• The courses or materials will contain no information previously published or copyrighted by the 

faculty members unless such information is noted in the course or material, and 

• The course or material will contain no matter which is libelous or in any way contrary to law. 

DISCIPLINARY ACTION 

Individuals are responsible and liable for their own actions in the creation, use, and distribution of intellectual 
property, and violators of the policy may be subject to disciplinary action, including expulsions from the 
College, and/or termination of employment. 

ADMINISTRATION OF THE POLICY/PROCEDURES 

The Employee shall disclose promptly to the College all discoveries and inventions made during the term of 
any Agreement or Contract.  The duty to disclose arises as soon as the Employee has reason to believe, 
based on his or her own knowledge or upon information supplied by others, that the discovery or invention 
may be patentable.  Certainty of patentability is not required before a disclosure is made.  The Employee 
shall execute such declarations, assignments or other documents as may be necessary in the course of an 
invention evaluation, patent prosecution, or protection of rights to ensure that the title to such inventions shall 
be held by the College.   

Determination of Ownership in Unclear Cases - In all cases where the College claims ownership, such 
questions of ownership or other matters relating to Intellectual Property the following shall pertain:  

a. The Creator must submit the matter in dispute in writing to the Vice President within three months 

of the occurrence.   

b. The Vice President shall assemble an ad hoc review committee to review the dispute and make 

a recommendation to the Vice President, who will render a decision in writing, within 60 days of 

receipt of the initial dispute notification.   

c. The Creator may appeal the decision in writing to the President.  The President’s decision is 

final.   

d. The Vice President must prepare an annual report to be maintained by Office of Planning and 

Institutional Research. 

In cases where the College claims no ownership, questions shall be resolved by the Creators in accordance 
with principles of Intellectual Property law.   
 
Commercialization Options – For Inventions or Works owned by a Creator, the Creator has the following 
options for protection and commercialization. 

a. Commercialization by the Creator - A Creator who wishes to protect or commercialize Inventions 

or Works made in the course of academic research or scholarly study at the College may do so 

at his or her own expense.  Written notice to the Vice President should be submitted.   
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b. Commercialization by the College – If a Creator wishes the College to protect or commercialize 

Inventions or Works owned by a Creator, the College may, in accordance with current policy, 

undertake such effort, but is not required to. 

Protection of Intellectual Property - Applications to register Intellectual Property in the name of the College 
are subject to the College’s current policies and procedures.  No application may be filed in the College’s 
name without prior approval of the Vice President.  
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NAMING OPPORTUNITIES 

Title: Naming Opportunities  Number: 1.12.0617.1 

Approved by the Board of Governors 
Date: June 20, 2017 

Implementation 
Date: June 20, 2017 

History: New 
Revised Approved by the Board of Governors: June 2017  
Scheduled Review Date: June 2020 

Origin: 

RATIONALE 

The H. Lavity Stoutt Community College may honour or memorialise individuals and/or companies for 

extraordinary contributions to the College.  Such contributions may be in the form of major financial gifts, 

significant time and talent devoted to the College by dedicated members of the College community, and /or 

distinguished service on the part of faculty and/or staff members. 

This policy is developed in order to provide clarity, consistency and transparency to the naming of College 
assets – including but not limited to facilities, programmes, scholarships and endowment funds. 

DEFINITIONS: 

College Asset - Refers to physical and non-physical College possessions such as facilities, programmes, 

scholarships, and endowment funds. 

Honorary Naming – Naming in order to honour or memorialise someone who has made an extraordinary 

contribution to the College. 

Philanthropic Naming – Naming in recognition of a major financial gift to the College. 

POLICY 

Contributions made to the College may receive recognition in the form of named physical facilities, 

programmes, scholarships, lecture series or other activities.  The College will consider the following two 

categories of naming opportunities: 

Honorary Naming: The College considers the naming of a college building, part of a building, or other property 

or asset of the College, to be among the highest levels of recognition it can bestow.  Only in rare 

circumstances will College property or other assets be named in order to honour or memorialize someone 

who has made an extraordinary contribution to the institution. 

 

Persons considered by the College for naming honours shall be determined to have been dedicated to the 

purpose, nature and mission of the College, and shall have achieved outstanding distinction, through civic, 

intellectual and / or artistic contributions, to the development of the College, the Territory or the region served 

by the College. 
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Philanthropic Naming: Consideration for naming of a college building, part of a building, classroom or other 

college property or asset may be given in recognition of a major financial gift to the College.  Such 

consideration will be given primarily with respect to major gifts that represent a significant percentage of the 

cost of a facility, part of a building, classroom or other College property or asset. 

Naming recognition for donations will usually occur only after the full donation has been irrevocably delivered.  

The College will, however, consider pledges and irrevocable deferred gift arrangements, with respect to 

naming opportunities.  In the case of pledges and/or irrevocable deferred gifts, the Board of Governors may 

implement an immediate naming of the asset, though may determine that the applicable gift amount should 

be set at an amount which, at the discretion of the College, reflects the delay in receiving the gift. 

Where a gift is contemplated to be made and accompanied by naming opportunities for any of the College’s 

existing facilities, naming recommendations will be made by the Development and Fund-Raising Committee 

of the Board to the full Board of Governors for pre-approval in accordance with the foregoing guidelines. 

Capital Campaigns: At the start of any capital campaign initiated by the College, a plan prepared by the 

Development and Fund-Raising Committee of the Board may outline naming opportunities for new physical 

facilities to be constructed.  All naming opportunities, regardless of the level of the contribution, must be pre- 

approved individually by the Board of Governors in accordance with the pre-approved plan. 

Naming recognition must be consistent with the reputation and compatible with - the mission of the College; 

and will be commensurate with the scale and nature of the honour sought, in all such cases as determined 

by the Board in its discretion. 

Responsibility for Naming: Responsibility for the name of College buildings and other physical and non- 

physical assets must be approved by the Board of Governors. 

Nothing prohibits the College, based on the recommendation of the Chairman of the Board or the President, 

from naming any facility in honour of an individual who has made or will be making substantial non-economic 

contributions to the College. 

Duration of Naming: Unless an agreed time period has been stipulated in the gift agreement, the naming of a 

physical or non-physical property or asset of the College, in recognition of a donor or other individual implies a 

commitment by the College that the asset will be maintained by the College for as long as the continued use 

or occupancy of the property remains, in the discretion of the College, reasonable, prudent and viable. Should 

the College determine that cessation of, or other change in the use or occupancy of such asset is necessary 

and/or unavoidable, the College will try to find an alternative naming opportunity.  If the naming of the asset 

has exceeded 20 years, the College may make a determination that the naming has concluded. 

Name Removal: The College reserves the right to remove the naming rights given to any physical or non- 

physical college property or other asset, should the College determine that there has been an adverse change 

in the reputation of the donor to an extent that such change will negatively affect the College. 
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PROCEDURE 

HONOREE SELECTION: 

(a) Naming rights may be granted in recognition of a major private donation to the College, or in 
recognition of a person who has provided substantial non-economic contributions to the College.  
The person may be currently living or may be deceased.  Naming candidates must exemplify the 
standards, traditions, and values espoused by the College. 

DONATIONS 

(a) The College may grant naming rights for any new and existing buildings, facilities, and other property 
in exchange for an amount not less than 25%??? of the construction cost (for naming new buildings, 
facilities and other property), or of the market value (for naming existing buildings, facilities, and other 
property). 

(b) Endowments, scholarships, and special programmes, and associated costs shall generally be 
established by the Board of Governors. 

(c) Chairs and Lectureships may be named in connection with gifts in an amount that would provide for 
substantial earnings relative to operational costs. 

NAMING REPRESENTATION AND ANNOUNCEMENTS 

(a) Naming recognition will include an appropriate plaque or other marker for dedications and 
acknowledgement.  The College shall endeavor to apply a consistent system governing size and 
style of plaques and markers.  The College may discuss plaque and market design issues with 
potential donors or others who are to be recognized, subject to the overriding requirement for Board 
approval of all naming decisions. 

(b) The right to determine content, timing, location, and frequency of any announcement associated with 
a donation shall rest with the College, but the College may consult with the donor on such matters. 

(c) The College shall determine and provide ongoing care and maintenance of all plaques and markers. 

Privileges of Named Parties: The individual, company or organization that has been named in recognition 
of a significant contribution to the College is granted special courtesies, privileges and access to the College 
in keeping with their valued affiliation with the institution.  Those special courtesies are determined at the time 
of naming by the Board of Governors.  Over time, the College may wish to change the privileges granted in 
the event that new programmes, facilities or services may be added to the College’s offerings. 

• Presentation of certificate or plaque commemorating status 

• Complementary admission to College functions 

• Recognition at College functions 

• Full Library (Learning Resource Centre) and other Special Collections privileges 

• For the life of the contributor, they or a designee may enrol in no more than two College courses 
each semester with tuition/fee waivers based on availability of space 
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NEW PROGRAMME APPROVAL 

Title: New Programme Approval  Number: 1.09.0217.1 

Approved by the Board of Governors 
Date: February 21, 2017 

Implementation 
Date: March 1, 2017 

History: 
Scheduled Review Date: February 2020 

Origin: 

RATIONALE 

Approval of new instructional units and programmes is motivated by (a) a desire to ensure sufficient 
resources to offer high quality programmes or to support a new instructional units, and (b) a need to ensure 
that new programmes are designed to serve a need in the community and the workforce that is worthy of 
significant financial, human and and/or capital investment over an extended period of time. The new 
programme approval policy provides a rational and systematic means of considering the benefits of such 
investments and ensures that decisions are made at the highest level of the College.  The underlying principle 
that informs the new programme approval process is that instructional decisions are best made in a collegial 
fashion, with full and open discussion among all parties that will be affected and that will play a part in ensuring 
the success of the programme.  The final responsibility for new programme approval rests with the College’s 
Board of Governors. 

DEFINITIONS 

Programme: An organized sequence of courses leading to a defined objective, a degree, certificate, diploma, 
license, or transfer to another institution of higher education. 

New Programme Committee: When a formal discussion is initiated concerning a new programme, a New 
Programme Committee will follow appropriate criteria as a means of recommending action to the President’s 
Cabinet.  Membership of the Committee will include the Vice President for Academic and Student Affairs, 
the Director of Planning and Institutional Effectiveness, a member of the Resource Allocation Committee 
identified by the President, the Dean responsible for the proposed programme, the President of the Faculty 
Association and one additional faculty. 

POLICY 

1. The following types of actions related to instructional programmes require approval by the College’s 
Board of Governors: 

(a) Any new degree or certificate programme; 

(b) Any increase in the number of credits required to earn a degree that is above the number that 
approximates those offered by U.S.-based community colleges.1 

(c) Any extension of an approved programme to a higher award level, (e.g., Certificate to Associate 
degree level) 

2. When the Board considers the establishment of a new degree programme, information regarding its 
need, quality, cost and means of assessment is paramount. 

3. A recommendation concerning a proposal for a new degree or certificate programme must have the 
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endorsement of both the Vice President for Academic and Student Affairs and the President before 
it can be considered for approval by the Board. 
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PROCEDURE 

A. Initiating a Discussion on New Programmes 

A proposal for a new programme may be initiated from a variety of external as well as internal sources, such 
as the Ministry for Education and Culture, Board of Governors, a Division or Instructional Department (Dean, 
Faculty or Programme Advisory Committee).  A discussion concerning a new programme may also be 
initiated in college governance forums and at leadership levels such as the President’s Cabinet, Academic 
Council, Office of the President or Vice President of Academic Affairs.  Regardless of where the discussion 
begins, a new programme will need to be approved by the Board before related curriculum development 
work can be undertaken. 

B. Charge to the New Programme Committee 

The New Programme Committee will be charged by the Vice President with: 

1. Electing a Chair from its prescribed membership. 

2. Exercising discretion to expand its membership to include additional persons 

3. Gathering detailed qualitative and quantitative evidence into a written report. 

4. Participating in any public (e.g. industry personnel or workers) meetings and discussions; and 

5. Recommending to the President’s Cabinet one of the two potential outcomes concerning the 
proposed programme. 

C. New Programme Proposal Evaluation Criteria: 

Both qualitative and quantitative evidence from internal as well as external sources will need to be evaluated 
during the discussion concerning a new programme.  The Committee shall gather qualitative evidence to 
assess the programme’s alignment with the mission, values, and goals of the College; and access and equity 
for students.  Qualitative factors to be considered may include, but are not limited to: 

1. The balance of the college’s curriculum; 

2. The improvement of student access to educational opportunities; 

3. The replication of the programme with existing programme offerings; 

1 This ensures that the College meets U.S. federal requirements that must be monitored by the Middle States 
Commission on Higher Education, the agency by which the College is accredited. 

4. The ability of the programme to meet standards of outside agencies and licensing or certifying 
boards; 

5. The College’s goals and strategies as outlined in the most recent Strategic Plan. 

Quantitative evidence may include, but is not limited to: 

1. The projected employment demand for the programme; 

2. Employment trends; 

3. The availability of College resources (facilities, staff, technological support, equipment etc.) 
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4. Estimated start-up and continuing cost of the programme; including the impact of these on the 
budget. 

D. Discussion Guidelines and Fundamental Considerations: Guidelines: 

• Discussion of new programmes should include faculty, staff, administrators and all parties 
potentially affected by the decision.  External parties may include students, the employing business 
/industry and the community.  Internal parties may include technological support and facilities 
personnel 

• Discussions should be conducted by the Committee in open meetings.  The dates, times and 
locations of these meetings should be widely communicated; using all reasonable means of college 
communications; 

• Discussions should reflect both qualitative and quantitative evidence.  Sources of data for all 
evidence should be clear; and should be cited in the report; 

• All Committee discussions and recommendations should be documented. 

E. Fundamental Considerations (Why should the College offer this programme at this time?) 

Needs of the Territory: Will the proposed programme be an optimal use of the territory’s resources in light 
of budget considerations and the contributions of existing programmes?  What are the needs (justifications) 
for the territory to initiate a new curriculum at this time? 

Employer Needs.  Will the programme fill demonstrable employer needs within the territory?  If so, what BVI 
and non-BVI market data indicate current unmet employer demand for graduates or completers of such a 
programme and the designated degree or certificate level?  If not, will the programme fill demonstrable non-
employment needs in the territory? 

Student Needs: Will the programme fill demonstrable student needs in the territory?  If so, what BVI and/or 
non-BVI market data indicate current unmet student demand for such curricula?  If not, why does the College 
anticipate student demand for the programme? 

F. New Programme Proposal (NPR) 

The report of the Committee should be completed in the form of a New Programme Proposal (NPR).  The 
Proposal should summarize the rationale for developing the programme, the need for it; the nature of the 
proposed curriculum, the requirements for graduation; identifies the faculty and other programme resource 
requirements; and the opportunities for graduates.  The format of the proposal should be as follows: 

1. Title Page 

• Title of the proposed degree, 

• The Department, 

• Date the programme is to begin, 

• Any licensure or certification requirements; 

2. Programme Objectives 

• Nature of the programme, its objectives, rationale for it, skills or knowledge that students will 
acquire, and the relationship of the proposed programme to the general field. 
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3. Need for the Programme 

• Description of the need (e.g. intellectual, artistic, cultural, social or economic) need for the 
programme.  Employment opportunities should be clearly delineated.  Evidence of student demand 
and projected enrolments for the first five years of the programme should be specified.  The 
enrolment projection should include estimates of full-time, part-time and total number of students 
anticipated. 

4. Educational Programme 

• Description of the instructional programme, including: 

o Statement of learning outcomes 

o Statement of the measures and strategies that will be used to assess student achievement of 
the learning outcomes 

o Admission requirements 

o Graduation requirements 

o Curriculum outline of a typical course of study 

o Potential for inter-departmental, or inter-institutional cooperation 

o Transferability of course credits; 

o Potential for articulation with other institutions; 

o Typical course sequence, identifying required and elective courses 

o Potential for collaboration with other College units. 

5. Faculty 

• Qualifications of all existing and needed faculty who will teach in the programme. 

6. Library Resources 

• Assessment of the impact of the new programme will have on Library resources.  When new 
resources are needed for collections or services, a statement must be included describing how 
existing resources are to be reallocated to recover the new demands. 

7. Technological Resources 

• Assessment of the impact a new programme will have on technological and computer resources 
within the department and the College. 

8. Additional Documentation 

• Description of additional programme needs (e.g. facilities, equipment) and sources of funding 
available. 

G. Resource Commitments 

In order to move forward with the approval process, there must be clarity concerning responsibility for 
programme costs.  To be approved by the President’s Cabinet and the Board of Governors, all resource 
needs, including the need for programme faculty, facilities, technological support, specialized equipment etc. 
must be identified and fully committed.  Programmes that lack clear commitments concerning the required 
resources will be referred back to the Vice President for Academic Affairs, a process that could delay 
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programme approval.  Memoranda of support acknowledging commitments for new resources should be 
attached to the recommendation by the New Programme Committee. 

H. Recommendations of the New Programme Committee 

There are two possible recommendations that can be made by the New Programme Committee.  A 
programme can be recommended for approval or not.  The recommendation should be based on evidence 
contained in the qualitative and quantitative criteria; and must be documented in writing by the Committee. 

I. Decision-Making Concerning New Programmes 

The Committee’s recommendation concerning a new programme shall be forwarded to the President’s 
Cabinet by the Vice President for Academic Affairs.  The recommendation should include clearly stated 
reasons that support the recommendation that is being made.  The President’s Cabinet will make a decision 
concerning whether or not to accept the recommendation of the Committee. 

In those circumstances in which the recommendation of the Committee is not accepted, the Vice President 
for Academic and Student Affairs shall promptly communicate the reasons for non-acceptance to the 
Committee. 

The final decision concerning a new programme can only be made, through the Academic Affairs Committee 
of the Board, by the Board of Governors; on the recommendation of the Vice President for Academic and 
Student Affairs and the President. 
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PROGRAMME ADVISORY COMMITTEES 

Title: Programme Advisory Committees Number: 1.07.1009.1 

Approved by the Board of Governors 
Date: October 26, 2009 

Implementation 
Date: October 26, 2009 

History: 
Scheduled Review Date: 2012 

Origin: Administration 

RATIONALE 

The H. Lavity Stoutt Community College believes that the community it serves plays a vital role in programme 

development and continued programme relevance and excellence.  The College is committed to providing 

vehicles whereby external stakeholders can have an opportunity to give input in areas of interest and concern. 

POLICY 

Programme advisory committees are appointed by the President of the College to advise on matters related 

to programme offerings and their relevance. The Dean will be responsible for the overall effectiveness of this 

advisory function.  The Dean and Department Head shall be responsible for developing a pool of candidates 

for committee appointments and presenting to the President. 

A programme advisory committee will be appointed to advise on a programme or group of closely related 

programmes.  The Committee’s role can be further defined as follows: 

• To review curricula and advise on their relevance 

• To review and advise on teaching resources 

• To review programme structure and delivery modalities 

• To assist in identifying expected student learning outcomes 

• To gather feedback on the performance of the programme 

• To assist in gathering feedback on the performance of programme graduates 

MEMBERSHIP 

1. Each programme advisory committee will be composed of four to eight external members and at least 
two faculty or other appropriately qualified members of the College community, with the total voting 
membership being an odd number. 

2. The Department Head will serve as an ex-officio voting member and will act as the Committee’s 
secretary.  The Dean will also serve as a non-voting ex-officio member of the Committee. 

3. Members are expected to attend meetings regularly and generally participate in the activities of the 
committee. 

4. Members are expected to exemplify their commitment to the institution and the programme by their 
willingness to positively promote the programmes and facilitate the achievement of its goals where 
possible. 
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APPOINTMENT 

The President will appoint members to the programme advisory committees for a term of three years with a 

possibility of reappointment.  Initially some members will be appointed for two years in order to have a 

staggered replacement schedule which will promote continuity.  The President will make appointments to fill 

mid-term vacancies resulting from revocation of appointment or resignation. 

The President, in consultation with individuals in the relevant field, shall name a chairperson for the committee 

among the external membership of the committee.  The term of office for the chairperson shall be for a period 

of one year. 

All new advisory committee members will receive an orientation to their role on the advisory committee from 

the relevant Dean. 

MEETINGS 

1. The relevant Department Head will function as the committee’s secretary and will facilitate the work of 
the committee by providing logistical support related to the hosting of meetings and any follow-up 
activity.  Minutes will be taken of every committee meeting and forwarded to the relevant Dean.  A 
recording secretary may be utilised. 

2. The chair will call committee meetings and set the agenda in consultation with the secretary.  In the 
event of the absence of the chair, the secretary shall chair committee meetings.  Programme advisory 
committee meetings will take place at least once a semester. 

3. The committee shall use Robert’s Rules of Order to guide the work of the committee meetings. 

RECOMMENDATIONS 

Programme advisory committees shall make formal recommendations in writing to the relevant Dean, who 

shall forward them to the President for distribution to the relevant College bodies.  Any recommendation 

forwarded to the Dean must be endorsed by a majority of the members of the programme advisory 

committee and this endorsement should be recorded in the minutes. 

COMMITTEE EXPENSES 

Expenses related to the hosting of meetings will be borne by the College.  Committee members who incur 

travel costs (airfare, boat or taxi fares) in order to attend meetings shall be reimbursed provided that a 

receipt is presented to the relevant Department Head. 
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PUBLIC INFORMATION 

Title: Public Information Number: 1.08.0314.2 

Approved by the Board of Governors 

Date: March 11, 2014 

Implementation 

Date: March 11 2014 

History: 

Reviewed: October 18th 2022 

Scheduled Review Date: October 2027 

Origin: Operations and Quality 
Assurance 

RATIONALE  

The College is committed to the highest standards of excellence and professionalism as an institution that 
upholds public trust. The College seeks to maintain the highest level of integrity and truthfulness in the 
provision of information to members of the College community and the public, and to engender cooperative 
relations with representatives of the media. As such it undertakes to publish and communicate information 
that is accurate, fair, useful, accessible, and timely.  

The aim is to enable external audiences to develop an accurate impression of the College and thus enable 
them to make informed decisions. 

POLICY  

SCOPE 

This policy covers information published or disseminated in digital or printed form. It also covers instances 
where promotional information is shared verbally with the general public. It does not include letters, 
presentations, teaching and learning material, the outputs of research or scholarly activity or the content of 
creative work. Information shared with the media is covered under the College’s media policy.  Violation of 
this policy will result in disciplinary action 

POLICY STATEMENTS 

Information from the College is disseminated to a diverse range of audiences using a variety of media. Some 
information is shared directly between the College and prospects, students, and requesting agencies, while 
other information is shared with the general public. All content owners across the College are responsible for 
ensuring the accuracy and appropriateness of the communications coming from their respective areas.   The 
Director of Communications, Public Relations, and Marketing is responsible for ensuring that submitted 
information is circulated using the most applicable media format in a timely manner for the duration specified. 
All marketing and communications must align with the mission and values of the College and must not violate 
standards of behavior and conduct outlined in either the Employee Handbook or the Student Handbook, 
including Student Code of Conduct policies.   

In engaging in promotional events or College sponsored or supporting events, employees, students or alumni 
may be required to speak on behalf of the College. Any individual speaking on behalf of the College in such 
capacity should be made aware of the College’s standards of behavior and conduct as well as content 
relevant information. The senior College officer at any such event serves as the key spokesperson and 
controls the communication of information. 

Following is a list of generally shared public digital and print information.    
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Types of public information (indicative, not exhaustive): 

o Institutional planning 

o College catalogues 

o College Website (including course information, academic calendar, student achievement and 
performance indicators) 

o Student Support services  

o Admissions and Registration 

o HLSCC policies 

o Employee recruitment information 

o Marketing and Communications 

o Financial Information 

o Student Handbooks and programme guides 

o Accreditation Information 

o Emergency Information. 

Information on student clubs and events must be vetted by the Director of Student Life prior to submission to 
the Director of Communications, Public Relations, and Marketing. 

Responsibility for the management and approval of public information 

The ultimate responsibility for the accuracy of information lies with the department that authors or produces 
the information and is overseen by the relevant head of department/administrator as follows: 

o Institutional Progress and Emergency Information: President 

o Institutional Planning and Student Achievement and Performance Indicators: Director, Planning and 
Institutional Effectiveness  

o College Catalogues and Programme Guides: Deans 

o Programme and Course Information: Heads of Department 

o Student Support Services: 

o Counselling, Peer Tutoring and Student Handbooks: Director, Student Affairs 

o Orientation, Clubs, Extracurricular Activities: Director, Student Life 

o Learning Resources: Director, Learning Resources Centre 

o Admissions, Promotions to Prospective Students, Registration, Degree Audits and Academic 
Calendar: Registrar and Director of Enrolment Management 

o Marketing and Communications to Alumni/Donors: Director of Advancement 

o Policies and Accreditation: Vice President, Operations 

o Employee Recruitment Information: Human Resources Manager 

o Financial Information: Bursar 
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Approval, Monitoring, and Periodic Review of Information 

The Director of Communications, Public Relations and Marketing is responsible for reviewing and approving 
all information disseminated using one of the College’s media platforms or to external media. The President 
or designee and the Director of Communications, Public Relations and Marketing are authorized to act as 
spokespersons on behalf of the College. 

Each authoring department is responsible for ensuring that information circulated is timely. Notification of 
expired information should be sent to the Director of Communications, Public Relations, and Marketing for 
immediate removal. Each department is responsible for the maintenance of a record of current public 
information and archiving of previous information where required. 

Requested Information 

Requests for information may be made to the College by Government agencies, statutory bodies, accrediting 
agencies, private institutions, and the media. The President is apprised of all external requests for information 
and may require final approval of information to be shared. 

Standardized or regular requests are managed by the relevant department. These include: 

o Accrediting agencies: Vice President, Operations 

o Government (Research & Statistics): Director, Planning and Institutional Effectiveness 

o Government (Financial Information): Bursar. 

Requests for student information is covered under the Student Confidentiality Policy. 

The President determines the management of media requests.  Details regarding interaction with the media 
is covered under the College’s Media policy. 

The Auditor General or Internal Audit Department may at times request information from the College. Failure 
by a College employee, without lawful excuse, to cooperate with or otherwise impede, hinder or resist the 
Auditor General in discharge of duty or the exercise of power conferred on that official, is an offence and is 
liable on summary conviction to a fine not exceeding five thousand dollars. As an act of gross misconduct, a 
College employee, as a public officer, who fails to comply is subject in the first instance to a suspension of 
up to 30 days as well as demotion. In the case of a second time and subsequent misconduct, the employee 
is subject to dismissal. (Audit Act 2003 as amended, Section 21B). If there is internal obstruction to the 
President in preparing a response to the Auditor General, such behavior is also considered gross misconduct, 
and the employee(s) shall also be subject to the disciplinary process, up to and including dismissal.  If the 
President does not take the requisite action to respond to a request for information from the Auditor General, 
the Board of Governors shall enact disciplinary proceedings against the President. 

Website and Online Media 

The Communications, Public Relations and Marketing Department is responsible for the online presence of 
the College.  Therefore, it should ensure that information is accurate, substantiated, and appropriate. 

Any images, video or music must be the copyright of the College or where this is not the case, must only be 
used with permission. 

The team from the Communications, Public Relations and Marketing Department also monitors all platforms 
for potentially offensive material and aims to ensure that any such material is removed as appropriate. Social 
networking sites deemed to belong to the College must be managed appropriately, with processes in place 
to deal with user-created content and behaviors of participants who may not formally be a part of the College.  
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Related Policies: 

Relationship with the Media 

Student Code of Conduct (Personal) 

Student Confidentiality Policy  
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Academic and Student Support Services Policies 
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ACADEMIC CALENDAR 

Title: Academic Calendar Number: 2.05.0709.1 

Approved by the Board of Governors  
Date: July 20, 2009 

Implementation 
Date: July 20, 2009 

History: H. Lavity Stoutt Community Catalogue 
1998-2000 
Revised: February 21, 2017 
Scheduled Review Date: February 2020 

Origin: British Virgin Islands Community College 
Catalogue 1990 

RATIONALE 

The College has approved an academic calendar which includes offering day, evening and weekend classes 

to accommodate varying schedules, and which sets out important dates and events for each semester of the 

academic year. 

POLICY 

The College’s academic year beings August 1 and ends July 31 of the following year. The academic year 

consists of two semesters and a summer term. 

Fall Semester August to December  (17 weeks/45 – 60 contact hours)  
Spring Semester January to May (17 weeks/45 - 60 contact hours)  
Summer Term June to late July  ( 6 weeks/45 – 60 contact hours) 

 

The following schedule is in effect during the Fall and Spring semesters. The schedule for the Summer term 
is abbreviated to suit necessary time constraints. Both semesters start at week 0, and for Fall this is the 
second full week after the August holidays, and for Spring it is the third full week after the New Year’s holiday. 

Week 0 Orientation and Registration 

Week 1 Classes Begin (Monday)  

 Last Day to Add Classes (Friday) 

Week 2  Dissemination of Graduation Letters (Spring semester only) Census Day  

  (10 days after start of classes) 

Week 3 Student Assembly 

Week 4 Last Day for Regular Class Withdrawal (end of 4 weeks) 

 Deadline for Submission of Late Graduation Applications (end of Week) 
(Spring only) 

Weeks 7-8 Mid-Term Grades Due 

Weeks 8-9  Mid-Term Break (Friday closest to St. Ursula’s Day holiday [if the holiday 
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  is on a Monday the Mid-Term is the prior Friday, if the holiday falls on a 

  Friday the mid-term will be the prior Friday]) 

  Spring Break – the week of Commonwealth holiday 

Week 9 Last Day for Late Withdrawal (end of the week) 

Week 10 Advising Week Student Evaluation of Faculty 

Week 11-12 Pre-Registration 

Week 16 Two ‘Study Days’ 

Weeks 16-17 Final Exams 

Week 17 Final Grades Due 

Graduation as determined by Board of Governors (Spring Only) 
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ACADEMIC FORGIVENESS 

Title: Academic Forgiveness Number: 2.09.0710.1 

Approved by the Board of Governors  
Date: July 2010 

Implementation 
Date: July 2010 

History: 
Revised: February 21, 2017 
Scheduled Review Date: February 2020 

Origin: 

RATIONALE 

The College recognises that circumstances may change in the lives of students who have had a history of 
poor academic performance, and therefore extends to those students an opportunity for grade forgiveness 
through the Academic Forgiveness policy. Through this policy, the College seeks to empower and support 
students in the areas of academic responsibility and personal discipline, thus fostering their success in the 
College environment. 

DEFINITION 

Academic Forgiveness: Academic Forgiveness is defined as a policy that removes failing grades from any 
instructional (academic/vocational/occupational/technical) work completed at HLSCC from the calculation of 
a student’s grade point average prior to the time of re-enrolment under Academic Forgiveness status. Once 
a student is accepted for enrolment under this policy, discounted work will not be considered toward 
calculating the grade point average from that date forward, although all prior grades will appear on the official 
transcript. 

POLICY 

The Academic Forgiveness policy allows for the calculation of a student’s grade point average toward 
graduation to be based on work completed after returning to College and any previous qualifying credits. 
Credits may be transferred forward from previous work at HLSCC if they carry at least a 2.0 grade point 
average and qualify as pre-requisites toward programme and graduation requirements. A student not under 
citizenship suspension may only apply for academic forgiveness after two (2) years absence from the 

College. Upon application to the programme, an audit will be conducted of the student’s transcript and a 
course of study will be established. A special advisor will be assigned to the student to monitor progress and 
guide the student’s re-entry into the college environment. 

A student applying for Academic Forgiveness will be admitted on academic probation, and Academic 
Forgiveness will take effect only after successful completion of nine (9) credit hours and the attainment of a 
grade point average of 2.5 or higher. All prior grades will appear on the official transcript. Students who have 
successfully met the requirements of Academic Forgiveness will be eligible for all academic honours for which 
they qualify. 

The academic forgiveness policy is applicable for a total of four courses, or a maximum of 16 credits. If the 
student repeats the same course more than once, only the original grade can be excluded from the calculation 
of the overall GPA. Only courses with grades of “D” or “F” can be forgiven. Transfer grades are not used in 
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the calculation of the student’s GPA. 

Once Academic Forgiveness has been invoked, and a course grade declared forgiven, that decision is 
irrevocable. The assigned advisor should be consulted in all cases where academic forgiveness is being 
contemplated and/or requested. The student is responsible for notifying the Registrar’s office of his/her 
application to invoke the forgiveness policy.  The notation of “Academic Forgiveness” will be recorded on  the 
student’s transcript in cases where Academic Forgiveness was invoked. 
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PROCEDURE 

Students may apply for Academic Forgiveness by contacting the Registrar’s Office and completing the 
requisite documentation. The application should contain a narrative explaining the extenuating circumstances 
or life changes that would contribute to continued academic success. 

To be eligible for Academic Forgiveness, the following criteria must be met: 

• Students should not have been enrolled in coursework at HLSCC for a minimum of (2) two years; 

• Students should not be under citizenship suspension status; 

• Students should have a prior cumulative grade point average below 2.0; 

• Students must earn a grade point average of 2.5 or higher for the initial nine (9) credit hours after 
readmission to the College; 

• After successful completion of the first nine credits and attainment of a 2.5 grade point average; 
students must maintain a cumulative grade point average of 2.0 or higher for the duration of the 
programme or the student will be placed on academic probation; 

• Students may be granted Academic Forgiveness only once. 

An audit of the student’s previous transcript will be conducted by the Registrar and relevant Academic Dean 
to determine previous credits that may apply to the student’s intended programme, and to set guidelines for 
the student’s schedule. An advisor will be assigned to aid the student with registration and provide ongoing 
support throughout the programme. The advisor will not only act in an academic capacity but work with the 
Director of the Student Success Centre to provide other necessary resources such as tutoring assistance, 
counselling, study groups, or other support. 

ACADEMIC FORGIVENESS STATUS 

Upon successful completion of the aforementioned requirements, the student must sign the Application for 

Academic Forgiveness to acknowledge which credits and grades have been transferred forward and which 

credits and grades have been excluded from the grade point average calculation. If the criteria are not met, 

the student will remain on academic probation. 
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ACADEMIC FREEDOM 

Title: Academic Freedom Number: 2.10.0710.1 

Approved by the Board of Governors 
Date: July 5, 2010 

Implementation 
Date: July 5, 2010 

History: Approved July 5, 2010 
Revised and Approved by the Board of 
Governors: July 11, 2017 
Scheduled Review Date: July 2020 

Origin: 

RATIONALE 

In the proper exercise of the right of Academic Freedom, the College administration undertakes to support 
individuals in the pursuit of effective teaching as defined by their contractual obligations. In recognition of the 
fact that freedoms are not absolute but imply commensurate responsibility, the College holds that academic 
freedom must be balanced with proper academic responsibility. 

DEFINITION 

Academic freedom - the belief that the freedom of inquiry and expression in an academic environment is the 
right of responsible and self-disciplined faculty and scholars. 

POLICY 

Faculty and staff are entitled to freedom to pursue classroom activities and study germane to their interests 
and academic appointments. Such freedom is guided by their contractual obligations, and subject to the 
performance requirements of their total responsibilities in the classroom, their department, and the College, 
as agreed between them and the College administration. The following policy statements outlines the nature 
of such freedom: 

1. Faculty members have an obligation to fulfill their teaching responsibilities. The primary responsibility 
of faculty members to their subject is to seek and to state the truth as they see it. To this end, faculty 
members devote their energies to developing and improving their scholarly competence. As a member 
of this College, faculty members seek above all to be effective teachers, student advisors and 
scholars. Although faculty may follow subsidiary interests, these interests must not seriously hamper 
or compromise their teaching responsibilities and scholarly pursuits. 

2. The College is not responsible for the actions or statements of faculty and staff when acting in a 
private capacity. Faculty should exercise the restraint and self-discipline that the academy, if not the 
society, expects from persons in the profession, and in their private capacity, should make every 
reasonable effort to indicate that they speak as individuals and not for the College. 

3. As members of a learned profession, faculty and staff members should recognise that the public 
would, to some degree, judge their profession by their utterances. Therefore, they should be accurate, 
respectful of the opinions of others, including their students; and should exercise appropriate restraint. 

4. Faculty are entitled to freedom in the classroom in discussing the courses they have agreed to teach. 
In so doing, they undertake to demonstrate to their students and colleagues, a positive endorsement 
of the aims of the College, and concern for the value and intellectual needs of the students they are 
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privileged to instruct. 

5. Those who cannot support the vision, mission, philosophy, objectives, policies, and values of the 
College should refuse to accept or renew their appointments. Should those who are employed find 
themselves in significant disagreement with these foundations of the College choose to speak, write 
or otherwise publicly oppose the College, they may be subject to disciplinary action which may not 
exclude termination of employment. 

6. To remove faculty and staff members who are hostile toward the basic principles of the College is not 
so much an infringement of their freedom as it is a protection of the integrity of the institution. 
Academic Freedom cannot protect faculty members if they break the Law. Academic Freedom does 
not protect faculty members from sanctions for professional misconduct. Those sanctions require clear 
proof established through due process. The Board of Governors will be responsible for the final 
determination regarding such infractions. 
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PROCEDURES 

Faculty who feel that their right to academic freedom has been hindered or violated, may seek to address 
their concerns by following the procedures outlined in the College’s Employee Grievance Policy. 
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ACADEMIC PROGRESS 

RATIONALE 

Students attending H. Lavity Stoutt Community College (HLSCC) are expected to perform at a satisfactory 
level and progress through the chosen programme of study at a rate that will enable them to complete the 
programme in a specified maximum time. HLSCC believes that students have a right to know in advance of 
programme commitment what constitutes satisfactory progress in a programme.  The College has set the 
maximum completion time for associate degrees and certificates of achievement at six years, and to this end 
will provide support to students identified as being at risk of exclusion.  

The Academic Progress Policy sets out the requirements and procedures for satisfactory academic progress, 
academic warning, academic probation and academic suspension.  It also details appropriate action for 
students who do not complete the programme of study in the maximum allowed time. 

DEFINITIONS 

Academic Progress – a student’s progress towards successful completion of the academic requirements of 
a programme of study in which he/she is enrolled. 

Academic Warning – The status of a student whose cumulative GPA falls below 2.0 after attempting at least 
nine credit hours. 

Academic Probation- The status of a student who fails to achieve a cumulative GPA of at least 2.0 at the end 
of a semester on Academic Warning. 

Academic Suspension- The status of a student on academic probation who is not making progress toward 
good standing and remains below a cumulative GPA 2.0 and who has been asked to ‘stop out’ for a specified 
period.    

Conditions on Enrolment – this involves the College placing conditions on a student’s enrolment.   

Maximum Period of Study/Limitation of Programme - All associate degree programmes must be completed 
within six years of the start date to ensure validity of credits for graduation.  Students who exceed this time 
limit would be required to take or challenge the required courses in order to qualify for graduation. 

Student Academic Review Committee - This committee shall comprise of the respective Dean, the Director 
of Student Affairs, Registrar, and two faculty members to review reports of referred students.  

POLICY 

This policy applies to all credit bearing programmes of study and to all students participating in these 

Title: Academic Progress Number: 2.11.0710.1 

Approved by the Board of Governors  
Date: July 2010 
Revised Date: July 2021 

Implementation  
Date: July 2010 

History:  Name Changed from Academic 
Warning, Academic Probation and Academic 
Suspension Policy 
Scheduled Review Date: July 2025 

Origin: 
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programmes regardless of mode of study. All students have their academic progress monitored.  When 
students fail to achieve a 2.0 Grade Point Average for a semester, a deeper review is undertaken, and subject 
to the provisions of this policy, action is initiated according to the parameters detailed below.  Students may 
have conditions placed on their enrolment, and these students must meet with a designated student advisor 
who helps to plan a course of study.  This also gives students who are having difficulty the opportunity to be 
involved in identifying problems restricting their achievement.   

Requirements for Satisfactory Academic Progress 

Student academic progress will be evaluated by examining performance in each session of study (semester 
GPA) and programme progression, specifically completion of key subjects.  Satisfactory academic progress 
involves good academic standing and completion of key subjects in a timely manner.  A student is deemed 
to be in good standing if a cumulative Grade Point Average (GPA) of 2.0 or higher is maintained throughout 
the student’s academic career.  Student completion of key subjects is monitored by the advisors to ensure 
that students are on track to progress through the programme at the expected rate given their educational 
goals.  This is done initially by the advisor, who makes recommendations to the Dean.    

When a student fails to meet the minimum requirements for good academic standing, he or she will be subject 
to progressive academic disciplinary action which includes the following:  academic warning, academic 
probation and academic suspension. 

ACADEMIC WARNING 

A student whose cumulative GPA falls below 2.0 after attempting at least nine credit hours will be on 
academic warning status with the College.  A student can be placed on Academic Warning only once during 
their matriculation at HLSCC.  Academic Warning shall not become part of the official transcript.  A student 
will be removed from this warning status and returned to good standing if a cumulative GPA of 2.0 or higher 
is achieved at the end of the subsequent semester.  Once a student’s GPA falls below a 2.0 for the first time, 
they would receive notification from the Dean’s office indicating Academic Warning status. 

ACADEMIC PROBATION 

A student who fails to achieve a cumulative GPA of at least 2.0 at the end of a semester on Academic Warning 
will be placed on academic probation for any subsequent semester of attendance that the GPA remains 
below 2.0.  Academic Probation is noted on the student’s transcript.   

A student is removed from academic probation and is in good standing the semester a cumulative GPA of 
2.0 or higher is achieved.   

During any semester that a student is on Academic Probation, the following will pertain to assist the student 
in making progress towards good standing by achieving a semester GPA of 2.0 or higher for each semester 
on academic probation:    

• The student will be placed on a mandatory academic improvement plan designed by the Student 
Success Centre which may involve attending at least three academic counseling sessions, 
developing an academic success plan, and participation in Student Success 101 (on online Moodle 
seminar) and other methods as proscribed by the academic/student affairs team.  

• Conditions will be placed on student enrolment, which can include any combination of the following: 

o Limiting the number of credits that the student can take in the next enrolment period to 
increase the likelihood of success – minimum of 3 credit hours but no more than 6-7 credit 
hours or two courses in each fall or spring semester; 
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o  Requiring the student to pass certain courses before taking other courses; 

o Specifying which course(s) the student can take; 

• Achieve a semester GPA of 2.0 or higher for each semester on Academic Probation 

While on academic probation, a student may pre-register for the first semester following the academic 
warning status but is prohibited from pre-registering for any other semester. For subsequent probation status 
semesters, a semester GPA of 2.0 or higher must be verified prior to registration.  If a student fails to achieve 
a semester GPA of 2.0, the student may be placed on Academic Suspension.   

ACADEMIC SUSPENSION 

A student on Academic Probation who is not making progress toward good standing and remains below a 
cumulative GPA of 2.0 may be placed on Academic Suspension.  For this review, students on probation for 
more than 2 semesters who pass fewer than 50% of the prescribed courses of study will be recommended 
to the Student Review Committee for review for suspension.  Suspension, where the student is prevented 
from registering, may be for a single semester or one calendar year subject to the recommendation of the 
Student Academic Review Committee, which reviews the academic progress of students on academic 
probation.  In a situation however, where a student is making steady progress towards good academic 
standing but does not achieve the required 2.0 semester GPA, this student can be placed on an additional 
semester of academic probation based on a recommendation of the Student Review Committee. The student 
will be notified in writing by the respective Dean. A student who is placed on Academic Suspension will be 
subject to the following actions: 

• Suspension may be for a single semester or for a full academic year and may or may not include 
summer term.  

• Academic Suspension will be stated on the student’s official transcript.  

• After the suspension period has elapsed and the student is eligible for readmission, the student 

o Must apply for readmission 

o Must receive written approval from the Student Academic Review Committee via the relevant 
Dean 

o Will be readmitted on Academic Probation 

• Once readmitted, all academic probation rules outlined previously apply.   

• A second suspension will be for a minimum period of one academic year.  

• A student can appeal a suspension no more than two times at HLSCC. 

Students who are absent from College for more than two years are subject to the requirements outlined in 
the Admissions Policy.   
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PROCEDURES: 

REVIEW PROCESS 

At the end of each semester, the Registrar will review academic reports, a week before registration 
commences, for students who fall below the required 2.0 GPA, separating those on Academic Warning and 
Academic Probation.  This information is shared with the Deans and representatives from Student Affairs. 
Both categories of students receive letters from the respective Dean outlining their academic standing and 
the required course of action.  Prior to the distribution of letters, meetings are held by the Dean with students 
on academic warning, and with representatives from Student Affairs for those on academic probation. 
Advisors will continue to advise these students using guidelines provided by the Dean and Student Affairs.    

ACADEMIC PROBATION 

Students on academic probation will be placed on a mandatory improvement plan and will have to attend 
specified seminars/workshops.  Both the plan and attendance will be monitored. If students do not comply 
with the plan, they will not be allowed to register for courses in the subsequent semester.   

ACADEMIC SUSPENSION APPEALS PROCEDURE 

If a student is notified of Academic Suspension, the student may appeal the decision based on the following:  

i) the cumulative GPA was so low that it was mathematically impossible to meet the required 
standard, but there was significant progress; 

ii) documented extreme circumstances of personal or family issues during the semester.  

How to submit an appeal: 

• Appeal must be made in writing and addressed to the respective Dean. 

• Written appeal must contain a clear statement about the extreme circumstances that warrant an 
exception. Student should submit documented evidence of the situation.  

• References from the academic advisors and Lecturers of the most recent classes should be 
submitted. These references should address the student’s attendance, attitude, course performance, 
and may provide information on extenuating circumstances if he or she is aware of such.    

• Appeal must be submitted by the deadline indicated in the suspension letter. 

After the appeal is submitted: 

• The respective Dean will acknowledge receipt of the appeal. 

• The respective Dean will also contact the student directly about the situation.  

• The respective Dean will decide in consultation with the Student Academic Review Committee. 

• A verbal response from the respective Dean will be accompanied by a formal written notification 
within 5 business days.  

• A student’s re-enrollment in classes will be granted after an appeal is finalized and communicated. 

• The respective Dean will officially notify Student Academic Review Committee of the outcome of the 
appeal.  
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• A copy of the decision notification will be placed in the student’s file in the Registrar’s Office. 

• If an appeal is successful, the student’s end-of-term academic standing will be changed from 
academic suspension to extended academic probation for one semester.  

• The student will be expected to raise their GPA to the required level during that term or be 
suspended. 
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ACTIONS TO SUPPORT STUDENTS MAKING UNSATISFACTORY PROGRESS 

Trigger for Action Actions to Support Students Making Unsatisfactory Academic Progress 
Appealable 
/Reviewable 
Action 

1. A student in failing at least 50% 
of enrolled courses based on 
mid-term grades 

The Advisor will notify Student Affairs who will execute an Early Alert Programme and 
will 

• Interview the student  

• Assist with intervention strategies to improve the student’s performance   

 

2. A student has failed a key 
subject for the first time 

The Advisor will notify the student that he/she is at risk of making unsatisfactory 
progress and 

o Will identify the support services that are available 

o Will assist the student to prepare a plan if so desired to address any factors 
affecting their academic performance 

The Student Success Coordinator will: 

o Develop a plan to address the factors affecting the student’s performance and 
notify the advisor about said plan  

 

3. A student’s GPA falls below 2.0 
(Academic Warning) 

The Advisor will notify the student that he/she is at risk of making unsatisfactory 
progress and 

o Will identify the support services that are available 

o Will assist the student to prepare a plan if so desired to address any factors 
affecting their academic performance 

o Will invite the student to a meeting to review academic standing. 
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Trigger for Action Actions to Support Students Making Unsatisfactory Academic Progress 
Appealable 
/Reviewable 
Action 

4. A student is unlikely to complete 
the programme of study within 
the maximum period of study. 

The Dean will notify the student that he/she is at risk of making unsatisfactory progress 
and will offer to assist the student to plan the remainder of the programme in 
collaboration with Student Affairs.  

 

5. A student’s GPA remains below 
2.0 for 2 or more semesters 
(Academic Probation) 

The Dean will notify the student that he/she has made unsatisfactory progress, will 
recommend appropriate support services and may put conditions on the student’s 
enrolment in the next academic period, such as but not limited to: 

o Requiring the student to pass certain courses 

o Limiting the number of credits that the student can take in the next study period 
to increase their likelihood of success 

o Specifying which courses, the student can take  

o Require the development of an academic improvement plan. 

 

6. A student has failed a key 
subject for a second time 

The Dean will notify the student that he/she has made unsatisfactory progress, and will: 

o Recommend the student to the Student Success Centre to develop a plan to 
address the factors affecting their performance if this has not already been 
done, and/or 

o Put a condition on the student’s registration, such as: 

• Specifying that they must take the failed key subject in the next 
semester and pass it; 

• Limiting the number of credits that the student can take in the next 
semester, to increase their likelihood of success 

• Specifying which course(s) the student can take. 
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Trigger for Action Actions to Support Students Making Unsatisfactory Academic Progress 
Appealable 
/Reviewable 
Action 

7. The student: 

a. Continues to make 
unsatisfactory academic 
progress and/or 

b. Has not met the conditions 
that were placed on their 
enrolment during a previous 
semester and/or 

The Student Academic Review Committee via the Dean notifies the student that he/she 
has continued to make unsatisfactory progress or has not met the conditions placed on 
his/her enrolment during a previous semester, with a recommendation for suspension. 

 



 

SUPPORTING DOCUMENTS 

 

 
 

CHARGE: Student Academic Review Committee – HLSCC 
 
The Student Academic Review Committee is charged with the periodic review of referred students whose 
academic progress may warrant academic suspension. A student in good academic standing with the 
institution has achieved a Cumulative Grade Point Average (GPA) of 2.0 or higher.  If a student is found not to 
be in good academic standing, he/she is referred to the Student Academic Review Committee. This 
Committee makes a recommendation regarding Academic Suspension. The Committee also reviews 
suspension appeals.  
 
Type of Committee 
This is an ad hoc committee. 
 
Members 
The Student Academic Review Committee shall be comprised of the subject area Dean, the Director of 
Student Affairs, the Registrar, and two faculty members.  One faculty member will be selected from the 
student’s programme area and one from another discipline. 
 
Suspension Process 
By the beginning of each semester, the Committee shall meet to review reports of referred students. 
Important areas of input from the Committee should include: 

1. Review of academic records of students;  

2. Identification of repeated courses or other factors that could have lowered the GPA; 

3. Identification of students who are recommended for suspension. 

Dean is to notify students of the recommendation for suspension within 5 business days of the meeting.  
 
Appeal Process  
Once the Dean notifies the Student Academic Review Committee of an appeal, there are important steps to 
follow.    

1. The Committee will review a student's appeal for suspension and make a majority rule decision.  

2. If an appeal is successful, the student will be placed on an extended academic probation for one 
semester.  

3. The student will be notified orally and in writing by the respective Dean. 

4. If by the end of an extended academic probation the semester GPA remains below a 2.0, the student 
will be suspended.  



 

Reporting Process 

1. The Student Academic Review Committee reports to the Deans.  

2. Minutes of each meeting shall be filed with the Deans.  

Responsibilities 
The Dean is responsible for scheduling the meetings with the Committee, reviewing all recommendations for 
consistency with stated College academic policies and practices. Recommendations are also to be shared 
with the respective academic Head of Department and the Vice President. 
  



 

ACCEPTANCE OF CREDITS 

Title: Acceptance of Credits from Other 
Institutions 

Number: 2.12.0710.1 

Approved by the Board of Governors  
Date: July 5, 2010 
Revised Date: February 21, 2017 

Implementation  
Date: July 2010 

History: 
Scheduled Review Date: February 2022 

Origin: 

RATIONALE 

The College recognises work completed at other educational institutions and accepts the transfer of credit(s) 

toward completion of a certificate or degree at the College. 

POLICY 

Students who have completed college level course work at accredited or recognised postsecondary institutions 

may be eligible to receive credit(s) toward a certificate or degree from the College. Students who wish a transfer 

credit evaluation must apply for admission to the College and request that an official copy of their previous 

academic transcripts be sent to the Office of the Registrar. The Registrar, in coordination with the appropriate 

Dean, will review transcripts and course outlines/syllabi in order to determine course equivalencies, and 

compare measured outcomes with those in the College’s curriculum. Students must receive a minimum grade 

point of 2.0 on a 4.0 scale or a C in an A to F scale to receive credit for courses to be transferred. 

CRITERIA FOR DETERMINING TRANSFER OF CREDITS FROM OTHER INSTITUTIONS 

Guiding the transfer of credits from other institutions to HLSCC are the following criteria: 

• The course(s) to be transferred has/have roughly the equivalent amount of contact hours as a 
comparable course at HLSCC; 

• The course(s) content and quality is comparable to a course at HLSCC (to at least 80%); 

• Applicability of the course(s) to the fulfilment of degree requirements of the student’s major as required 
by HLSCC; 

• A minimum grade of “C or 2.0 GPA” from accredited or recognised institutions, and institutions with 
which the College has Articulation Agreements; 

• The course syllabus indicates that the student assessments (tests, quizzes, assignments etc.) are 
comparable to those of the course at HLSCC for which credit will be awarded; No more than 50% of 
credits required by HLSCC for completion of a given programme can be transferred; 

• Credits assigned to high school, and/or developmental or remedial courses cannot be transferred; 

• Credits obtained at other institutions will not be eligible for transfer after seven (7) years have elapsed.  



 

PROCEDURE 

The procedure for granting credit for previous course work comprises the following steps: 

1. Submit to the Registrar: 

(a) a completed application to the College (if new student), and 

(b) an official transcript from the college or institution previously attended.  

(c) Credit Evaluation Request form 

2. The Registrar and appropriate Dean (when necessary), will review documentation regarding previous 
course work. 

3. Course content and learning outcomes will be compared with current College curriculum, and a 
determination is made by the Registrar based on course equivalences. 

  



 

ACQUISITION & COLLECTION DEVELOPMENT – LEARNING RESOURCE CENTRE 

Title: Acquisition & Collection Development – 
Learning Resource Centre 

Number: 2.07.0510.1 

Approved by the Board of Governors 
Date: May 2010 

Implementation 
Date:  May 2010 

History: 
Scheduled Review Date: May 2013 

Origin: 

RATIONALE 

The College believes that the Learning Resource Centre’s collections should include quality information in 

support of the educational goals and standards of the College. The policy outlines the criteria used in the 

continuous acquisition and development of a well-organized collection of books, periodicals, audiovisual and 

electronic materials that meet the learning, informational and research needs of the College community. 

POLICY 

The selection and purchase of materials for the Learning Resource Centre is seen by the College as a 

collaborative process. The Centre’s professional staff and College faculty work jointly to identify acquisitions to 

the collections on a timely basis. Faculty are required to make recommendations to the Director of the Centre, 

via their respective Head of Department, as it pertains to the acquisition of required texts appropriate to their 

disciplines and specialties. Librarians will recommend new titles received from catalogues and selections based 

on curricular requirements for each programme area. 

Although it is an on-going initiative between faculty and librarians to work collaboratively, collection development 

is ultimately the responsibility of the Director of the Learning Resource Centre. The Director works within the 

confines of the library’s budget to maintain a balanced collection, while recognising the needs of the various 

constituencies of the College. 

ACQUISITION CONSIDERATIONS 

The following are the primary considerations used in the selection of materials: 

• Faculty recommendation on subject-related text 

• Current , timely and updated information 

• Relevance to curriculum 

• Research needs of the academic community 

• General needs of the College community 

• Quality, accuracy and authoritativeness in subject areas 

• Availability of funds and budget allocations for purchase of materials  



 

The following are the secondary consideration in acquisitions: 

• Demand for multiple copies 

• Physical features of publications, hardcover or paperbacks 

• Print or electronic resources 

• Physical location of the collection 

ACQUISITION OF ELECTRONIC RESOURCES 

The Learning Resource Centre continuously assesses and reviews the relevance and quality of its electronic 
subscriptions. The library currently utilises the following three electronic databases: EBSCOHost, Alexandria 
Researcher, Credo Reference, CDISIS for Windows. Over time, the Library may add to or drop subscription to 
these databases, based on the curricular and research needs of its constituency. 
 
Electronic resources are selected based on information/research needs and relevancy. The following are the 
major factors that determine selection: 

• Available, credible full-text articles, abstracts, bibliographies 

• Subscription from reputable (authoritative) sources 

• License agreement conditions 

• Compatible and research needs and curriculum 

• General research needs of the intended audience 

• Content layout that is user friendly, easy to navigate 

• Technical support and vendor support available when needed 

• Train the trainer initiatives 

• Access and network compatibility 

ACQUISITION OF COLLEGE-GENERATED DOCUMENTS 

Historical and working College documents, i.e. catalogues, annual reports, handbooks, performing arts 
programmes, presentation papers, and other material generated by the College in the pursuit of its mission shall 
be regularly collected for reference and archives. It is the responsibility of Department Heads to submit material 
to the Learning Resource Centre on a timely basis, and senior library staff annually issues a call for such 
material from faculty and staff. Additionally, it is a requirement of employee sabbatical or study leave that a 
copy of documents created during such leave be placed in the Learning Resource Centre. 

WEEDING 

General weeding policy specifies that before being discarded, each item is reviewed by the appropriate staff 
members based on professional judgement and knowledge of the collection and curriculum. Librarians may at 
times consult with faculty members for their recommendations. The following criteria are considered when 
weeding the collection: 

• Superseded editions not containing unique information, data, or providing a historical reference not 
available in the most current edition 



 

• Titles unused within a reasonable time period based on subject and scope of the work except for items 
considered classics or standard editions 

• Duplicate titles unless a proven demand exists for multiple copies 

• Materials which do not support the current College curriculum 

• Items in poor condition that are beyond reasonable preservation efforts 

Weeding of the Internet and database resources is ongoing. Subscriptions will be dropped if any of the following 
occur: 

• A link is no longer available or maintained 

• Currency or reliability of the resource’s information has lost value 

• Another source offers more comprehensive coverage 

Specific weeding criteria and schedule are enumerated in Weeding Procedure. 

INTELLECTUAL FREEDOM AND CENSORSHIP 

The College believes that the principles of intellectual freedom and absence of censorship are essential to the 

development of the collection of the Learning Resource Centre. Collections thus endeavour to support the 

stated precepts of the College to involve students in the richness and diversity of ideas and to develop student’s 

ability to think critically and integrate knowledge. The Centre’s librarians strive to cooperate with all 

constituencies in providing materials representing all points of view concerned, and no materials shall be 

removed because of doctrinal disapproval. 

GIFTS AND DONATIONS 

Further to developing the collection, the Centre accepts gifts and donations that are highly relevant to the 

institution’s needs. The Learning Resource Centre requires that donations of books, documents, audio visual 

and other material be consistent with the College’s curriculum for purposes of teaching, learning and research, 

and fall within the scope of collection development criteria. Conditions of acceptance are outlined in the Learning 

Resource Centre Donations and Gifts Policy. 
 

 

  



 

PROCEDURE 

COLLECTION ACQUISITION 

Decisions to acquire new publications are made on the basis of faculty recommendation and staff judgement, 

expertise and knowledge of material already in the collection. 

Senior librarians will be tasked with placing and following-up on orders. The procedure for acquisition is as 

below: 

1. Eight weeks before the beginning of each Semester, senior library staff contacts full-time and adjunct 
faculty for their request for the coming semester. 

2. Faculty recommendations are made by the faculty, with authorisation of the Department Head, listing 
suggested reference and circulating material in order of importance with a brief description tying the 
material to specific curricular needs and programme goals. 

3. A list of materials that are considered necessary to meet each semester’s curricular needs is compiled 
by senior staff and reviewed. This list includes the acquisition of two copies of textbooks if they are not 
currently part of the collection. 

4. Senior librarians are tasked with placing and following-up on orders. Books, audio visual materials and 
other resources will be ordered from catalogues, bookstores, publishers and reputable sites. 

5. When orders are received, all are affixed with accession numbers for the purpose of the collection’s 
inventory process. 

6. After consideration of faculty-generated suggestions, senior librarians, in consultation with the Director of 
the Learning Resource Centre shall review the budget and address the needs for updating and balancing 
the collection. Additional orders will be placed as above, and material accessioned upon receipt. 

7. Senior librarians issue a call for College-generated material from faculty and staff on an annual basis. All 
such material is accessioned and placed in the reference and/or archives collections. 

8. In order to accommodate new titles, the collection will be weeded in accordance with the outlined weeding 
policy. 

WEEDING 

Weeding is an essential element in collection development. Weeding of the Learning Resource Centre’s 

collection is done by subject area on the following schedule: 

Materials weeded every 3 years: 
Medicine  
Technology  
Psychology  
Geography  
Computer Science 
 

Materials weeded every 5 years: 
General Works Philosophy 
Religion History 
Economics Social Science 
Sociology Political Science 
Law Education 



 

Music Art 
Foreign Languages and Literature Science 
Mathematics Astronomy, Physics, Chemistry 
Biological Sciences Agriculture 
 
The Reference Collection – most of the criteria for removal remain the same as for circulating collections, with 

the possible exceptions of use and currency. Some sources are considered reference “classics” and may be 

valuable for many years. Others (especially scientific, medical and technological works) may be quickly 

outdated. Many reference works are issued in revised editions, and previous editions can usually be removed. 

An exception is any new edition that supplements rather than replaces an older edition. 

Audiovisual Materials – Non-print media should be weeded on a regular schedule like print materials, although 

it can be harder to judge content and quality without viewing the material. Other issues considered when 

evaluating non-print materials include format and condition. If the format is not still available and the materials 

are irreplaceable, they will be transferred to current formats. All material will be examined for missing pieces, 

poor sound or visual quality, scratches or chips on surfaces. Video cassettes shall be examined for wear after 

100-150 circulations and will be replaced 200-250 showings. 

British Virgin Islands Materials and West Indies Materials – These materials will be weeded lightly, and as much 

retained as possible. Old editions may be replaced by new editions or updated information, but the reference 

source should remain. Local history, materials by local authors or with local settings, memoirs, directories and 

oral histories shall not be weeded. 

  



 

ADMISSION STANDARDS AND PARTICIPATION IN INSTITUTIONAL OFFERINGS – ASSOCIATE 
DEGREE PROGRAMME 

Title: Admission Standards and Participation in 
Institutional Offerings – Associate Degree 
Programme 

Number: 2.06.0709.2 

Approved by the Board of Governors 
Date: July 25, 2009 

Implementation 
Date: July 25, 2009 

History: 
Reviewed: February 2017 
Scheduled Review Date: May 2019 

Origin: Registry 

RATIONALE 

The administration and faculty of the H. Lavity Stoutt Community College (HLSCC) wish to ensure that all 

residents of the British Virgin Islands have access to avenues which assist in academic and career success 

through the provision of varying opportunities. The College has established standards of admission which 

ensure that individuals with the capability to benefit are able to earn an Associate Degree and transfer to a four-

year school or to earn an Associate Degree in a field that prepares them for immediate employment or 

advancement upon completion of course requirements. This open-door policy grants admission to first-time 

college students, transfer students, audit students, international students, and students seeking re- admission. 

HLSCC does not discriminate on the basis of race, religion, nationality or disability. Students with disabilities 

are required, however, to provide any support required to pursue their educational goals. 

POLICY 

ADDITIONAL REQUIREMENTS – ASSOCIATE DEGREE: 

• Completed relevant application form; 

• Current Government/Legal documentation; such as passport, naturalization certificate/card, belongers 
card, which should identify residency status, and time of arrival in the British Virgin Islands; 

• An official copy of the high school/college certificate in English, and where applicable, transcript and/or 
five CXC subjects including English and Mathematics; 

• Requisite application fee; and 

• Recent medical records (due within first two months of attendance at the College). 

INTERNATIONAL APPLICANTS 

Will also have to submit a signed statement verifying adequate financial support to the College and may be 
required to submit TOEFL scores. A demonstration of proficiency in English may also be required. 

 



 

MATRICULATION 

In order to be “officially” admitted to the College to pursue a degree or certificate programme, an applicant must 
meet the stated standards, and will receive a letter of acceptance that indicates the standards have been met. 
The College reserves the right to deny a student admission to its programmes and services. 

PROVISIONAL ACCEPTANCE 

Applicants for admission to programmes requiring a high school diploma or equivalent are to produce the 
documentation before the beginning of the semester for which entry is desired. Applicants who are at least 
sixteen (16) years old and do not have or cannot produce the requisite documentation may be granted 
provisional acceptance. These applicants will be required to take the placement test and will have to complete 
all pre-college courses prior to participation in College level courses. Under provisional acceptance, an applicant 
will be required to take and successfully complete twelve (12) credit hours in General Education and achieve a 
minimum GPA of 2.0, after which an additional review will occur to determine if the student should be 
matriculated into the College and specified programme. 

REQUIREMENT DETAILS 

To participate in these programmes, applicants should have earned a high school diploma or equivalent or 
qualified through provisional acceptance. HLSCC will assess an applicant based on the educational 
documentation submitted and/or performance of placement tests. Completion pre-college courses may be 
required, and applicants will be advised accordingly. 
 

Transfer Applicants: A transfer applicant is an individual pursuing a degree at HLSCC who has earned credits 
at another institution and wishes to apply these credits toward a HLSCC certificate or degree. In addition to 
submitting all other application materials, a student desiring to receive transfer credit must have an official 
transcript sent to HLSCC by the institution which granted the credit, and a course outline/syllabus. Transfer 
students must have a minimum cumulative grade point average of 2.0 on a 4.0 scale. Courses with a grade lower 
than a ‘C’ will not be considered for transfer. Credit transfer determination is made by the Deans and Registrar. 
A student must successfully complete a minimum of 50% of required courses for the chosen programme at 
HLSCC in order to receive a degree from the College. Students will be notified in writing of decisions pertaining 
to transfer of credits. 
 
Re-admitted Students: Any student who has not taken classes at HLSCC for two or more consecutive 
semesters (excluding the Summer Term) and is in good standing with the institution may resume their studies by 
submitting a letter requesting to return to the College to resume studies, as well as current government/legal 
documentation. The letter should indicate term of interest and programme of study. If a student has been out 
for more than four (4) consecutive semesters the College’s application form will have to be completed. A re-
admission fee will be charged, and all students will be notified in writing of their status. 
 
Students seeking re-admission who have attended other colleges or universities since their most recent 
enrollment at HLSCC and are desirous of having those credits from other schools transferred, must submit an 
official transcript to the Registrar’s Office. 
 
The following principles pertain to re-admitted students: 

• All previous course work at the College remains a part of the permanent record of students; 

• Re-admitted students must also meet any defined programme, and degree requirements of the 



 

Catalogue in force at the time of re-admission; 

• Re-admitted students are subject to the entry or progression requirements detailed above; 

• The decision to re-admit is determined by the Registrar, and the relevant Dean where applicable. 
Requesting admission does not guarantee automatic re-admission to the College; 

• Students who were suspended for academic reasons must achieve a cumulative GPA of 2.0 within one 
academic year of readmission to maintain continued enrolment; 

• Students who have been suspended form the College, regardless of the reason, will have to comply 
with the following guidelines to be re-admitted; 

o Submit a letter indicating their desire to return to the relevant Dean; 

o Meet with the relevant Dean or Cabinet Officer; 

o Meet with a representative from the Student Success Centre, and if approved for re-admission, 
comply with all conditions set. 

Students who applied to and were accepted at HLSCC within the previous year (1 year) but never attended 
must complete the application process again, including submission of required documentation. 

PLACEMENT TESTING 

To properly place students in the appropriate English and Mathematics courses and assessment of educational 
records is conducted according to the College’s established placement criteria. Placement testing is done as 
recommended by the placement criteria or if the educational documents presented are not covered by the 
placement criteria. Placement tests will be held at periodic intervals, with a published schedule. The results are 
shared with students and form part of the advising process. Results are maintained as part of each student’s 
record. 

MEDICAL RECORDS 

Students are required to submit medical information within two months of commencing classes at HLSCC. Any 
student who has not submitted medical records will have a hold placed on the account preventing registration 
for a subsequent semester until the required records are submitted. The Nurse’s Office should submit to the 
registry a list of students who have not complied for holds to be put on their accounts. Current students who 
have not submitted documentation will be required to do so prior to registering for a subsequent semester.  



 

ADMISSION STANDARDS AND PARTICIPATION IN INSTITUTIONAL OFFERINGS – CERTIFICATE, DUAL 
ENROLMENT AND ENRICHMENT 

Title: Admission Standards and Participation in 
Institutional Offerings – Certificate, Dual 
Enrolment and Enrichment 

Number: 2.18.0217.1 

Approved by the Board of Governors 
Date: February 21, 2017 

Implementation 
Date: August 2017 

History: 
Scheduled Review Date: May 2019 

Origin: Registry 

RATIONALE 

The administration and faculty of the H. Lavity Stoutt Community College (HLSCC) wish to ensure that all 

residents of the British Virgin Islands have access to avenues which assist in academic and career success 

through the provision of varying opportunities. The College has established standards of admission which 

ensure that individuals with the capability to benefit are able to earn a certificate or diploma in a field that 

prepares them for immediate employment or career advancement upon completion of course requirements, 

participate in College courses while enrolled in high school, or enrol in individual classes for personal 

enrichment. This open-door policy grants admission to first-time college students, transfer students, audit 

students, dual enrolment students, international students, enrichment students and students seeking re- 

admission. 

HLSCC does not discriminate on the basis of race, religion, nationality or disability. Students with disabilities 

are required, however, to provide any support required to pursue their educational goals. 

POLICY 

ADDITIONAL REQUIREMENTS: 

• Completed relevant application form; 

• Current Government/Legal documentation; such as passport, naturalization certificate/card, belongers 

card; and 

• Requisite application fee, if applicable. 

CERTIFICATE PROGRAMMES 

These programmes are open to any student seeking specialized information in a specific area/field for personal 
or career development. 
 
Applicants who have earned a high school diploma or equivalent will be asked to submit their documentation and 
may be subject to placement testing to be appropriately enrolled in the proper reading, writing, and mathematical 
courses based on prior academic preparations. Completion of developmental courses may be required, and 
students will be advised accordingly. 
 



 

Applicants who have not earned a high school diploma or equivalent will be subject to placement testing to be 
appropriately enrolled in the proper reading, writing and mathematical courses based on prior academic 
preparations. Completion of pre-college courses is required, before college level courses can be attempted. 
Once the certificate programme has been completed with a minimum GPA of 2.0, the student is eligible to 
participate in the associate degree of choice. 

Dual Enrolment: The dual enrolment programme provides opportunities for high school students to enroll 
concurrently at the College. Eligible students must be in any of the final two years of high school, and must 
present a completed referral form, inclusive of all requisite signatures. Students may not audit courses under this 
designation. Dual enrolment students are to register during the Late Registration and ADD/DROP period without 
paying any late charges. Dual enrolled students may take a maximum of six credits in any given semester. 

REQUIREMENT DETAILS: 

HLSCC will assess an applicant based on the educational goal, documentation submitted and/or performance 
on placement exams. Completion of pre-college courses may be required, and applicants will be advised 
accordingly. 
 

Enrichment Programmes: HLSCC understands and supports the pursuit of lifelong education and learning. In 
support of this, there are two distinct categories to assist individuals in this process. 

Non-Credit/Non-Semester Hours - The College offers at varying times non-credit classes that provide for 
personal enrichment. There are no formal admission standards for these programmes. 

Credit/Non-Degree – This category is designed for adult students who are interested in taking college level 
courses for credit, but not necessarily towards earning a degree. Credits earned while an Enrichment/Non-
Degree student may be credited towards a certificate or degree as applicable. Applicants are subject to 
prerequisite requirements and may be required to complete placement testing and pre-college courses as 
indicated. 

Auditing Classes: Auditing a class allows a student to take a class without the benefit of a grade or 
credit for a course. Residents of the Community may register to audit any class that is offered for college credit 
without meeting the educational requirements for admission to a degree programme. Audited Courses carry 
the same cost as credit courses. College credit will not be available to the student who audits a course; and 
under no circumstances can a class completed for audit purposes subsequently be awarded college credit. 

Transfer Applicants: A transfer applicant is an individual pursuing certification at HLSCC who has earned 
credits at another institution and wishes to apply these credits toward a HLSCC certificate or degree. In addition 
to submitting all other application materials, a student desiring to receive transfer credit must have an official 
transcript sent to HLSCC by the institution which granted the credit, and a course outline/syllabus.  

Transfer students must have a minimum cumulative grade point average of 2.0 on a 4.0 scale. Courses with a 
grade lower than a ‘C’ will not be considered for transfer. Credit transfer determination is made by the Deans and 
Registrar. A student must successfully complete a minimum of 50% of required courses for the chosen 
programme at HLSCC in order to receive a degree from the College. Students will be notified in writing of 
decisions pertaining to transfer of credits. 

Re-admitted Students: Any student who has not taken classes at HLSCC for two or more semesters (excluding 
the Summer Term) and is in good standing with the institution may resume their studies by submitting a letter 
requesting to return to the College to resume studies, as well as current government/legal documentation. The 
letter should indicate term of interest and programme of study. A re-admission fee will be charged. Students will 



 

be notified in writing of their status. 

Students seeking re-admission who have attended other colleges or universities since their most recent 
enrollment at HLSCC and are desirous of having those credits from other schools transferred, must submit an 
official transcript to the Registrar’s Office. 

The following principles pertain to re-admitted students: 

• All previous course work at the College remains a part of the permanent record of students; 

• Re-admitted students must also meet any defined programme, and degree requirements of the 
Catalogue in force at the time of re-admission; 

• Re-admitted students are subject to the entry or progression requirements detailed above; 

• The decision to re-admit is determined by the Registrar, and the relevant Dean where applicable. 
Requesting admission does not guarantee automatic re-admission to the College; 

• Students who were suspended for academic reasons must achieve a cumulative GPA of 2.0 within one 
academic year of readmission to maintain continued enrolment; 

• Students who have been suspended form the College, regardless of the reason, will have to comply 
with the following guidelines to be re-admitted; 

o Submit a letter indicating their desire to return to the relevant Dean; 

o Meet with the relevant Dean or designate; 

o Meet with a representative from the Student Success Centre, and if approved for re-admission, 
comply with all conditions set. 

Students who applied to and were accepted at HLSCC within the previous year (1 year) but never attended 
must complete the application process again, including submission of required documentation. 

PLACEMENT TESTING 

To properly place students in the appropriate English and Mathematics courses and assessment of educational 
records is conducted according to the College’s established placement criteria. Placement testing is done as 
recommended by the placement criteria or if the educational documents presented are not covered by the 
placement criteria. Placement tests will be held at periodic intervals, with a published schedule. The results are 
shared with students and form part of the advising process. Results are maintained as part of each student’s 
record. 

MEDICAL RECORDS 

If a student has a known medical condition the College strongly recommends that notification of such should be 
given to the faculty teaching the course(s) in which the student is enrolled.  



 

ARTICULATION AND STUDENT TRANSFER 

Title: Articulation and Student Transfer Number: 2.15.0311.2 

Approved by the Board of Governors: 
March 15, 2011 

Implementation 
Date:  March 15, 2011 

History:  
Revised Approved by the Board of Governors: June 20, 2017 
Scheduled Review Date: May, 2020 

Origin: 

RATIONALE 

The community college serves as an important and cost-effective entry point into higher education for 
baccalaureate degree seeking students. These students have a right to information concerning which courses 
must be completed successfully in order complete their degree requirements, and which are transferable to 
senior level institutions. The College is committed to enhancing the portability of student qualifications through 
the use of agreements with four-year colleges and universities as a means of ensuring that students are 
admitted to, progress through, and exit from such institutions in an efficient manner, based on prior learning 
obtained through courses completed at the community college. In order to facilitate access, mobility and 
progression from one level of education to another, this policy sets out the purpose, scope and guidelines that 
underpin articulation agreements as pathways for student transfer from the College to four- year institutions. 

DEFINITIONS 

Articulation - a process that enables students to progress from one completed qualification or set of courses to 
another with admission and/or acceptance of course credit toward a defined educational or career pathway. 

Course equivalence - Equivalence recognizes equal value, amount, importance, corresponding and having the 
same meaning or result. It is unlikely that a course or qualification offered at different institutions will be the 
same; at best, they could be comparable. 

Articulation Agreement – a document that formalizes arrangements between the community college and a four-
year degree granting institution that provides for granting of credits earned successfully for or toward completion 
of an Associate degree toward the courses and credit requirements for a Baccalaureate degree. 

Credit – the value assigned for the recognition of equivalence in content and learning outcomes between 
different types of learning and /or qualifications that reduce the amount of learning required to achieve a more 
advanced qualification. 

Credit transfer – a process that provides students with agreed and consistent credit outcomes for courses or 
other components of a qualification (e.g. an Associate degree) based on equivalence in content and learning 
outcomes between matched qualifications (e.g. an associate and baccalaureate degree). 

General Education – The educational foundation of skills, knowledge, habits of mind and values that prepare 
students for success in their majors and in their personal and professional lives after graduation. At HLSCC, 
the goals for general education are to impart knowledge, skills and competency in effective oral and written 
communication skills, information literacy, application of technology, critical thinking, ethical reasoning, 
quantitative and scientific reasoning, intercultural understanding and the ability to function in a pluralistic society. 



 

General Studies degree – For students who are undecided or prefer not to choose a major, and who wish to 
transfer to earn a baccalaureate degree, this option provides the breadth and flexibility to explore a variety of 
subjects through taking courses in a number of broad fields, along with several credits of electives. Students 
may also be able to choose an area of concentration for which they may need to complete additional credit 
hours not required to earn the degree. 

Transfer Guides – information that is designed to provide answers to students concerning what is needed to 
transfer to universities. The transfer guide may include general information concerning the student’s 
responsibility and documentation needed in applying to senior institutions, the transfer course evaluation 
process and types of transfer credit, the comparability of specific HLSCC courses to those at other institutions, 
particularly those with which the College has Articulation Agreements, and the standards of performance that 
are expected in order for courses to transfer. 

POLICY 

SELECTING FOUR YEAR COLLEGES AND UNIVERSITIES 

Formal articulation agreements may be initiated by the College, on behalf of the Ministry of Education or by a 
four-year College or University with interest in recruiting graduates and students from the College. 

The College has a responsibility to its students and to the Territory to assess the status, reputation and financial 
viability of a potential partner with which an articulation agreement may be made by investigating such matters 
as: 

- Compatibility of educational offerings with the development and economic goals of the Territory; 

- The reputation of the College or University; including its accreditation status and the reputation or 
accreditation status of particular instructional programme majors;  

- The relative affordability of Universities to the Government (scholarships) and families of students in 
comparison to other institutions with programmes of like quality. 

PLANNING ARTICULATED ARRANGEMENTS. 

Articulation with senior institutions must be by design rather than by default. That is to say, in addition to the 
successful transfer of students to four-year Colleges and Universities, Articulation Agreements must focus on 
student transfer and acceptance to specific programmes of interest. 

Planning for the articulation of courses between the College and Universities represents an intervention that 
must be designed not merely to improve student access, but even more importantly, to improve the educational 
and career success for students. For this reason, consideration must be given to such factors as the availability 
of pre-transfer support services and financial assistance. 

HELPING STUDENTS PREPARE TO TRANSFER 

For students planning to transfer, it is important that the comparability of HLSCC courses with those of colleges 
and universities with which the College holds articulation agreements be available to students in the form of 
transfer guides, and that students be advised in a manner that minimizes their enrolment in courses that are 
not likely to be accepted by Universities in which they are interested, or by most senior institutions (i.e. courses 
that are not comparable, or that are beyond the 60 credit maximum of the 120 required to graduate from 
Universities) 

PARTICIPATION OF FACULTY 

Successful articulation requires the comparability of courses, the acceptance of a course in place of a course 



 

offered, or in place of a programme requirement by the receiving institution. It is important to identify and reach 
agreement on the specific community college courses or requirements and the corresponding University 
courses or requirements that are the basis for the acceptance of transfer credits. 

PREPARING EFFECTIVE ARTICULATION AGREEMENTS 

For articulation to succeed, agreements with senior institutions must address such areas as the following: 

- identify the specific curricular areas and awards that will be addressed in implementing the 
agreement. This will ensure that steps are taken to address (and if necessary) to modify curricula 
content and outcomes that will ensure the acceptance of courses prepare students for transfer to 
the receiving institution. 

- duration of the Agreement, at the end of which it should be reviewed for changes in articulated 
courses and programme requirements; its effectiveness in facilitating student transfer. 

- feedback from the receiving institution concerning the performance of the HLSCC group at the 
institution in such areas as credits accepted, performance in comparison to native students in 
relation to courses in majors and time to graduation. 

MAINTAINING AND EVALUATING ARTICULATION ARRANGEMENTS 

Monitoring and periodic review of the Articulation Agreement must be undertaken to ensure that Agreements 
are suitable, are being effectively implemented, and that the case for continuing each Agreement is 
appropriately considered. Periodic review of Articulation Agreements is the responsibility of the Vice President 
for Academic and Student Affairs. 

Once signed and implemented, it is the responsibility of the College to ensure that articulated courses remain 
comparable to those of receiving institutions. Soliciting information and confirming the continued comparability 
or changes to articulated courses with which the College has Articulation Agreements is the responsibility of the 
Dean of the programme or of courses to which the Agreement pertains. 

Maintaining successful articulation of course and programme requirements requires the monitoring of transfer 
student performance, particularly their performance in relation to students native to the University, in order to 
assess the adequacy of their preparation for advancing and succeeding at senior levels of the receiving 
institution. Soliciting information and bi-annual reporting concerning transfer student performance is the 
responsibility of the Office of Planning and Institutional Effectiveness. 

SIGNATORIES AND ENDORSEMENTS 

It is the responsibility of the President to sign all agreements between the College and external agencies. 
Because the articulation of courses and programme requirements require the careful and ongoing comparison 
of the content of curricula, Articulation Agreements, while they must be signed by the President, must also be 
fully endorsed by the Dean responsible for the programme or course requirements, and by the Vice President 
responsible for Academic and Student Affairs. 

  



 

PROCEDURES 

The request for an Articulation Agreement may be initiated by the College to another institution or vice versa. 
Whatever its origin, all such agreements are the executing and oversight responsibility of the Office of the Vice 
President for Academic and Student Affairs. The following steps outline the procedures for development of an 
Articulation Agreement. 

DEVELOPING THE ARTICULATION AGREEMENT 

Step 1: Contact the Vice President concerning the possible Agreement. The Vice President will establish a file 
for the request that includes the name of the programme (s) or areas suggested for transfer, the name of the 
institution with which the Agreement is proposed, rationale to support such an agreement, quality indicators of 
the programme at the receiving institution, and the date of the request. 

Step 2: The Vice President will meet with the appropriate Dean and Department Head(s) of the instructional 
area(s) in order to explore the benefits, hence the interest and feasibility of such an Agreement. This review 
may address such items as benefits to the country, availability of financial support to students, cost to the 
student and/or the Government etc. This will enable the determination concerning whether Agreement should 
be pursued. 

Step 3: The first draft Articulation Agreement is prepared by the Vice President, and is shared with the Dean 
and faculty of the Department (s) as well as with the President’s Cabinet for review. Care should be taken to 
ensure that the content and terms of the Agreement include the items described in the Policy under the section 
that describes “Effective Agreements.” 

Step 4: Comments and concerns, revisions and modifications generated during the review process should be 
reviewed by the Dean and Department Head in preparation for a scheduled joint review between the College 
and the external institution. Subsequent drafts are reviewed until both parties are in agreement concerning the 
content and terms of the Agreement. 

Step 5: If the Agreement is deemed appropriate to the Vice President, the final Draft Agreement should be 
presented with a recommendation for approval by the Vice President to the President. 

Step 6: If necessary, the President may discuss elements of the Agreement with the President of the external 
institution in order to confirm needed expectations and commitment concerning particular areas before reaching 
a final decision. 

Step 6: Once the Agreement has been approved by the College and the external institution, two original 
Agreements should be prepared and provided to the President for signing. 

Step 8: If deemed appropriate the Director of Public Relations, Marketing and Public Relations may arrange a 
signing ceremony and/or appropriate press release for media distribution. 

OFFICIAL FILING AND DISSEMINATION OF ARTICULATION AGREEMENTS 

One original signed agreement should be filed in the Office of the Vice President for Academic Affairs. The 
second original agreement should be held by the external institution. Copies of the agreement should be 
distributed to the following: 

Registry Appropriate Dean 

Heads of Relevant Instructional Departments 

Student Success Centre Electronic Files – “O” Drive 



 

The name of the Institution with which the Agreement has been reached should be included in the appropriate 
place on the College Website and in the College Catalogue. If the agreement addresses a particular programme 
area, this provision should be noted. 

New Articulation Agreement should be communicated, promoted and marketed to students in such ways as the 
following: 

• Announcements on Bulletin Boards that are regularly viewed by students 

• Faculty and Student Advisors at Faculty meetings 

• Employees via the Employee Newsletter 

• Other printed venues such as posters, programme brochures, etc. 

  



 

BASIC SKILLS ASSESSMENT FOR COLLEGE PLACEMENT 

Title: Basic Skills Assessment for College Placement  Number: 2.23.0617.1 

Approved by the Board of Governors  

Date: June 20, 2017 

Implementation  

Date: August 1, 2017 

History: New 

Revised Approved by the Board of Governors:  

Scheduled Review Date: June 2020 

Origin: Registry and Office of 

Enrolment Management 

RATIONALE 

H. Lavity Stoutt Community College (HLSCC) is committed to helping students succeed in their coursework. The 

purpose of the placement process is to match the academic readiness of the incoming student with the 

requirements of the curriculum and to ensure that students enroll in courses and programmes that accurately reflect 

their current skills and abilities including but not limited to English usage, reading and mathematics. 

DEFINITIONS 

Matriculated Student – A student who has been accepted for admission to the College, has declared a major of 

study, and is pursing courses toward a degree or certificate. 

Non-Matriculated Student – A student who has not declared a major or their intent to earn a degree or certificate. 

Personal Interest/Enrichment Courses - Courses which provide skills used for academic achievement, personal 

growth, career advancement or college entry, independent of the pursuit of a degree or certificate (including pre-

college courses). They can be taken for credit or non-credit. For this policy enrichment refers to credit and pre-

college courses. 

Dual Enrolment – Students who are in the last two years of high school and attend the College concurrent with 

their high school attendance. 

POLICY 

This placement policy applies only to matriculated students. To ensure that the criteria remain relevant to the 

placement of students an annual review of students’ progress must be undertaken to assist in the review of the 

policy, placement criteria and placement tests. 

ELEMENTS OF THE PLACEMENT PROCESS 

The placement process is comprised primarily of but not limited to course placement in Mathematics and English 

based on established criteria, and on the placement test. Student scores on the General Education Development 

(GED) test, SAT, ACT and the West African Council Examination may also be used. 

REQUIREMENTS OF AND RESPONSIBILITY FOR STUDENT PLACEMENT 

1. Every applicant who declares a programme of study (degree or certificate) is subject to the Placement 

Process. Applicants for dual enrolment are exempt from the placement process. Their placement is judged 

by a separate process and criteria. If they continue at the College and declare a programme of study, they 

then may become subject to the placement process. 



 

2. All matriculated students, full- or part-time must furnish the Registry and Office of Enrolment Management 
with one or more of the following in order to ascertain their placement: 

(a) an official transcript of previous college courses or 

(b) a high school certificate with transcript or 

(c) CXC transcript or 

(d) GED or high school equivalent report or 

(e) ACT or SAT scores less than 2 years old. 

3. It is the responsibility of the Registry and Office of Enrolment Management to oversee the placement process, 

with input from relevant instructional departments. 

4. Decisions concerning minimum scores for course level placement are made by the Humanities and/or 

Mathematics and Natural Science Department. 

5. Course placement decisions may only be overruled by the Head of relevant Department in consultation with 

the Dean. 

6. Reasonable accommodation must be made for placement testing of individuals who have declared a 

disability in the process of their admission. 

TIMING OF THE PLACEMENT PROCESS AND DECISIONS 

Placement tests should be completed before a student can register for classes. 
  



 

PROCEDURES 

SCREENING APPLICANTS FOR PLACEMENT TESTING 

All applications will first be screened according to the HLSCC Course Placement Criteria for Mathematics and 

English (2012) (see attached) to determine the immediate placement or need for placement testing. Academic 

documents are assessed according to the Criteria. 

PREPARING STUDENTS FOR PLACEMENT TESTING 

Every effort will be made to prepare applicants for placement testing. To accomplish this, students are: 

• Advised of the need to take the examination with at least two weeks’ notice of the examination date; 

• Provided with written and oral information about placement testing; 

• Provided with access to test practice or review material. 

ADMINISTRATION OF TESTS 

Placement tests are mainly administered electronically via MOODLE. They are also available in hard copy and 

are administered in this manner at the request of students who require such accommodation. 

RETESTS 

Retests will be guided by the following conditions: 

• Students must wait 2 days before making a second attempt. 

• The retest for Mathematics should be completed prior to the start of the semester but within one (1) month 

from the date of feedback concerning the first test. Course registration will not be changed for any 

placement test repeated after the start of the semester. 

• Students are permitted four placement examination attempts per subject in a 12-month period. 

INTERPRETATION OF RESULTS 

In processing the results for the Mathematics Placement, the scores generated in MOODLE are compared with 

the scores submitted from the Mathematics Department to determine the proper placement. The table entitled 

“Interpretation of Mathematics Results” is used in this process. The composition portion of the placement test is 

to be marked by the English faculty, and together with the results that are scored using MOODLE are used to 

determine the students’ placement. 

COMMUNICATING TEST RESULTS 

Test results and their interpretation are communicated to applicants in writing and are retained for a period of five 

(5) years. Every effort is made to respond to applicants, students or the parents of applicants concerning the 

results of the placement test(s). 

The interpretation of test results is also shared with advisors to assist students in the registration process. 

Placement results are also placed on the student’s permanent record. 

Test results are confidential and may only be communicated to individuals or institutions outside of the College 

with the written authorization of the applicant/student. 

SHELF-LIFE, SECURITY AND STORAGE OF PLACEMENT TESTS 

Mathematics placement scores will be considered valid for course placement for a period of two years, while 

English placement scores are valid for a period of five years for the purpose of course placement. 



 

Hard copies of completed tests are stored for five (5) years and then shredded. Results are also stored 

electronically in the student online information system (SONIS) for an indefinite period. 

ACADEMIC DISHONESTY 

In those instances where a student is found to be cheating or to have cheated to gain an unfair advantage on the 

placement examinations the candidate will be requested to retake the examination, and to do so after passage of 

at least one semester. 

CHALLENGES TO PLACEMENT EXAMINATION RESULTS 

A candidate who has received a test result may challenge the placement decision by requesting to retake the 

examination. The student may also request a ‘hearing’ to seek an alternate placement. In such instance, the student 

may schedule a hearing with the Dean via the Head of Department. The decision of the Dean is final.  

Table 1: Interpretation of Placement Results 
 

MATHEMATICS  

Score Recommended Course 

25 or less MAT050 Pre-College Algebra (Non-Credit) 

26 – 59 MAT051 Beginning Algebra (Non-Credit) 
60 - 75 MAT108 – College Algebra Part I (2 credits) Or 

MAT113 Introduction to Statistics (4 credits) 

>75 MAT110 College Algebra (4 credits) 

HLSCC COURSE PLACEMENT CRITERIA FOR MATHEMATICS AND ENGLISH (SPRING 2012) 

Criteria for Placement in Mathematics 

MAT050: 

Level B Arithmetic Pass 

MAT051: 

Level B Pass OR 

CXC General Grades 5 – 6 OR **CXC Basic Grades 1 – 3 

MAT101,108,110,113 

Level A Credit or Distinction OR CXC General Grades 1 – 3 

HLSCC Mathematics Placement Test Administered 

Level A Pass OR 

CXC General Grade 4 OR 

Students with entry qualifications other than those already noted. 

**For some students who graduated secondary schools prior to 2008. 

 

Criteria for Placement in English 

ENG051/052: 

Level B Pass 

ENG104: 



 

Level A Pass, Credit or Distinction in English Language OR 

CXC General Grades 1 – 4 in English Language 

HLSCC English Placement Test Administered 

Students with entry qualifications other than those already noted.  



 

CLASS ATTENDANCE 

Title: Class Attendance Number: 2.03.0609.1 

Approved by the Board of Governors 
Date: July 20, 2009 

Implementation 
Date: July 20, 2009 

History: H. Lavity Stoutt Community College Catalogue 2000- 
2002 
Revised Approved by the Board of Governors: June 20, 2017 
Scheduled Review Date: June 2022 

Origin: H. Lavity Stoutt 
Community College 
Catalogue 1998-2000 

RATIONALE 

The College believes that class attendance is essential in student participatory learning and has put in place 

a policy outlining its expected attendance requirements. Students who miss class are unable to replicate the 

unique environment that results from lively debate, class interaction and group learning activities, and are thus 

greatly disadvantaged in their College experience. 

DEFINITION 

For the purposes of this policy, the term ‘absence’ refers to an unexcused absence –defined as any absence 

from a class session for which the student does not have a legitimate excuse as warranted by any of the 

special circumstances that are accepted in College policy or fails to communicate the legitimate excuse to the 

relevant authority. Excessively late arrivals may also be considered unexcused absences. 

POLICY 

All students are required to attend and participate in all class meetings and laboratory sessions. It is the 
responsibility of students to know the College’s attendance policy, which applies for every class in which the 
student is enrolled. Failure to attend class can result in dismissal from class. Drops or withdrawal must be 
processed through the Registrar’s Office. The drop or withdrawal will be made official and tuition refund will be 
assessed based on the date the Registry receives the requisite form as indicated by the date stamp. Not 
attending a course does not constitute an official drop. Any student who stops attending a class without officially 
withdrawing from it at the Registry and Enrolment Management Office may receive the grade of “F”. 

The College’s mandatory attendance policy requires that attendance be recorded from the first day of class 
through the final exam. Attendance shall be recorded at every class, laboratory or any other scheduled activity 
that appears as part of the class syllabus. Absences due to late registration for a course shall not be counted 
as absences for the purposes of this policy. 

The College’s attendance policy relies on the following premises: 

Attendance is to be kept for each class and put in the student information system (SONIS) for official purposes. 

Alternately, copies of attendance records should be submitted to the Registry and Enrolment Management 

Office on a weekly basis for input in SONIS. 

Each class shall incorporate as part of its grading scheme an attendance component of no less than 5% and 

not to exceed 10% OR assess a penalty of no less than 5% and no more than 10% at the end of the semester 

for students who are in violation of the College’s attendance policy. 

A student should maintain attendance of 80%. At the end of the semester a review of student attendance will 

be done by each faculty member to determine the grade/penalty to be assessed. At the fourth and eighth week, 

according to the data in SONIS, Registry will send a report to faculty, the Dean and the Student Success 



 

Centre regarding individuals who have exceeded or are close to exceeding the absence limit. 

Regular and punctual class attendance is mandatory. Students should not enter a class which  is  in session 

for fifteen (15) minutes without the permission of the Lecturer. Students should recognise that arriving late to 

class disrupts the learning environment, and an explanation for late arrival should be given to the Lecturer. If 

the student arrives after 15 minutes, the class may be considered closed and an absence may be recorded. It 

is the responsibility of the student to inform the Lecturer of any extenuating circumstances regarding his/her 

tardiness, and the Lecturer shall have the authority to make the decision whether or not to record an absence. 

No assigned work is excused because of lateness or absence, except under special circumstances at the 
discretion of the lecturer. 

Students are expected to take exams on schedule, except under special circumstances listed below, which 
must be discussed with the Lecturer. The make-up of missed assessments is at the discretion of the faculty 
member, who may require documentation to assist in the decision-making process. 

It is the student’s responsibility to withdraw formally from classes by the last day to withdraw with a “WP or 
WF”. Any student who stops attending a class without officially withdrawing from it at the Registry and 
Enrolment Management Office may receive the grade of “F” . 

Attendance tracking for internships, online courses and blended courses will be tracked according to the 
requirements of the specific course. For e.g. In online and blended classes, attendance will be checked by the 
instructor through response to e-mails, discussion board postings and assignment submissions. As long as 
there are responses to course requirements by the day and time established by the instructor, the online 
attendance requirements will have been met. For internships, an agreement is worked out between the student 
and the establishment and records are kept and submitted at the end of the internship which will be used to 
determine the attendance of the student, or any interim reports submitted. 

  



 

PROCEDURE 

The Lecturer will maintain current class attendance records to have an accurate record of student absences, 

and tardiness. 

The Registry and Enrolment Management Office will run attendance reports every four weeks to ensure that 

attendance data is current. At the fourth and eighth week, according to the data in SONIS, Registry will send a 

report to faculty, the Dean and the Student Success Centre regarding individuals who have exceeded or are 

close to exceeding the absence limit. 

In the process of recording and verifying absences, documentation is key. Each faculty member must include on 

his/her course outline, an email contact, which the student should utilize in the case of absence. A copy of the 

email should be sent to the Student Success Centre. This permits documentation by three parties in case of 

any discrepancies. 

At the end of the semester a grade will be assessed, from the attendance grade in the grading scheme or 

the assessed penalty. 

CONSIDERATIONS 

SPECIAL CIRCUMSTANCES 

The College recognises that there may be circumstances outside of the student’s control that could result in 

absence from class. In these cases, the College would classify the absence as excused, if the Lecturer has 

been informed of the special circumstances. Some examples of special circumstances that would qualify a 

student for excused absences from class are the following: 

• Illness or injury, where a medical certificate verifies that the student was unable to attend class Death, 

grieving or illness of a close or immediate family member 

• A traumatic experience that would involve the student or close family member, such as a serious accident 

or crime 

• Representing the College at a conference, activity or other function Representing the student’s country in 

sporting events or governmental functions Scheduled examinations from recognised accredited or testing 

bodies 

• Religious observances 

In the event of other special circumstances not listed, College personnel reserve the right to use their 
professional judgment in assessing the extenuating circumstances on a case by case basis. 

In all such cases it is the student’s responsibility to contact his/her lecturer or Head of Department and the 
Student Success Centre. Consistent with course requirements, in the instance of special circumstances, 
instructors, should seek to make reasonable accommodations for the excused student and should attempt to 
provide them with the opportunity to earn similar or equivalent credit for missed assignments or assessments. 
However, students should recognize that not every course can accommodate absences and neither the 
absence (nor the notification of the absence) relieves them from meeting the course requirements. 

  



 

COURSE CANCELLATION 

Title: Course Cancellation Number: 2.01.0199.1 

Approved by the Board of Governors 
Date: 1999 
Revised Date: February 21, 2017 

Implementation  

Date: 1999 

History: H. Lavity Stoutt Community College Catalogue 1998- 
2000 
Scheduled Review Date: February 2022 

Origin: British Virgin Islands 
Community College Catalogue 

RATIONALE 

In keeping with the Mission of the College to provide opportunities leading to the acquisition of knowledge, skills 
and the ability to think critically, the College builds its schedule of courses based on enrolment trends, economic 
development and community needs. The College makes every attempt to support all course offerings but retains 
the option to cancel any course. The policy outlines the criteria for course cancellation, together with the options 
available to students in such instances. 

DEFINITIONS 

Course - a series of lectures or lessons in a particular subject, leading to an examination or qualification. It is 
comprised of units of instruction during an academic semester. 

Class – an occasion when students meet with their instructor for a lesson or lecture 

Under-subscribed course – A course for which there are fewer enrolled students than the requisite number of 
expected registration. 

POLICY 

The decision to cancel a class must be approved by the Vice President for Academic Affairs. 

The criteria for class cancellation due to the small number of students enrolled (under-subscription) is as follows: 
Paraquita Bay = 10 students; Virgin Gorda Centre = 5 students. 

If a class is under-subscribed, but it is a graduation requirement for even one registered student, the class must 
be offered. 

The decision to cancel a class will be made by the second day of late registration. 

Students affected by course cancellations will be notified before the third day of late registration and will be given 
additional time to select substitute classes if the student so desires. 

  



 

PROCEDURES 

1. The Deans, Heads of Departments and Registrar collaboratively review the Course Section Schedule and 
recommends the under-subscribed classes that are to be cancelled to the Vice President. 

2. Registered students must be sent an email or reached by telephone to be advised that the class has been 
canceled. 

3. The Fiscal Services department must be notified, by the Registrar, that the course has been cancelled, and 
must receive a roster of students registered for the class. The roster will serve to advise concerning the 
students for which a refund must be issued. 

4. Tuition and fees paid by the student for the course shall be refunded in accordance with the refund policy 
of the College. 

5. A list of all cancelled classes will be distributed to all faculty and staff. 

  



 

COURSE SUBSTITUTION 

Title: Course Substitution Number: 2.19.0217.1 

Approved by the Board of Governors  
Date: February 21, 2017 

Implementation  
Date: August 2017 

History: 
Scheduled Review Date: February 2020 

Origin: 

RATIONALE 

A student is expected to complete all College degree or certificate requirements that were in effect at the time of 
matriculation in accordance with the policy limitations of the Catalogue. The coursework for each programme has 
been chosen to provide the student with a carefully considered set of skills and the appropriate knowledge for their 
major. This policy is designed to provide students with an alternate method of meeting programme requirements 
based on specific needs, and to ensure equity and comparability in the process. 

DEFINITION 

Substitution - a course that takes the place of a required course in a curriculum. 

POLICY 

Course substitutions must meet the content and/or spirit of the curriculum requirement. 

REQUIREMENTS FOR A MAJOR 

Students are limited to a maximum of two (2) course substitutions for required courses in each programme of 
study in which they are enrolled. Substitutions may not be made across unrelated academic disciplines. 

GENERAL EDUCATION REQUIREMENTS 

Substitutions for general education requirements may be granted under extenuating/special circumstances. 
These reasons must be fully documented and approved by the relevant Dean. 

  



 

PROCEDURES: 

1. Substitution Requirements 

(a) Course substitutions will be considered primarily for the following reasons: 

i. a required course is no longer offered due to a change of curriculum; 

ii. a required course is not offered when the student could reasonably schedule it; 

iii. a course taken at another school is not an exact match for a requirement but is deemed by the student’s 
advisor to be acceptable. 

The relevant Dean has the discretion to consider substitution outside of these stated reasons with 
documented justification from the advisor. 

(b) Substitution for a previously failed course is not permitted, unless the course is no longer available. 

(c) Failure to enroll in a required course when it was available is not sufficient reason to request a course 
substitution. 

(d) In order to use a course that has been accepted from another college as a substitution, the course must 
meet the established guidelines for transfer credit and must also match the content and outcomes of the 
required course. 

2. Substitution Timeline 

Course substitution requests must be submitted and approved by the end of the ADD period of the 
relevant term (within 5 days of the start of classes). 

3. Substitution Process 

(a) Course substitutions must be initiated as part of the advising process, and documentation must originate 
from the academic advisor. A Course Substitution Request must be sent to the relevant Dean via the 
Head of Department for approval. 

(b) This petition must include a justification as to how the requested substitution meets the content and the 
spirit of the requirement. The Course Substitution request must be approved by the dean responsible for 
the student’s programme of study. 

4. Substitution Approval 

(a) A course substitution is considered approved when official notification is received from the Dean’s Office. 
Therefore, no student should be advised to register in a class being considered for substitution prior to 
the approval of the relevant Dean. 

(b) Once approval is given, the student may register, and the substitution must be noted on the student’s 
degree audit. Approved copies of the course substitution will be sent to the Registrar’s Office for 
placement on the student’s record, with a notation recorded in the Student Information System (SONIS). 

  



 

CURRICULUM DEVELOPMENT AND APPROVAL 

Title: Curriculum Development and Approval Number: 2.08.0710.1 

Approved by the Board of Governors 
Date: July 2010 

Implementation 
Date: July 2010 

History: 
Scheduled Review Date: June 2013 

Origin: 

RATIONALE 

The College’s instructional programmes are designed to prepare students for transfer into baccalaureate 
programmes of other colleges and universities, for immediate job entry, or for career advancement. The 
Curriculum Committee exists to ensure that the curriculum is academically sound, comprehensive, and 
responsive to the evolving needs of the academic, business, and social community. 

In its role as the body that recommends new and revised curriculum to the President’s Cabinet, the Curriculum 
Committee provides guidance, advocacy, and oversight in the development of courses, programmes and 
academic policies in the fulfilment of the College’s mission. 

DEFINITIONS 

Curriculum - Curriculum is defined as the courses offered by an educational institution. 

Prerequisite – Prerequisite is that preparation or previous course work considered necessary for success in a 
course. 

Co-requisite – Co-requisite is a condition of enrolment consisting of a course that a student is required to 
simultaneously take in order to enrol in another course. 

Advisory on Recommended Preparation – An Advisory is a condition of enrolment that a student is advised, but 
not required, to meet before or in conjunction with enrolment in a course or educational programme. 

Content Review – Content Review is a rigorous, systematic process conducted by faculty to determine what is 
appropriate and necessary in establishing prerequisites, co- requisites and advisories on recommended 
preparation for a course. 

POLICY 

The Curriculum Committee is an academic body representing a collegial shared governance process, and is 
made up of faculty, staff, administrators and a student representative. The role of the Committee is to recommend 
policy related to academic offerings to the President’s Cabinet. Upon acceptance by the President’s Cabinet and 
where required, the President seeks final approval through the Board of Governors. 

It is thus the policy of the College to offer instruction in accordance with its mission. Such instruction may include, 
but not be limited to, programmes in one or more of the following categories: 

• Collegiate courses for transfer to other educational institutions or direct entry into the workforce; 

• Vocational and technical courses for transfer to other institutions or direct entry into the workforce; 

• Counselling or guidance courses aimed at improving student success; 

• Basic skills courses leading to enrolment and success in academic and vocational courses. 



 

CURRICULUM COMMITTEE MEMBERSHIP 

The Curriculum Committee membership consists of five voting faculty members representing each instructional 
area, plus two faculty committee co-chairs. Additional non-voting members include the Registrar, a 
representative from the Student Success Centre, the Director of the Centre for Teaching and Learning, the Vice 
President, Heads of Departments, a student representative, and Instructional Deans. Advisory committee 
members may also be invited to attend Curriculum Committee meetings. The faculty members of the Committee 
will be nominated by their respective departments for a two- year term, affirmed by the relevant Dean and 
confirmed by the Vice President. 

RESPONSIBILITIES OF THE COMMITTEE 

The Committee meets once a month on a regular basis to carry out the following responsibilities: 

• Establish instructions, schedules and criteria for use in preparing new and revised curricula proposals; 

• Recommend policies and procedures related to curricula; establish and monitor implementation of 
standards for the description and presentation of course, certificate and degree curricula (including 
course outlines); 

• Review community needs assessment and advisory committee recommendations in order to identify 
priorities for and encourage the development of new or revised curricula and dissemination of 
curricular material; 

• Review proposed curricula in relation to critical criteria (e.g. goals, objectives, student learning 
outcomes); 

• Recommend all credit and non-credit courses and programmes for approval by the President’s 
Cabinet; 

• Recommend programme changes, course changes, or deletions for approval by the President’s 
Cabinet; 

• Recommend graduation requirements and general education requirements for the Certificate of 
Achievement, the A.A., A.S. and A.O.S. degrees for approval by the President’s Cabinet;  

• Recommend transfer level courses for inclusion in the general education program requirements for 
approval by the President’s Cabinet; 

• Evaluate the impact of proposals on the resources and other curricula of the College. 

RESPONSIBILITIES OF THE PRESIDENT TO THE BOARD: 

• President must submit to the Board for final approval academic programmes to be introduced, 
substantively revised or discontinued. 

• President may submit to the Board any other curriculum matters on which further guidance is 
requested. 

CRITERIA FOR ESTABLISHMENT OF COURSES AND/OR CURRICULUM 

Courses may be graded credit or noncredit courses and meet the requirements and standards as established by 
the Board. Proposed courses shall meet the following criteria: 

• Answer or reflect community needs; 

• Be compatible to the philosophy and objectives of the College; 

• Reflect resource considerations; 



 

• Not duplicate existing courses, except for co-listed courses. 

COURSE PREREQUISITE/CO-REQUISITE/ADVISORY PREREQUISITE 

The College may require students to complete identified prerequisites as pre-enrolment preparation. The specific 
purpose of a prerequisite is to establish a baseline of skills without which a student is highly unlikely to succeed 
in a given course. A prerequisite may only be established for one of the following reasons: 

• It is expressly required or authorised by statute or regulation; 

• It will assure that a student has the skills, concepts, and/or information needed to receive a satisfactory 
grade in the course; 

• It is necessary for health/safety reasons. 

There are three “levels of scrutiny” used to determine prerequisites: 

• At least two Colleges or Universities require the prerequisite for their equivalent course; 

• Content review (Departmental determination of appropriate requirements for entrance into a course); 

• Research basis for making a decision. 

A co-requisite may only be established for one of the following reasons: 

• It is expressly required or authorised by statue or regulation; 

• It will assure that a student acquires the skills, concepts and/or information needed to receive a 
satisfactory grade in the course for which the co-requisite is required;  

• It is necessary for health/safety reasons. Co-requisites must also undergo content review. 

 

An “Advisory on Recommended Preparation”, though not as formal as a prerequisite, is still intended to notify 
students that certain skills, knowledge or information might enhance their success in a course. Advisories must 
also undergo content review. 

Content review, the procedure by which faculty determine the skills and knowledge needed for successful 
completion of a course, is done on a course-by-course basis. In addition to helping ensure appropriate student 
preparation, content review, in the form of the course outline, also helps establish consistency among multi-
sectional courses. 

All changes to the curriculum shall be submitted to the Office of the Vice President, who will be responsible for 
the processing of the proposals to the Curriculum Committee and their presentation to the President’s Cabinet. 
After discussion and review in the Cabinet, where required, curriculum changes are carried to the Board of 
Governors who shall have final authority. 
  



 

PROCEDURE 

CURRICULUM DEVELOPMENT PROCEDURE 

With the leadership of the Curriculum Committee, all academic personnel of the College, both administrative and 
teaching, are responsible for the continuing revision of curriculum. Community groups and advisory committees 
may recommend new courses or revisions of existing curricula. All proposals for new courses or revisions of 
current curricula must be reviewed by the Centre for Teaching and Learning. Presentation by a Department Head 
or any member of the Department or Division providing background and justification for the course or programme 
proposal, will be made to the Committee.  This presentation of the course outline and supporting materials will 
be considered by conducting a first and second reading, with submittal of course recommendations to the 
President’s Cabinet, and finally to the Board of Governors for approval. 

The procedure used for curriculum review is as follows: 

STEP 1 - THE COURSE CONTENT SUMMARY FORM 

The course content summary form defines the curriculum for which instructors are responsible and guides them 
in the development of their specific syllabi. The course content summary form is the basis for approval of courses. 
 
Where appropriate regular faculty are available, the Department Head of the relevant discipline will assign 
responsibility to develop or revise the course content summary form. Where only temporary or part-time faculty 
are available, the relevant Dean, in consultation with the Department Head, will assign responsibility to develop 
or revise the course outline. All new or revised course content offered by a particular department should be 
reviewed by that department’s faculty. Consultation with other College faculty is encouraged when writing or 
revising the course content summary form. 
 
The course content summary form will be specific enough to guide instructors in the development of their syllabi 
and guide those who evaluate and assess the courses.  The course content summary form is the basis from 
which Curriculum Committee decisions are made. 

STEP 2 - FIRST AND SECOND READINGS 

First Reading for Information and Action 

1. Presentation by Department Head or any member of the Department or Division providing background 
and justification for the course or programme proposal. 

2. Committee discussion, including questions to the department representative, takes place. The Committee 
may request revisions on the course content summary form to be completed prior to second reading. If 
there are questions or concerns that require further research by the Department, the proposal(s) will be 
tabled and rescheduled for a later date. 

3. After review and discussion of all first reading items with the department representatives, the Committee 
will vote for first reading approval. 

4. A second reading may not be required if all relevant information has been provided for the first reading. 

Those activities requiring Curriculum Committee review in first reading, subsequent approval by the President’s 
Cabinet and final approval by the Board, are the following: 

• All new programmes (AA/AS/AOS and Certificate of Achievement), including relevant fees 

• Substantive revisions to approved programmes 



 

• Elimination of programmes 

Those activities requiring Curriculum Committee review in first reading, and subsequent Cabinet approval, are 
the following: 

• All new courses 

• Elimination of courses 

• Revisions to courses changing the following: Title (if substantive change), Units/Hours, Description (if a 
substantive change) 

Those activities requiring only Curriculum Committee review in first reading, and not forwarded to the Board are 
actions that are considered non-substantive technical changes limited to changes of one or two course elements 
for revised courses. They are the following: 

• Revisions to courses: Course ID, Title, Prerequisite/Co-requisite/Recommended preparation, 
Description if only modest for currency and/or clarity, Field trips, Co- designation, Credit/no credit (no 
letter grade), Not applicable for degree credit. 

SECOND READING FOR INFORMATION AND ACTION 

As necessary, the co-chairs communicate to the departments any recommendations from the Curriculum 
Committee for revision of the course. The department representative will have submitted any corrections and/or 
revisions requested by the Committee. For revised courses, a “clean” course outline (all bolding and italics 
indicating revisions deleted) with original signatures will be submitted to the Committee prior to second reading 
approval. The Committee discussion of the course takes place as needed. 

STEP 3 - SUBMITTAL OF COURSE(S) TO PRESIDENT’S CABINET 

If required, courses approved for second reading will be submitted to President’s Cabinet for approval. If 
questions and/or concerns are expressed by President’s Cabinet, the course proposal will be returned to the 
Department/Division for further changes and amendments. After recommended changes are incorporated, 
course information is re-submitted to the President’s Cabinet for final approval. 

STEP 4 - BOARD OF GOVERNORS APPROVAL FOR PROGRAMMES 

Programme(s) require the vote of the Board of Governors and recommendations are forwarded after approval 
by the President’s Cabinet. If the Board has further suggestions or recommendations, these will be made and 
brought to the next Board meeting for final approval. 

PROGRAMME REVIEW PROCEDURE 

Programme Review is a process that provides the opportunity to evaluate current programmes and to identify 
strengths and needs. This review is done on a cyclical basis every three years. Each Department/Division is 
provided data regarding student characteristics, retention and success, current staffing levels, and costs. Faculty 
are asked to review and to evaluate the quality and effectiveness of programmes at the College. 

The following are included in the Programme Review process: 

• New/Revised Associate Degree Programmes 

• New/Revised Certificate Programmes 

• New Courses (credit and non-credit) 

• Major Revisions to Courses (changes may affect articulation of course: Course Title, Units, Catalogue 



 

Description, Prerequisite, Co-requisite, Advisory- recommended preparation, and Content – extensive 
changes to topics, space and sequence. 

• All other College concerns regarding curriculum and curriculum policies, i.e. General Education 
courses, articulation, etc. 

• Distance Education Courses 

• Titles of Programmes 

• Pre/Co-requisite Validations 

After the Programme Review is completed at the Departmental level, it is brought forward for the Curriculum 
Committee’s consideration. If the Review results in suggested changes to the curriculum, the process for addition 
or deletion of classes and/or programmes will follow the steps of the Curriculum Development Procedure as 
outlined above. 
  



 

FACULTY AVAILABILITY TO STUDENTS 

Title: Faculty Availability to Students Number: 2.20.0217.1 

Approved by the Board of Governors  
Date: February 21, 2017 

Implementation  
Date: August 1, 2017 

History: Replaces the Faculty Office Hours Policy 
Scheduled Review Date : February 2020 

Origin: H. Lavity Stoutt Community 
College Human Resources Handbook 

RATIONALE 

The College believes that the availability of faculty to students outside of the classroom enriches and supports 
student educational experience. Such accessibility gives students the opportunity to ask in-depth questions and 
to explore points of confusion or interest that cannot be fully addressed in class or provide necessary information. 
The policy sets forth the expectations of all groups of faculty in making themselves available to students for face 
to face consultation as well as by other means. 

DEFINITION 

Faculty Office Hours - time set aside in an instructor’s workday to meet with students outside of class. 

Full-time faculty - faculty who are employed to teach 15 – 17 credit hours per semester. 

Part-time faculty - faculty who are employed to teach 9 credit hours per semester. 

Adjunct faculty – faculty who are employed to teach 3- 6 credit hours per semester 

POLICY 

FACULTY OFFICE HOURS 

Full time faculty(s) shall maintain office hours of at least eight hours each week during the semester or session. 

TIME ON CAMPUS 

Full-time faculty members are required to spend at least thirty hours per week, including teaching time, on the 
campus. 

Part-time faculty are also expected to make themselves available to students by maintaining a reasonable 
presence on campus by holding office hours for 3-4 hours per week. 

Adjunct faculty are also encouraged to be accessible to students for face to face consultations. 

CONTACT INFORMATION 

All faculty are required to provide students with contact information (email address and telephone number) 
together with information concerning reasonable hours during which students may contact them by phone. 

 

PROCEDURE 

1. Faculty are required to submit a schedule of their office hours to their respective Department Head, prior to 
the start of classes each semester. 

2. Faculty are expected to post office hours on their doors or outside of their cubicle. 



 

3. Faculty are expected to include their office hours, email address and a contact number on their course 
syllabi. 

4. Faculty are expected to provide students with an alternate means of reaching them (e.g. Direct them to call 
their Advisor, Academic Head or the Director Student Services) where they can receive assistance or leave 
a message. 

  



 

FACULTY INSTRUCTIONAL WORKLOAD, RELEASE TIME AND OVERLOAD 

Title: Faculty Instructional Workload, Release Time and 
Overload 

Number: 2.26.1017.1 

Approved by the Board of Governors  
Date: February 2017 

Implementation  
Date: February 2017 

History:  
Scheduled Review Date : February 2020 

Origin:  

RATIONALE 

Faculty workload is an important part of the contract with faculty, with workload assignment being one of the most 
significant resource decisions made within higher education institutions.  Faculty responsibilities primarily include 
teaching; but expectations related to service to the College and community – particularly in instances where the 
latter is associated with one’s internal responsibilities are also important to being a contributing member of the 
College Community.  The College wishes to recognize the importance of these non-teaching responsibilities by 
introducing the use of “release-time” for various non-teaching responsibilities that may be assigned, or in which 
faculty might wish to engage. Because faculty are expected to meet the teaching obligations described in their 
contracts, release time and overload provisions provide a means for defining the credit value of various activities; 
hence a means for assessing faculty compliance with their contractual obligations.  

DEFINITION 

Faculty release time is defined as the time a faculty member is released from normal teaching responsibilities in 
order to perform other duties, e.g. carrying out administrative responsibilities, working on a sponsored or grant 
funded project etc.  The teaching load of a faculty member is reduced by designated credit increments for each 
activity that is approved by the policy for release time.  

POLICY 

The H. Lavity Stoutt Community College teaching workload for full-time faculty is 15 credit hours per semester, 
with an additional two semester hours permissible in those exceptional instances where an approved course 
overload is permitted. Faculty are required to schedule a minimum of 30 hours on the campus for teaching, student 
advising or other consultation with students.  

From time to time, faculty are also expected to participate in other duties – some of which may be engaged in as 
part of their faculty contract responsibilities related to service (to the College, the community or their faculty related 
profession) or research activities.  They may also be assigned to carry out special tasks within the College.  The 
table below outlines the range of responsibilities for which faculty may be released from teaching, together with 
the credit value that should be assigned to such tasks.  

Faculty are never required to teach overloads, nor is the College obligated to approve faculty overloads where 
they are not deemed to be in the best interests of the institution and/or students.  Faculty may be denied requested 
overloads for failure to follow established policies, failure to meet critical instructional deadlines (e.g., no show, 
reporting grades), multiple semesters with high attrition, or validated student complaints.  



 

Table 1 
Released Time Credits for Approved Non-Contract Responsibilities 

 

Faculty Contract or Assigned 
Responsibility 

Description / Notes Maximum Credit Value 
of Released Time Per 
Semester 

 
Administrative Duties 

  

Department Head   9 credit hours 

   

Programme Coordinator / 
Director 

 6 credit hours 

Director of an Externally funded 
project 

 6 credit hours 

Administrative duties assigned by 
the Vice President or President 

  
6 credit hours 

   

 
Teaching Support 

  

Internship Supervisor Some programmes require that students 
have practical experience (e.g. student 
teaching, culinary arts, hospitality studies, 
nursing etc.) for an extended period. The 
amount of release time should be 
commensurate with the number of 
students and placement sites. 

Additional 1 credit per 5 
students 

Team teaching (maximum 2 
faculty) 

 1 additional credit each 

Off-Campus Teaching  1 additional credit hour 

On-line Teaching  1 additional credit hour 

Instructional Laboratory Support 
/Coordinator 

 3 credit hours  

 
Student Tutoring 

  
1 credit per 3 students 

   

Programme Related   

 
Curriculum Development 

  
3 credit hours 

Coordinator, Student Learning 
Outcomes  

This includes responsibility 
Responsibilities may be assigned by the 
Department Head, Dean or Vice 
President.  

3 credit hours 

   

Institutional Committees   

Chair – Governance Committee 
(e.g. Instructional Programme 
Review, Strategic Planning) 

Governance Committees include the 
following: Curriculum, Strategic Planning, 
Student Outcomes Assessment  
Committees)  

3 credit hours 

Faculty Co-Chairs – Governance 
/Assigned Committees 

 2 credit hours each 



 

Governance Committee member  1 credit hour 

Chair of an Accreditation Self-
Study Committee 

 3 credit hours 

   

   

 

  



 

PROCEDURES 

Full-time faculty seeking release from their normal teaching obligations must complete the Release-Time Form 

(RTM) prior to any reduction in course load.  No release-time will be granted unless, and until, the RTF is fully 

approved by the Vice President through the regular channels (i.e. Via Department Head/Coordinator and Dean). 

Release Time Exclusion: Release time will not be approved for the following activities: work done as part of the 

normal faculty workload, directing conferences, scholarships, student advising, editing journals, leadership in 

professional organizations and paid consultancies.  Among the activities that could qualify for released course 

time, and the amount of release time (maximum credit hours per semester) that could be approved for each are 

describe below.  The individual faculty member is responsible for completing the RTF at least one semester before 

the release is requested.  If the release is conditioned on external funding, the RTF should be submitted along 

with the funding request (grant proposal).   

Required Release Time Approvals: The request should be submitted to the Department 
Head/Coordinator/Director for review and approval; and then to the Dean and Vice President for their review and 
approval.  The form must be completed and fully approved prior to the start of any requested release time, and 
before a Master Schedule of classes is due in the Office of the Registry (normally ________________ for the 
following Fall semester, and ______________ for Spring semester, respectively. A copy of the approved form with 
Division Head, Dean, and Vice President’s signatures will be forwarded to the Office of Human Resources; and 
will be put in the faculty member’s personnel file. 

Required Overload Approvals: All faculty must request overloads in advance of the semester for which it applies. 
Faculty teaching overloads must meet the following criteria: 

• Annual performance review rating of “meets” or higher 

• History of submission of grades in a timely manner 

• History of timely submission of all syllabi to the Department Head; 

• Demonstrated ability to maintain academic quality and appropriate student retention in class; 

Overloads will be limited to no more than one course per semester (the equivalent of 3 credit hours). On a case 
by case basis, if there is a documented staffing emergency, the Vice President may approve a second course 
overload.  Prior to the beginning of each semester, the Division Heads and Deans must request scheduled or 
anticipated overloads for approval by the Vice President. A notice of approved overloads will be sent back to the 
Division Head, with copies to the Office of Human Resources. 

Failure to Follow Procedures: Failure to request release time or course overload in the time allowed will 
automatically forfeit consideration of the request. 

  



 

GRADING 

Title: Grading  Number: 2.24.0617.1 

Approved by the Board of Governors Date: June 20, 2017 
Implementation Date: August 1, 
2017 

History: New 
Revised Approved by the Board of Governors:  
Scheduled Review Date: June 2020 

Origin: Faculty and Staff 
Guidelines 1999 

RATIONALE 

The College is committed to the evaluation of student work in a fair and thoughtful manner by the implementation 
of a uniform grading system and the evaluation procedures that reflect the high standards of performance expected 
of students. 

POLICY 

When the requirements for each course are satisfactorily completed, credits and grades are assigned. The quality 
of performance is indicated by the grade given. The following grading system reflects the expected performance 
standards of the college. 

 
GRADE GRADE POINTS PERCENTAGE 

A+ Superior 4.0 100 

A Outstanding 4.0 99 - 95 

A- Excellent 4.0 94 - 90 

B+ Very High 3.0 89 - 85 

B High 3.0 84 - 80 

B- Good 3.0 79 - 75 

C+ Above Average 2.0 74- 70 

C Average 2.0 69 - 65 

C- Below Average 2.0 64 -60 

D Weak 1.0 59 -54 

F Failure 0 53 - 0 

I Incomplete 0  

W Withdrawn   

WP Withdrawn Passing 0  



 

WF Withdrawn Failing 0  

WA Administrative Withdrawal   

Q Dropped by President’s 

Permission 

  

AU Audited 0  

EXPLANATION OF NON-GRADE LETTERS 

A grade of Pass or Fail will be administered at the end of the semester for Pre-College or non-credit offerings. 

P- Pass or permission to move to credit course 

F - Repeat skills course or failure on enrichment course 

The “I” (Incomplete) is permitted when some unavoidable circumstance(s) prevent the either the instructor or the 
student from completing the final assessment of a course. The “I” becomes an “F” if the student does not complete 
the final assessment within one semester after the end of the course. 

A “W” indicates withdrawal from the course. If withdrawal occurs after two-thirds of the course has elapsed, 

A “WP” or a “WF” will be recorded. A “WP” indicates that the student was doing work that qualified for a 
passing grade at time of withdrawal, and a “WF” indicates that the student was failing the class at the time of 
withdrawal. (See Withdrawal from Class Policy) 

An “AU” indicates the student audited the course and was not required to participate in taking examinations in the 
course. All required fees must be paid, regular attendance and completion of class assignments expected, no 
grades or credits will be issued, and on the transcript and cumulative records only “AU” will be recorded, and this 
will only be done if all other requirements are fulfilled. 

A “WA” indicates the student was withdrawn from the course for administrative reasons. A “Q” indicates the 
student was withdrawn from the course at the behest of the President. 

REPEATED COURSES 

Students receiving an “F” in a course are allowed to repeat the course twice to enable him/her to receive a 
satisfactory grade. The student is responsible for notifying the Office of the Registrar when a course is repeated. 
Only the last letter grade earned in the repeated course will be used in computing the cumulative grade point 
average. 
A course can be repeated at another college to substitute for the course that was failed. However, the grade 
‘transferred in’ will not be used in the calculation of the student’s GPA.  



 

PROCEDURES 

Calculating Grade Point Average (GPA) Grade Points (G.P.) are the numerical value of 1 – 4 assigned to the letter 
grades D – A. 

Points represent a student’s achievement in a course. Quality Points (Q.P.) are the result of Grade Points 
multiplied by the number of semester hours for one course. 

The Grade Point Average (G.P.A.) is the result of the sum of quality points divided by the sum of semester hours 
in one semester. This figure represents the average achievement of a student within one semester and is shown 
within the Semester Totals of the Student Grade Report. 

ASSESSMENT OF STUDENT PROGRESS 

The timing of examinations and tests shall be given at the discretion of the lecturer. However, at least two major 
evaluations inclusive of the final exam are required for each course. One of these must be completed with the 
results returned to the student by the date established for the posting of mid-term grades. 
Each course must have a mandatory oral, written or practical final examination that accounts for 40% - 60% of 
that course’s final grade. 

SUPPLEMENTAL EXAMINATIONS 

A student with a passing grade up to the time of the final examination may request to take supplemental 
examination not having passed the final examination for a course. Supplemental examinations will be given and 
graded before registration in the Spring semester and within one week of grades being due at the end of the Spring 
semester. The Department Head is responsible for the supplemental examination process. 

ACADEMIC HONOURS 

In recognition of superior academic performance, the College awards honours to students at the end of each 
semester, and at graduation. A Deans’ List, issued at the end of each semester, contains the names of students 
who have earned a 3.40-3.74 grade point average. A President’s List, issued at the end of each semester, contains 
the names of students who have earned a 3.75-4.0 grade point average. 

Each of these lists is further broken down into part-time and full-time students, where part time students are 
students doing 6 – 11 credits and full-time students are those doing more than 11 credits. 

Graduating students are awarded the following honours based on their cumulative GPA: 

cum laude – 3.40-3.74; magna cum laude- 3.75-3.89; summa cum laude- 3.90-4.0. 

  



 

INSTRUCTIONAL PROGRAMME REVIEW 

Title: Instructional Programme Review  Number: 2.02.0306.1 

Approved by the Board of Governors 
Date: 28 March 2006 

Implementation 
Date: 28 March 2006 

History: 
Revised Approved by the Board of Governors : 
June 20, 2017 
Scheduled Review Date: June 2022 

Origin: 

RATIONALE 

The H. Lavity Stoutt Community College recognizes and is committed to the need for systematic review of its 

instructional programmes. The College reviews its programmes regularly to ensure relevance, quality and 

effectiveness. 

DEFINITION 

Programme review is an organised process of collecting, anaylsing, identifying and communicating 

recommendations to assist instructional administrators and faculty in improving the effectiveness and quality of 

instructional programmes. 

POLICY 

Three levels of review comprise the Instructional Programme Review process: (1) Programme Viability Review (2) 

Abbreviated Programme Review (3) Comprehensive Programme Review. 

 
1. A programme viability review is required after two years in order to assess and determine whether the 

programme is meeting its intended goals and should be continued. 

2. An Abbreviated Programme Review is completed annually in May for all programmes to determine the 

overall health of a programme by providing a summary of semester trends in student enrollment, student 

demographics, number and profile of completers, industry support, cost factors, student faculty ratios, 

qualification of faculty. 

3. Comprehensive Programme Review is the most detailed investigation of a programme completed as a self-

study in cooperation with the faculty of department. These are recommended every five years. 

4. An improvement plan is required at the end of the comprehensive programme review. It should be designed 

to strengthen quality of the programme, student learning outcomes, enrolment and overall effectiveness. 

5. The Director of PlE is responsible for the coordination of all programme reviews at the College. 

PROCEDURES 

PROGRAMME VIABILITY REVIEW PROCEDURE 

Responsibility: The Head of Department with assistance from the Director of Institutional Effectiveness. 



 

PROCEDURES 

1. If a new programme will complete three full years of implementation by the start of the Fall semester, the 

Director of Institutional Effectiveness will and advise the Vice President and Deans and Heads of 

Department of their pending review during the upcoming Fall semester. 

2. During the review process, the following data is compiled for the 3 year period by each respective 

Department Head, with the assistance of the Director of Planning and Institutional Effectiveness: semester 

trends in student enrollment, student demographics, number and profile of completers and graduates market 

conditions, cost factors, student faculty ratios, qualification of faculty and the results of student outcomes 

assessment. 

3. Compiled Viability reviews for new programmes should be completed by May 31st of the third year. 

4. The Department Head, Director of PIE and the Deans review all the data described above in relation to, 

along with the programme goals, expected outcomes and course outlines. A recommendation concerning 

programme continuation is made to the Vice President. Where programme continuation is recommended, 

it identifies issues and offers recommendations designed to improve programme effectiveness. 

5. In keeping with the recommendations, programme staff identifies steps required for programme 

discontinuation or identifies programme goals, expected outcomes and measures for assessing outcomes 

within its Programme Assessment Plan for the coming year. 

ANNUAL ABBREVIATED PROGRAMME REVIEW PROCEDURE 

Timing: This procedure takes place during May of each year. The single page summary report form is due to 

the Deans (cc. Director of Institutional Effectiveness) by June 1st. 

 
Responsibility: Head of Department: 

PROCEDURE: 

1. By February 15th of each year, Department Heads will compile data from the Director of Planning and 

Institutional Effectiveness, Fiscal Services and their own Departmental  records for each certificate and 

degree programme for the current year. The data is related to enrollment and graduation/completion 

headcounts, transfer data, survey results and programme cost. 

2. Using these and other sources, each HOD completes the Abbreviated Programme Review form and shares 

the results with faculty at a meeting designed for discussion concerning the review results. 

3. By May 20th each programme team completes their discussion of the Abbreviated Programme Review 

findings and identifies recommendations and issues that will require their attention during the coming year 

including the possibility of a comprehensive programme review. The recommendations are used to identify 

programme goals for the coming year, along with their expected outcomes and the how such outcomes will 

be assessed. 

4. The HODs submit the Plan/Review to the Deans 

5. By June 1st, and following careful review, each Dean submits the Abbreviated Programme Review summary 



 

and the completed Annual Programme Assessment Plan to the Vice President. 

6. The Abbreviated Programme Review is submitted to the Board of Governors each year in July. 

7. The APR should be used to provide an overview of the health of a Programme. 

COMPREHENSIVE PROGRAMME PROCEDURE 

Timing: May to December timeline with most of the review taking place in late fall and January, with completion 
of this self-study process by February 10th of each year. 

Responsibility: The Instructional Department 

PROCEDURE 

There are two parts to the review process. Part l is an organization of data and information that is completed 
primarily by the Director of Planning Institutional Effectiveness with the Department Head. Part II consists of review 
of this data in the form of a self-study by all faculty of the department and additional information through interviews, 
observations and focus groups. 

Annually, beginning in May, the Director of PIE distributes a schedule of determined comprehensive programme 
evaluations. External resources for each respective programme review may be identified to assist the Department 
with its review. 

Key features of the comprehensive review process involves: 

• analysis of Annual Abbreviated Programme Review summaries 

• review of course objectives in relation to programme and division goals review of assessment methods 

and student performance data in relation to programme goals 

• recommendations from programme faculty and advisory committees 

• review of annual programme student outcomes assessment plans and results 

• data concerning student enrollment graduation, transfer and employment trends 

• feedback from current and former students 

• feedback from employers 

• data concerning industry trends, needs and projected employment needs 

• curriculum development activities 

• student evaluations of courses and faculty 

• analysis of faculty, faculty qualifications, and development activities 

• advisory committee recommendations and programme follow-up activities 

• curriculum development and review activities 

• curriculum currency, relevance, structure, delivery and potential for success 

• perceptions of college staff and faculty 

• recommendations from the accreditation review teams. 

These activities result in a Comprehensive Programme Review report that outlines the process used, the 
perception of the programme's overall quality (strengths and weaknesses) and recommendations for improvement 
and changes, accountabilities and timelines for these actions to occur. 

The Comprehensive Programme Review report is submitted by the HOD to the Dean and Vice President - who 
have responsibility for implementation the recommendations as identified. The Director of Institutional Effectiveness 
is responsible for monitoring programme planning and assessment of outcomes related to the recommendations. 

An Executive Summary of the Comprehensive Programme Review Report is presented to the President’s Cabinet. 



 

 

REFERENCES 

Appendix A. Annual Abbreviated Programme Review Form  
Appendix B. New Programme Viability Form 
Appendix C. Comprehensive Programme Review Questions 

  



 

RECORDS RENTENTION – REGISTRY AND ENROLMENT MANAGEMENT OFFICE 

Title: Records Retention – Registry and Enrolment Management 
Office 

Number: 2.17.0712.1 

Approved by the Board of Governors 
Date: July 10, 2012 

Implementation 
Date: July 10, 2012 

History: 
Scheduled Review Date: July 2015 

Origin: Registry 

PURPOSE 

The H. Lavity Stoutt Community College (HLSCC) Registry and Office of Enrolment Management is the official 
custodian of the academic records of former and current students. Retention and disposal of records will be 
implemented in accordance with the guidelines developed and approved in this policy. The purpose of this policy 
is to ensure that necessary records and documents are adequately protected and maintained, and to ensure that 
records that are no longer needed or are of no value are discarded at the appropriate time and in the appropriate 
manner. Record disposal may be suspended at the direction of the Registrar as deemed necessary. 

SCOPE 

This policy applies to the Registry and Office of Enrolment Management only. The Student Records & Information 
Confidentiality & Release governs the release of information from the student’s academic record, as well as the 
rights afforded to students with respect to their education records. 

DEFINITION OF RECORD TYPES 

Academic Record - That document or electronic image maintained by the Registry that reflects the unabridged 
history of the student at the institution. It contains a chronological listing of the student’s learning experiences at 
HLSCC. 

Transcript of the Academic Record - The document extrapolated from the academic record and forwarded to 
persons or agencies for their use in reviewing the academic performance of the student. It is an official document 
that contains the signature of the certifying official, the College seal, and the date of issue. 

Student folder/file - A collection of documents specific to one student including some, if not all of the following: 
application of admission, references, high school diploma and transcript, college transcripts, test score reports, 
copy of passport, financial assistance form, and acceptance letter. 

RETENTION SCHEDULES 

1. The documents are maintained in individual student files and are retained no longer than 5 years after 
graduation term, or 8 years after the term or semester and year of last attendance. 

2. The retention periods noted should begin with the date of graduation or the date/term of last attendance. 

3. Some documents from institutions in other countries may be originals and therefore difficult or impossible 
for the applicant to replace. The Registrar may want to return these documents to the applicants rather 
than destroy them. 

4. Records for applicants who do not enrol are not covered by the Student Records and Information 
Confidentiality and Release policy. 

5. Most retention requirements are based on American Association of Collegiate Registrars & Admissions 
Officers (AACRAO) 2000 and meet or exceed the recommended minimal retention time. 



 

 

Record Title 

Record 
Value 

O – Operational 
F – Fiscal 
L-Legal 

H – Historical 

Retention Period 

 O F L H  

SCHEDULE A – ADMISSIONS DATA/DOCUMENTS FOR APPLICANTS WHO DO NOT ENROL 

Acceptance Letters X    1 year after application term 

Advanced Placement Records/Documentation for Credit X    1 year after application term 

Applications for Admission/Readmission X    1 year after application term 

Copy of Passport/Belonger Card/Work Permit/Work Permit 
Exemption 

X  X  1 year after application term 

Letters of Recommendation X    1 year after application term 

Medical Records X    1 year after application term 

Placement test scores and reports X    1 year after application term 

Recruitment materials X    1 year after application term 

Statement of Financial Responsibility (shows evidence of 
adequate financial resources) 

X X   1 year after application term 

Transcripts (other Colleges) X    1 year after application term 

Transcripts/Copy of Diplomas (High School) X    1 year after application term 

 

SCHEDULE B – ADMISSIONS DATA/DOCUMENTS FOR APPLICANTS WHO ENROL 

Acceptance Letters X    
5 years after graduation/8 years from last attendance if not 
graduated 

Advanced Placement Records/Documentation for Credit X    
5 years after graduation/8 years from last attendance if not 
graduated 

Applications for Admission /Readmission X    
5 years after graduation/8 years from last attendance if not 
graduated 

Correspondence, relevant X    
5 years after graduation/8 years from last attendance if not 
graduated 

Copy of Passport/Belonger Card/Work Permit/Work Exemption X  X  
5 years after graduation/8 years from last attendance if not 
graduated 

Letters of Recommendation X    Until admitted/1 year after first term of attendance 



 

Record Title 

Record 
Value 

O – Operational 
F – Fiscal 
L-Legal 

H – Historical 

Retention Period 

 O F L H  

Medical Records X    
5 years after graduation/8 years from last attendance if not 

graduated 

Placement test records/scores X    
5 years after graduation/8 years from last attendance if not 

graduated 

Recruitment Materials X    1 year after first term of attendance 

Statement of Financial Responsibility (shows evidence of 

adequate financial resources) 
X X   

5 years after graduation/8 years from last date of attendance if not 

graduated 

Transcripts (other Colleges) X    
5 years after graduation/8 years from last date of attendance if not 

graduated 

Transcripts/Copy of Diplomas (High School) X    
5 years after graduation/8 years from last date of attendance if not 

graduated 

Transcript (HLSCC) X    Permanent Electronically in SONIS 

 

SCHEDULE C – REGISTRATION AND ATTENDANCE/ACADEMIC PROGRESS RECORDS 

Academic Action Authorisations (probation, suspension, etc.) X    
5 years after graduation/8 years from last date of attendance if not 

graduated 

Academic Records (including narrative evaluations, competency 

assessments, etc.) 
X   X Permanent 

Applications for Graduation X    
5 years after graduation/8 years from last date of attendance if not 

graduated 

Audit authorizations X    1 year after date submitted 

Change of course (Add/Drop) X    3 years after date submitted 

Change of Grade Forms (update documents) X   X Permanent 



 

Record Title 

Record 
Value 

O – Operational 
F – Fiscal 
L-Legal 

H – Historical 

Retention Period 

 O F L H  

Class Lists (Original grade sheets) X   X Permanent 

Class Schedules (Students – Non-Electronic) X    1 year after graduation or date of last attendance 

Correspondence, relevant X    
5 years after graduation/8 years from last date of attendance if not 

graduated 

Credit by Exam Reports X    
5 years after graduation/8 years from last date of attendance if not 

graduated 

Curriculum Change Authorisations/Course Substitutions X    
5 years after graduation/8 years from last date of attendance if not 

graduated 

Degree Audit records X    
5 years after graduation/8 years from last date of attendance if not 

graduated 

Enrolment Verifications X    2 years after verification 

      

Graduation Authorisations/Certification X    
5 years after graduation/8 years from last date of attendance if not 

graduated 

Graduation Lists X   X Permanent 

Holds or encumbrance authorizations X    1 year after release 

Name change authorizations X    
5 years after graduation/8 years from last date of attendance if not 

graduated 

Personal Data forms X    
5 years after graduation/8 years from last date of attendance if not 

graduated 

Registration Forms X    3 years after relevant semester 



 

Record Title 

Record 
Value 

O – Operational 
F – Fiscal 
L-Legal 

H – Historical 

Retention Period 

 O F L H  

Student requests for non-disclosure of directory information X    Until terminated 

Transcript Requests (STUDENT) X    Electronic Record in database; 1 year if hard copy record 

Transcript Requests by third party X    Electronic Record in database; 1 year if hard copy record 

Transfer Credit Evaluations X    
5 years after graduation/8 years from last date of attendance if not 

graduated 

Tuition and Fee Changes X   X 
5 years after graduation/8 years from last date of attendance if not 

graduated 

Withdrawal from College notification X    
5 years after graduation/8 years from last date of attendance if not 

graduated 

 

INSTITUTIONAL RELATED DOCUMENTS 

Catalogues X    Permanent 

Commencement Programmes    X Permanent 

Degree Statistics    X Permanent/Electronically in SONIS 

Enrolment Statistics    X Permanent/Electronically in SONIS 

Class Rosters X    Permanent/Electronically in SONIS 

Grade Statistics X   X Permanent/Electronically in SONIS 

Schedule of Classes X   X Permanent/Electronically in SONIS 

 

COMMITTEE DOCUMENTS NOT ORIGINATING FROM REGISTRY 

Minutes and Documents from Committees on which the 
Registrar sits 

   X 5 years hard copy/Electronically 
 

 



 

STORAGE OF RECORDS 

Records that are ready to be put in storage, based on the attached schedule, will be kept in the designated areas 
until the time that they are archived or disposed of. Records must be labeled using the procedures in effect at the 
time of storage, which will include, but are not limited to the subject, date, department and disposition or archiving 
date. 

ARCHIVAL OF RECORDS 

Records of students who have been inactive for three or more years will be stored in the Registry Archive, until 
activated or disposed of in accordance with the above schedule. 

DISPOSAL OF NON-PERMANENT RECORDS 

Records will be disposed based on the attached schedule by the originating department. Sensitive, financial or 
confidential records should be shredded before disposal. 

RECORDS DESTRUCTION SCHEDULE 

Graduated Student Records – During the Summer of 2012, the folders of students who graduated 2006 or earlier 
will be destroyed. Every summer after graduation, the disposal of folders will take place according to schedule so 
that the records maintained will be 5 years from graduation date and 8 years from term of last attendance. 

Students no longer in attendance - Records of students who have not graduated and are no longer in attendance 
based on an 8-year period will be destroyed according to the schedule below: 

• Records of students not in attendance since 2003 will be destroyed during Summer 2012. 

• During each subsequent summer period, records of non-attendees 8 years previous (Spring or Summer) will 
be destroyed. 

RESPONSIBILITY FOR RECORDS 

An officer in the Registry will be designated to be responsible for the disposal of non-permanent records and the 
storage/transfer of those documents to be permanently maintained. 

  



 

REVISION OF GRADES 

Title: Revision to Grades Number: 2.13.0710.1 

Approved by the Board of Governors 
Date: July 05, 2010 

Implementation 
Date: August 01, 2010 

History: 
Scheduled Review Date: July 2013 

Origin: 

RATIONALE 

The College recognises that circumstances exist in which grades may require revision and has put in place a policy 

whereby faculty can make necessary changes to grades that have already been recorded. 

POLICY 

Grades are due within seven calendar days after the close of the regular scheduled examination period at the end 

of each respective semester under normal circumstances. Grades shall be validated and made official by the 

Academic Dean. Once the grades are recorded as official, grade reports or transcripts are issued from the Registry. 

In cases where an error has been made and a revision is needed, the lecturer must complete a change of grade 

form and attach a written statement of the facts in the case for submission to the Academic Dean. A copy of the 

statement is forwarded to the Registry and should be placed in the student’s file. This new information should be 

the basis for a corresponding correction in the record. Grades will not be revised after the end of the ensuing 

semester following the semester in which the examination was given. 

Grades of ‘I’ become ‘I/F” if the student does not submit outstanding work of a satisfactory level within one 

semester after the end of the course. 

Should a student wish to challenge his or her grade, he or she must follow the Academic Appeal process. 

Academic Appeal: Students who believe they have been unfairly graded in a  course or that they deserve an 

adjustment in their academic status may appeal using the outlined process. 

ACADEMIC APPEAL PROCESS 

1. The student complaint of unfair grading will be addressed through a series of informal conference(s) until the 

complaint is resolved. The order of the conferences is as follows: (1) the student and the faculty member; (2) 

the student, the faculty member, and the Academic Head; (3) the student, the Academic Head, and the Academic 

Dean. The conferences shall be held expeditiously. 

2. If the conferences fail to resolve the dispute, the Academic Dean shall uphold the grade unless there is 

compelling evidence that warrants overturning the faculty member’s decision. 

3. Either the faculty member or the student may appeal the decision of the Academic Dean to the Academic Review 

Board (See Student  Handbook).  Notice of appeal must be submitted to the Academic Dean in writing within 



 

five (5) college business days after receiving notice of the decision. 

The Academic appeal process should be completed within the semester following that in which the grade was given 

in order to comply with the deadline for accepting grade revisions by the Registrar’s office. Final examination scripts 

are the property of the College and shall not be returned to the student. However, all students have the right 

to view their graded final examination scripts. 

  



 

STUDENT CODE OF INSTRUCTIONAL BEHAVIOUR 

Title: Student Code of Instructional Behaviour Number: 2.21.0217.1 

Approved by the Board of Governors  
Date: February 21, 2017 

Implementation  
Date: March 1, 2017 

History: 

Scheduled Review Date: March 2020 
Origin: Student Code of 
Conduct Policy 

RATIONALE 

It is the policy of the College to recognize that students have rights as individuals and these rights are shaped through 
the framework of a sound philosophy of education. It is expected that the College will regard the rights of its students 
within the context of fairness and trust. The College administration and faculty are committed to guarding and 
securing these rights. The purpose of the Student Code of Instructional Behaviour is to define a student’s rights within 
the College community, state what actions students may expect from the College to protect those rights, and explain 
the College’s expectations of its student members, including the standards by which the instructional behaviours of 
students are assessed. This statement describes unacceptable student behaviours and outlines the procedures by 
which students are disciplined if they engage in such conduct. 

DEFINITIONS 

Student - a person must be officially admitted and/or currently registered for course(s) at the College in order to 
be considered a student under this policy. 

Jurisdiction - any property in use by the H. Lavity Stoutt Community College, or any person designated with 
responsibility or authority for carrying out a function or enforcing any aspect of a policy. 

Cheating - falsifying data on a report, exam, summary, or paper; the giving or receiving of aid in an examination 
situation; and/or the use of unauthorized materials as an aid during an examination. 

Plagiarism - offering as one’s own work, the words, ideas, or arguments of another person, without appropriate 
attribution by quotation, reference, or footnote. Plagiarism occurs both when the words of another are reproduced 
without acknowledgment, and when the ideas or arguments of another are paraphrased in such a way as to lead 
the reader to believe that they originated with the writer. 

Academic Review Board - appointed by the Vice President for Academic and Student Affairs, the Board shall 
have jurisdiction over all appeals that are made by students in connection with the policy. 

POLICY 

Cheating or plagiarism on written or oral examinations, quizzes, papers, or other academic work is prohibited. All 
faculty or test invigilators shall have the right to examine materials in the student’s possession during any 
academic exercise. Faculty or test invigilators shall have the right to immediately suspend from further work on an 
academic exercise if they are suspected of engaging in cheating or plagiarism. 
  



 

PROCEDURES 

A. Faculty Actions 

If the faculty member has substantial evidence that a student has cheated or plagiarized academic work the 
faculty member, at his/her discretion may impose one or more of the following sanctions: 

1. Warning. Verbal notice that continuation or repetition of wrongful conduct may result in further disciplinary 
action. 

2. Reprimand. A written notice for breach of the Student Code of Instructional Behaviour, which includes the 
possibility of more severe disciplinary actions if there is further violation of any part of the code. A copy of the 
reprimand shall be copied to the student’s file, the Dean and the student advisor and the faculty.  

3. Course-level Sanctions. A variety of course-level sanctions may be imposed by the faculty: 

• Repeating the course 

• A reduced grade 

• Failure of the assignment/exam 

• Failure of the course 

4. The faculty member must provide the students with a written description of the course-level sanction. 

5. The faculty at his/her discretion may forward a written description of the incident to the Chair of the Department 
for action. 

B. Department Actions 

The act of academic dishonesty is reported to the Chair of the Department and one of the following actions may 
occur: 

1. Conferences with the student and the faculty member to try and resolve the matter.  

2. Determine if one of the actions that could have been imposed by the faculty. 

3. A report to the Dean for action 

C.  Dean’s Actions 

If the violation is reported to the Dean, he/she may impose one of the following sanctions: 

1. Any option that could have been exercised by the faculty or the Chair. 

2. Suspension from the College for a specified period of time not to exceed two semesters. 

3. Dismissal from the College, which constitutes ineligibility to continue in the College, normally with no 
opportunity for readmission. 

4. The decision of the Dean is final concerning the matter. A student may, however appeal to an Academic 
Review Board. 

APPEAL PROCESS 

The student may appeal the decision to the Academic Review Board. Notice of appeal must be submitted to the 
office of the Vice President, in writing, within five (5) College business days after a student has received notice of the 
decision of the Dean. 



 

ACADEMIC REVIEW BOARD 

The purpose of the Board shall be the discovery of the truth and the rendering of a just and fair decision. The Chair 
shall have the right to make appropriate judgments about procedural questions as they arise. These judgments shall 
be made in light of the need for fair, expeditious, and orderly reviews or hearings. 

 
The Academic Review Board shall be composed of the relevant Department Head; one faculty member from the 
area; two faculty members (not from the area) selected by the Vice President; and one student selected by the 
Director of the Student Success Centre. If the Department Head is the instructor involved in the complaint, the 
Vice President shall appoint an alternate for the Department Head. 

APPEAL PROCEDURES: 

1. The student, within five (5) College business days, must file a written notice of appeal stating the reasons for 
the appeal and any evidence supporting his/her position with the Vice President. 

2. The Vice President shall serve as the Chair of the Academic Review Board and shall set a date for a meeting 
of the Board within five (5) business days of receiving the appeal. 

3. The student and the faculty involved should be advised of the meeting date and may be invited to be available 
to meet with the Academic Review Board during the meeting. 

4. Not less than two (2) business days prior to the hearing, the Board shall receive 

5. the complaint, (2) any material used by the Academic Dean upon which his/her decision was based, and (3) 
the notice of appeal along with any evidence supplied by the student. 

6. The decision of the Academic Review Board shall be based upon the written or verbal evidence available to 
them during the meeting. 

THE ACADEMIC REVIEW BOARD MAY: 

• uphold the findings of the Academic Dean; 

• reverse the decision of the Academic Dean and dismiss the original complaint; 

• find a violation but reduce or increase the sanctions as warranted. 

 

Notice: A written explanation shall be given to the student of the decision and reason(s) for the decisions of the 
Academic Review Board. The records of the proceedings are regarded as confidential. They are to be kept for a 
minimum of three years in the office of the Vice President. A record of the decision must be sent to the student and 
the Registrar’s office for filing in the student’s record.  



 

STUDENT CODE OF PERSONAL BEHAVIOUR 

Title: Student Code of Personal Behaviour Number: 2.22.0217.1 

Approved by the Board of Governors  
Date: February 21, 2017 

Implementation  
Date: March 1, 2017 

History: 

Scheduled Review Date: February 2020 
Origin: Student Code of 
Conduct Policy 

RATIONALE 

It is the policy of the College to recognize that students have rights as individuals and these rights are shaped through 
the framework of a sound philosophy of education. It is expected that the College will regard the rights of its students 
within the context of fairness and trust. The College administration and faculty are committed to guarding and securing 
these rights. 

POLICY 

The purpose of the Student Code of Personal Behaviour is to define a student’s rights within the College community, 
state what actions students may expect from the College to protect those rights, and explain the College’s expectations 
of its student members, including the standards by which the personal behaviours of students are assessed. This 
statement describes unacceptable student behaviour and outlines the procedures by which students are disciplined if 
they engage in such behaviours. 
Students have the right to be treated fairly by the College, to accomplish the goals for which they came to the College, 
and to be informed of College policies and/or regulations that affect them. There are consequences for unacceptable 
student behaviors; the policy outlines the various administrative responses as well as the process for appeal 
concerning such actions by students. 

JURISDICTION 

1. A person must be officially admitted and/or currently registered for course(s) at the College in order to be 
considered a student under this policy. 

2. While the jurisdiction of the College shall primarily consider personal behaviour which occurs on any property 
in use by the H. Lavity Stoutt Community College, the policy also takes into account the College’s 
responsibility to protect its students and employees from students who have been charged with violations of 
the laws of the Territory. 

3. The Director of the Student Success Centre shall have jurisdiction over all complaints regarding prohibited 
personal student behavior. A College Review Board appointed by the Vice President for Academic and 
Student Affairs shall have jurisdiction over all appeals that are made by students in connection with the policy.  

PROHIBITED BEHAVIOURS 

The following behaviours are prohibited. This list is not intended to be exhaustive and the College reserves the right 
to impose discipline for personal behaviour that may not be expressly identified below, whether he or she knew or 
should have known that the behaviour was not appropriate under the circumstances. 

Interference with the teaching and learning process, including the use of profanity toward another student or 



 

faculty/staff member. 

Abuse: Physical abuse, verbal abuse, threats, intimidation, harassment, coercion, and/or other behaviour which 
threatens or endangers the health or safety of any person, including sexual assault against any student, faculty, staff, 
or guest of the College. 

Discrimination: Discrimination based on age, colour, disability/handicap, height, marital status, national origin, political 
affiliation, race, religion, gender, sexual orientation, or weight. 

Interference: Interference by force, threat, harassment, or duress with an individual’s personal safety, academic efforts, 
employment, or participation in College sponsored activities and/or creating a reasonable apprehension that such 
interference is about to occur. 

Disruption: Disruption of College activities and College business, including, but not limited to classes, convocations, 
and student services. 

Occupation: Continued occupation of a College facility after being requested to leave by any person acting as an 
authorized agent of the College. 

Damage: Defacement, damage to, or theft of College property and/or that of another student, faculty, staff, or guest of 
the College. 

Tampering with fire alarms, safety systems, or the unauthorized setting of fires. 

Dishonesty, including, but not limited to, cheating, furnishing false information to the College, forgery, misuse or 
alteration of any College document, or misuse of the College computer system. Academic dishonesty is covered in 
the Academic Code of Behaviour as set forth in Section 5. 

False Reporting: Making a false report concerning a fire, bomb, or other alleged emergency. 

Possession: Use, possession, manufacture, or distribution of drug paraphernalia, controlled substances, and look-
alike drugs. The use of alcoholic beverages as prohibited by HLSCC policies and Virgin Islands law. 

Smoking. The College has in place a no smoking policy in compliance with the Tobacco Products Control Act of the 
British Virgin Islands, 2006, which prohibits smoking in public places, as well as within 50 feet of public spaces. Anyone 
wishing to smoke on the College’s campuses must therefore do so at least fifty (50) feet from campus buildings or 
other structures where visitors, students, faculty and staff gather. 

Weapons: Possession, while on campus or at a College sponsored function, of any weapons, including all firearms, 
compressed gas operated weapons, any electric weapons, knives (other than small pocket knives), explosives of any 
type, (including fireworks), dangerous chemicals and substances, or any other instrument that can inflict harm to any 
individual or damage College property, or any device which the College, in its sole discretion, shall deem dangerous. 

Disobedience: Willful disobedience of College officials or authorized agents acting in the performance of their duties. 

Violation: Willful violation of College rules, regulations, procedures, and policies as promulgated in College policy 
statements. 

Laws: Any violation of Virgin Islands law. 

Unauthorized Use: Unauthorized possession, duplication, or use of keys to any College premises, or unauthorized 
entry to or use of College premises, or tampering with any door or door locking mechanism. 

Animals: Bringing animals into the classrooms or buildings, with the exception of Seeing Eye dogs, or dogs trained to 
assist persons with a disability recognized under Virgin Islands law. 

Classroom Integrity: Breach of classroom integrity. Only those students registered for an HLSCC class may attend 

http://www.nmc.edu/about/policies/board-staff/D-602.01.html#5


 

that class, except for authorized guests. 

Disorderly Conduct: Conduct which is disorderly, lewd, or indecent; which includes the use of electronic/digital 
recording and/or imaging devices used to take images and/or recordings of persons without their knowledge and/or 
consent; breach of the peace; aiding, abetting, or procuring another person to breach the peace on College premises or 
at functions sponsored by the College, or participated in by the College. 

Theft: Theft or other abuse of computer time including, but not limited to: 

• Unauthorized entry into a file to use, read, or change the contents, or for any other purpose. 

• Unauthorized transfer of files. 

• Unauthorized use of another individual’s identification or password. 

• Use of computer facilities to interfere with the work of another student, faculty/staff member, or College 
official. 

• Use of computer facilities to send or publish threatening, obscene, or abusive messages. 

• Use of computer facilities to view and/or print obscene or offensive images. 

• Use of computer facilities to interfere with normal operations of the College computer system. 

Abuse of the disciplinary process, including, but not limited to: 

• Failure to obey the summons of a disciplinary body or College official. 

• Falsification, distortion, or misrepresentation of information before a disciplinary body. 

• Disruption or interference with the orderly behaviour of a disciplinary proceeding. 

• Interruption of a disciplinary proceeding. 

• Attempting to discourage an individual’s proper participation in, or use of, the disciplinary system. 

• Attempting to influence the impartiality of a member of a disciplinary body prior to, and/or during the course 
of, the disciplinary proceeding. 

• Verbal or physical harassment and/or intimidation of a member of a disciplinary body prior to, during, and/or 
after a disciplinary proceeding 

• Failure to comply with the sanction(s) imposed under the Student Code of Personal Behaviour. 

• Influencing or attempting to influence another person to commit an abuse of the disciplinary system. 

  



 

PROCEDURES 

A. Reporting Violations 

1. Any person may report that a student has allegedly violated the Student Code of Personal Behaviour to the 
Director of the Student Success Centre. 

2. Upon receiving such a report, the Director of Student Success Centre or his/her designee may conduct an 
informal inquiry to determine: 

3. If there is jurisdiction over the alleged violation; 

4. Whether the accused is a student; 

5. Whether the alleged behaviour is prohibited; and 

6. Whether a sanction is probable, if the allegation is proven. 

7. As part of the initial inquiry, the Director of the Student Success Centre shall confer with the Vice President 
for Academic and Student Affairs prior to taking any initial action, except in the case of an emergency 
suspension. 

B. Inquiry 

1. Emergency Suspension 

Under certain circumstances, it may be necessary to restrict the actions of students as follows: 

(a) Exclusion from campus and/or classes and/or other privileges or activities for purposes of investigation, 
and/or relieving the tension of the student body or class due to a serious infraction of campus rules; or 
removing a threat to the well-being of the students, or removing for the good of the order of the College 
a student or students whose presence would prevent the continued normal behaviour of the academic 
community. 

(b) Emergency Suspension may be imposed immediately by the Director of the Student Success Centre or 
by his/her designee without the filing of a complaint. Emergency Suspension will continue until reviewed 
by the Director of Student Success Centre. If the Emergency Suspension is continued for more than five 
(5) College business days, the student shall have the right to appeal to the College Review Board within 
three (3) College business days following the emergency suspension. Students who are suspended for 
disciplinary reasons will receive a grade of WP or WF (depending on the current status in the course) for 
all classes in which he/she is enrolled. If the suspension is overturned and the student does not wish to 
finish the semester, tuition, and fees paid for that semester may be applied toward future enrolments or 
refunded. 

2. Written Warning: 

Following an informal inquiry, if the Director of the Student Success Centre determines, after discussing with the 
student that a violation has occurred and the sanction for the violation should be a written warning, the following 
procedures shall be used: 

(a) A written warning shall be administered and presented to the student by the Director of the 

(b) Student Success Centre, or by his/her designee, or any other authorized employee of the College. 

(c) Written notice of the behaviour constituting the violation and the nature of the warning shall be filed by the 
Director of the Student Success Centre or his/her designee or any other authorized employee with the College. 

(d) There shall be no appeal of this written warning. 



 

(e) All written warnings and notices will be securely stored in the office of the Director of the Student Success 
Centre. This material will be held for a minimum of three years. 

3. Sanction: 

If the Director of the Student Success Centre determines that the alleged violation, if proven, could result in the 
imposition of a sanction or sanctions more severe than a written warning, the procedures as set forth below will apply: 

(a) Complaint. All proceedings other than the administration of a written warning shall commence with the filing 
of a written complaint with the Director of the Student Success Centre within five 

(b) (5) College business days following the date of the alleged violation. A complaint may be filed only when there 
is a good faith belief that there has been a violation of prohibited behaviour. 

(c) Form of Complaint. The complaint shall include (1) facts alleged to constitute a violation; (2) the provision(s) 
of the Student Code of Personal Behaviour alleged to have been violated; and 

(d) (3) the name of the student alleged to have committed the violation. 

(e) Who May File. The complaint may be filed by (1) a College administrator or staff person; (2) faculty member; 
(3) student; or (4) other individuals as designated or confirmed by the Director of the Student Success Centre. 

(f) Notice of Complaint: The student against whom the complaint is made shall be personally notified and 
provided a copy of the complaint and the probable sanctions by the Director of the Student Success Centre 
or his/her designee, within five (5) College business days after the complaint is filed. 

(g) Student Responses: A student served with a complaint shall elect one of the following options within five (5) 
College business days after service of the complaint by completing, signing, and returning the Student 
Response form to the Director of the Student Success Centre. 

• The student may admit the alleged violation and be sanctioned accordingly. 

• The student may request mediation, if the Director of the Student Success Centre and other affected 
parties agree to mediation. If mediation fails or is not agreed to by the Director of the Student Success 
Centre or any of the other parties, the individual shall proceed under options (i) or (iii) of this section. 

• The student may deny the alleged violation. 

(h) If the Student Response Form is not completed and returned within five College business days after service, 
the Director of the Student Success Centre may treat such action as an admission of the violation and 
administer a sanction. 

4. Investigation: 

If the student denies the allegations, the Director of the Student Success Centre will, within a reasonable period of time, 
but not more than fifteen (15) College business days, begin the investigation process. The Director shall take the 
following actions: 

(a) Meet with the student and other relevant parties. 

(b) If necessary, assign an impartial investigator to conduct further investigation pursuant to the College’s 
“Investigation Guidelines.” 

(c) Present the student with all of the evidence upon which a decision will be made and an opportunity for 
the student to refute the evidence. 

5. Findings: 



 

Following completion of the Investigation, the Director of the Student Success Centre shall evaluate all evidence 
provided and, either: 

(a) Dismiss the complaint for lack of clear and convincing evidence that a violation of the Student Code of 
Personal Behaviour occurred or that the accused did not commit the act that resulted in a violation, or 

(b) Based on a finding of clear and convincing evidence, determine that a violation of the Student Code of 
Personal Behaviour was committed by the accused and impose an appropriate sanction. 

6. Notice: 

As soon as the Director makes a finding, he/she shall notify the student in writing. A sanction is an action taken when 
the Student Code of Personal Behaviour has been violated. One or more of the following sanctions may be applied. 
The College may impose a different sanction than those listed. 

7. Sanctions: 

Sanctions may take various forms as follows: 

Warning. Notice, orally or in writing, that continuation or repetition of behaviour in violation of Section 2b may be 
cause for more severe disciplinary action. 

Censure. A written reprimand, including the possibility of more severe disciplinary sanctions in the event of a 
subsequent violation of a College regulation within a stated period of time. 

Letter of Apology. The student will prepare and send a letter of apology to the victim(s) of the misconduct. 

Probation. Exclusion from participation in privileges or extra-curricular College activities for a period not to exceed 
one academic year from date of offense or infraction. 

Restitution. Reimbursement for defacement, damage to, or misappropriation of property, or personal injury 
expenses. 

Community or College Service. The performance of an appropriate amount of public service that is both beneficial to 
the College or community and which will likely assist the individual in understanding the harm caused by his or her 
behaviour. 

Diversion Programme: Enrolment and completion of a class or workshop that helps the person understand the harm 
caused by his or her behaviour. This sanction may be required for alcohol, substance abuse, or psychological 
assessments. 

Restricted Student Status. The student will be allowed to go to and from classes only and will not be allowed to 
participate freely in any other campus activity. Campus security services may be required, if deemed appropriate. 
This sanction may remain in effect until completion of the disciplinary process. 

Disciplinary Suspension. Exclusion from classes and other privileges or activities as set forth in the notice for a 
definite period of time. A disciplinary suspension will be held in abeyance during an appeal. 

Expulsion. Termination of student status. Readmission may not be sought before the expiration of one academic 
year from the date of expulsion. Readmission must be sought through the Office of the President. 

Permanent Expulsion. Permanent expulsion is for the most severe cases, with no rights for future readmission 
considered. 

8. Appeal Process 

An appeal of the findings of the Director of the Student Success Centre that a violation occurred, and/or the imposed 
sanction or sanctions may be taken to a College Review Board. 



 

(a) A notice of appeal must be filed by the student with the office of the Vice President within five (5) College 
business days after the student has received notice of the decision of the Director of the Student Success 
Centre. 

9. College Review Board 

(a) Jurisdiction: jurisdiction over a student’s appeal from a disciplinary decision made by the Director of the 
Student Success Centre shall be vested in the College Review Board. 

(b) Parameters: The College Review Board is not a court of law. Its procedures are informal, and its reviews 
shall not be perceived as an adversary process. The College Review Board shall have the right to make 
appropriate judgments about procedural questions as they arise. These judgments shall be made in light 
of the need for a fair, expeditious, and orderly review. In its deliberations, the College Review Board shall 
not consider the appropriateness of College rules and regulations or the right of faculty and 
administrators to enforce College rules and regulations. The right to define and establish appropriate 
standards, rules, and regulations, which govern various College functions and activities shall be reserved 
to the administrators and faculty members charged with the implementation and supervision of those 
functions and activities. 

(c) Membership: The College Review Board shall be composed of one Dean (Academic or Workforce) as 
appointed by the Vice President, a staff person appointed by the Vice President, and the President of 
the Student Government Association. If any of the College Review Board members are involved in Board 
proceedings or have a conflict of interest, or cannot be present for the hearings, the appropriate body 
shall provide a substitute. The Dean shall serve as Chair and shall call the meetings. 

(d) Procedures: 

1. The aggrieved student, within five (5) College business days, must file a notice of appeal with the Vice 
President for Academic and Student Affairs. 

2. The Director of the Student Success Centre will notify the Chair of the College Review Board that a 
notice of appeal has been filed and that the Chair shall set a date for a hearing within twenty (20) College 
business days of the filing of the notice unless all parties agree to an extension. 

3. Not less than five (5) College business days prior to the hearing, the student and the College Review 
Board shall be provided with a copy of the complaint; the investigation file; and the decision made by 
the Director of the Student Success Center, including a statement of the sanction(s).  

4. The student shall be allowed to review and supplement the file with his/her statement, any witness 
statements, or any other relevant evidence, within five (5) College business days before the hearing.  

5. The College Review Board’s proceedings shall be closed to the public in order to maintain student 
confidentiality. The Board may request the presence of the accused student or any other person to 
clarify evidence on the record. 

(e) College Review Board Decisions: 

Decisions of the College Review Board shall be based upon the record of all material required to be furnished to the 
Board. The College Review Board shall decide cases by a majority vote. After following the procedures described in 
this section, the Board may: 

• Accept the decision of the Director of the Student Success Centre and support the penalty imposed; 

• Reverse the decision of the Director and dismiss the case because the evidence did not meet the standard 
of proof or there was a flagrant abuse of the process; 



 

• Accept the decision of the Director but reduce or increase the sanction as warranted. 

(f) Notice: 

The student shall be provided with written explanation of the reasons for any decisions rendered against him/her. The 
records of the proceedings are regarded as confidential. They are to be kept for a minimum of three years in the Office of 
the Director of the Student Success Centre and are available only to those approved by the Director of the Student 
Success Centre and in accordance with applicable policies. 

(g) Final Authority: 

• A decision by the College Review Board is the final step in the Appeal process. 

  



 

STUDENT CONFIDENTIALITY 

Title: Student Confidentiality Number: 2.14.0710.1 

Approved by the Board of Governors 
Date: July 05, 2010 

Implementation 
Date: August 01, 2010 

History: 
Revised Approved by the Board of Governor: June 20, 2017 
Scheduled Review Date: June 2022 

Origin: Board of 
Governors 

RATIONALE 

The College respects the confidentiality of student information and has a policy to address the access to and 

disclosure of and access to information contained in student educational records. The College supports the 

privacy of students by protecting information that is created, maintained and used by its Departments, and 

provides access to these records. 

DEFINITION 

Applicant – an individual who made a formal application to an institution seeking admission. 

Directory Information - information that would not generally be considered harmful or an invasion of privacy if 
disclosed to a third party or the general public. This includes the following information: student’s name, address, 
telephone number, date and place of birth, honours and awards, major field of study, dates of attendance, 
admission or enrolment status, campus, department, class standing, activities, sports and athletic information. 

Education records – those records that contain information directly related to a student and which are maintained 
by an educational agency or institution, regardless of the medium. 

Legitimate educational interest – if a school official needs to review an education record in order to fulfil his/her 
professional responsibility. 

School officials – includes parties such as lecturers, administrators, health staff, counsellors, clerical staff, 
attorneys, board members, members of committees and disciplinary boards. 

Student - an individual who, regardless of age, has been accepted into a post-secondary institution and has 
registered for classes. This includes current and former students. 

POLICY 

ACCESS TO AND DISCLOSURE OF INFORMATION 

1. Administrative, faculty, and academic support staff who have a legitimate educational interest, and who require 
access to information contained in student records in the course of their normally assigned duties, shall have 
right of access. 

2. Students have the right to inspect their own official records and authorise their release to an outside source 
by signing the Release of Information Form, available in the Registrar’s office. Through the use of this form, 
a student can specify information to be released and to whom the information is to be released. Without this 
authorisation, the College will not provide confidential student information, with the exception of “directory 



 

information” and to special individuals/agencies as enumerated below. Directory information may be released 
freely unless the student has indicated otherwise one the Directory Withholding Information Form. 

The College reserves the right to disclose information contained in student records, without student consent, to 
the parties listed below: 

• School officials with legitimate educational interest; 

• Other schools to which a student is transferring; 

• Specified officials for audit or evaluation purposes; 

• Appropriate parties in connection with financial assistance to a student; 

• Organizations conducting certain studies for or on behalf of the school; 

• Accrediting organizations; 

• Agencies presenting judicial orders; 

• Authorised government agencies; and 

• Appropriate officials in cases of health and safety emergencies. 

College personnel are authorised to use whatever information they deem necessary to comply with applicable laws 
and protect the health and safety of persons and property. 

STUDENT NOTIFICATION 

Students are notified of their rights pertaining to accessing their information via the Student Handbook, College 

Catalogue, and the website. 

CUSTODIAN OF RECORDS 

Students’ confidential records may be the custody of only one department. Only those various college departments 

are authorised to determine the release of records in their possession. 
 

RECORD TYPES RESPONSIBLE DEPARTMENT CUSTODIAN 

Admission Records Registry Registrar 

Academic Records Registry Registrar 

Financial Records Fiscal Services Office Bursar 

Health Records Student Success Centre Campus Nurse 

Disciplinary Records (Behavioral) Student Success Centre Director, SSC 

(Academic) Deans’ Offices Deans 

RIGHTS OF STUDENTS 

Students have the right to: 

• Withhold disclosure, in the absence of prior consent for release, of personally identifiable information from 
their student records, with exceptions under special circumstances only; 

• Inspect and review records, including records of disclosure with the exception of those from judicial orders 
and parental financial information; 

• Seek to have records amended; 



 

• File a complaint following the procedure outlined in the Student Code of Behaviour policy; 

• Be informed of their rights. 

RECORDS OF REQUESTS FOR DISCLOSURE 

With the exception of disclosures to school officials, disclosures of directory information and disclosures to 
students, the College will maintain a record of all requests for and/or disclosures of information from a student’s 
education records, as specified in the policy. The record will indicate the name and organization of the party making 
the request, any additional party(ies) to whom it may be re-disclosed, if known, and the legitimate interest the 
party had in requesting or obtaining the information. 

RECORDS OF DECEASED STUDENTS 

Initially, upon a student’s death, the education records will remain private documents and may be released only 
upon the written consent of the executor/executrix (personal representative) of the estate. If no personal 
representative has been appointed, rights to access education records may be exercised by the surviving spouse, 
any child of the decedent, or if there is no surviving spouse or children, the parents of the decedent. Documentation 
regarding the status of the requester will be required. 

STUDENT COUNSELLING RECORDS 

Records that are the result of private counselling sessions shall be kept confidential and secure by the Student 
Success Centre. The Centre retains these confidential records for five years, after which time they may be 
destroyed. Access to information contained in these records must be granted by the Director of the Student 
Success Centre, who makes every effort to protect the privacy rights of students unless, in his/her professional 
judgement, one or more of the following conditions exists: 

• It becomes clear that a student might do serious harm to self or others; 

• The counsellor believes a student under the age of 16 is the victim of incest, rape, child abuse, or other crime. 

• The counsellor determines the student needs hospitalization; 

• Information is made an issue in a court action; 

• Students request that their records be released to themselves or to a third party; 

• There is evidence of abuse of the elderly and of dependent adults. 

  



 

PROCEDURE 

The following procedures apply to access to and release of information contained in student records: 

Request by Student: 

1. Current and former students who wish to view their record must submit a written request to the identified 
records custodian. Requests submitted via email must originate from the student’s HLSCC email account. 
Students will be required to provide proof of identity before they are allowed access to any records. 

2. Within ten (10) business days of submitting a request for release of information, the records custodian or 
designate will make the necessary arrangements for access and will notify the student of the time and place 
where the records may be inspected. The student may be given supervised access to inspect and review their 
records or copies of the records. Furnishing the student with a copy of the records constitutes providing access 
to the records. 

3. If the student cannot come to the department to review the records, the appropriate department shall provide 
copies. A fee of $2.00 per page will be charged. 

4. HLSCC reserves the right to deny copies of records, including transcripts, in any of the following situations:  

(a) The records requested are transcripts of an original or source document from another organization; 

(b) There is a financial or other hold on the student’s account; and/or 

(c) There is an unresolved disciplinary action against the student.  

REQUEST FOR AMENDMENT OF RECORDS: 

(a) Students have the right to request a review and/or amendment to an education record that they believe 

is incomplete, inaccurate or misleading. Such requests must be submitted in writing to the Registrar, or 

other records custodian, and must identify the aspect of the record in contention and the reason(s) why 

the student believes it is incomplete, inaccurate or misleading. Students are able to correct an 

inaccurately recorded grade, but not to have the grade evaluated and changed. 

(b) The appropriate record custodian will review the request and notify the student of the decision within ten 

(10) business days. If the decision is the approval of the request, the record(s) will be amended as 

indicated. 

(c) In cases where the decision is to deny the request, students will be informed in writing of the decision 

and their right to a hearing. The student will be given the opportunity to place in the record a statement 

commenting on the challenge information and/or a statement setting forth reasons for disagreeing with 

the decision. Such a statement will be maintained by the College and will be included any time the 

contested portion is disclosed. 

(d) Upon written request, the College will arrange for a hearing and notify the student, with reasonable 

advance notice, of the date, place and time of the hearing. The hearing will be conducted by a tribunal 

set up by the Vice President in consultation with the appropriate records custodian. The student will be 

afforded full and fair opportunity to present evidence relevant to the issue raised and may be assisted or 

represented by an individual of his/her choice, at the student’s expense. 

THIRD PARTY REQUESTS 

1. In instances where a student wishes to grant access to a third party the student must give specific, written 



 

consent via the Authorisation for Release of Information Form regarding non-directory information. This form 
can be obtained from and shall be returned to the Registry. Requests for information must be documented on 
the student’s file. 

2. Requests for release of information on students by school officials must be routed to the Registrar or designee, 
and verification of legitimate interest must be conducted. Requests for information must be documented on 
student’s file, noting method of request and outcome of request. 

3. To release information to agencies such as media, courts, government agencies, etc. a written request, with 
supporting documentation must be submitted. Approval must be granted by the Registrar, and if necessary, 
the Vice President. Requests for information must be documented on student’s file, noting outcome of request, 
except instances of written consent from the student, directory information or a subpoena that prohibits 
disclosure to the student. 

 
Attachments: 
HLSCC Authorisation for Release of Information Form 
HLSCC Confidentiality Agreement Form 
HLSCC Directory Withholding Information Form 
HLSCC Request for Information Form 
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SUMMARY FOR RELEASE OF STUDENT INFORMATION 
 

Requestor Definition Ask to See 
ID 

Verify 
Need to 
Know 

Obtain Written 
Permission 
from Student 

Explain 
Limits on 
Re- 
disclosure 

Record Request & 
Action Taken in 
Student File 

Miscellaneous 

The Student 
Requesting His 
or Her Own 
Records 

Any person who 
attends or has 
attended the 
HLSCC 

Yes. Check 
ID. 

N/A Yes, if student is 
requesting to 
view file/ inspect 
records. 

No No Student has NO right to 
view confidential letters or 
any financial information of 
parent in 
their education record. 

Parent or 
Guardian / 
Spouse 

Parent, guardian or 
individual legally 
acting as parent in 
the parent’s 
absence. 

Check to see 
if Release of 
Information 
Form is on 
file. 

Maybe Yes. No Only if request is 

denied. 

Only person(s) designated 
on the Release of 
Information form can 
receive information unless 
court 
order states otherwise. 

Faculty or Other 
School Official 

College 
administrator, 
academic, or 
research 
employee. 

No, unless 
doubt as to 
the official’s 
identity. 

Yes, even 
for an 
official, 
verify their 

legitimate 

interest. 

Not necessary 
if official has 
legitimate 
educational 
interest. 

Yes Keep a record in the 
student’s file and 
indicate if request 
approved or denied. 

Consult with supervisor or 

Registrar if in doubt of 

legitimate interest. 

Other Parties 
Seeking 
Information 

Media, courts, 
lawyers, sponsor, 
educational 
authorities, govt. 
agencies. 

Yes. Yes, as far 

as possible. 

Maybe Yes Yes, unless have 
written consent from 
student, directory 
information or 
subpoena that prohibits 
disclosure 
to student. 

Check if student has 
requested non- disclosure 
of directory information. 
This will be reflected in 
SONIS. Registrar must 
approve. 
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STUDENT EVALUATION OF INSTRUCTION 

Title: Student Evaluation of Instruction Number: 2.25.0617.1 

Approved by the Board of Governors  
Date: June 20, 2017 

Implementation 
Date: August 1, 2017 

History: New 
Review Approved by the Board of Governors:  
Scheduled Review Date: June 2020 

Origin: Faculty and Staff Guidelines 1999 

RATIONALE 

The College recognizes the need to continuously improve the levels of instruction to ensure student success. The 

student evaluation of instruction process is designed to provide faculty with feedback from students to assess, 

Improve and refine their individual methods of instruction and teaching style. 

POLICY 

Evaluations of teaching will be administered during the tenth (10th) week of each semester. Evaluations may not be 

conducted during the time designated for final examinations. Student evaluation of instruction forms will be 

administrated and collected under controlled conditions in order to ensure students’ anonymity. Student evaluations 

are designed to enhance methods of instruction and are an integral part of the formal evaluation process of faculty. 

The results of student evaluation of instruction will provide a direct link to the professional development needs of 

the faculty. 
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PROCEDURE 

1. Evaluation of instruction will take place each semester. 

2. Students and faculty will be reminded at mid–term that the evaluation of courses will take place in the tenth 
week of instruction. The Office of Student success will place these reminders on the College’s Facebook page, 
post reminders across campus and the Virgin Gorda Centre and send emails to all enrolled students as well 
as faculty. 

3. All courses will be evaluated. 

4. The Office of Student success will administer and collect the evaluations with assistance from each Head of 
Department. 

5. The results from students’ evaluation of instruction will be disseminated to faculty, the relevant Head of 
Department, Deans and Human Resources once the grades for the semester have been finalized and made 
official. All parties will receive email notification when the results are available. 

6. The submission of evaluations is anonymous and the results you receive will not indicate the answers of 
individual students.  
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STUDENT LEARNING OUTCOMES ASSESSMENT 

Title: Student Learning Outcomes Number: 2.16.0311.1 

Approved by the Board of Governors  
Date: March 15, 2011 

Implementation  
Date: March 15, 2011 

History: 
Scheduled Review Date: March 2014 

Origin: 

RATIONALE 

The HLSCC Board, administration and faculty are committed to preparing students and workers for their place in a 
rapidly developing British Virgin Island community. Student learning outcomes assessment provides for ongoing 
monitoring of the extent to which students are developing the knowledge, skills, beliefs, and attitudes that are 
appropriate of degree and certificate recipients from each of its instructional programmes. By providing evidence of 
the quality of teaching and learning, learning outcomes data assists the faculty in refining course goals and outcomes, 
ensuring effective curricula and innovative teaching, and identifying faculty development needs relative to methods 
of teaching. In addition, student learning outcomes assessment assists programmes and the College as a whole in 
the accreditation process by providing evidence of quality teaching and learning. 

In helping to promote a culture of evidence, this policy reaffirms that the College  is committed  to the central role of 
faculty in the assessment process and allowing instructional programmes flexibility in choosing the assessment 
methods that will be most useful and appropriate to programmes, hence to student learning outcomes. 

DEFINITIONS 

Culture of evidence: An environment in which the use of research and/or assessment results to guide policy decisions 
is expected and valued; 

Instructional programme: represents any entity that offers instruction and from which students may receive a degree 
and/or certificate of completion following a requisite description of courses, regardless of the method of instructional 
delivery. 

Assessment: The systematic process of evaluating educational goals and objectives, gathering, using, and analysing 
information about student learning outcomes to make decisions about programmes, individual student progress, or 
institutional accountability. 

Student learning outcomes: The achieved results or the actual consequences of what a student has demonstrated or 
accomplished; it may be academic and occupational, as well as the intellectual, personal, civic development, 
attitudes, values, and beliefs that students attain as a result of their educational participation. 

Institutional effectiveness: Benefits or changes in a population, organisation, or community due largely to instructional 
programme activities; typically expressed in aggregate form. These benefits may include economic, civic, service, 
community, as well as student learning. 

POLICY 

The President shall exercise leadership to support student learning at H. Lavity Stoutt Community College. In so 
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doing the President is hereby granted full authority and autonomy by the Board of Governors to utilise College 
resources to that end in any manner deemed appropriate, so long as the President exercises prudent judgment, 
ethical and lawful behavior, and reasonable interpretation of this policy. The President shall ensure the College: 

1. Develops courses and programmes of instruction with clearly articulated learning outcomes aligned with its 
mission. 

2. Clearly articulates its course, programme and significant institutional learning outcomes for the benefit of faculty, 
staff, and students. 

3. Establishes and publishes academic policies such as graduation requirements and grading policies. 

4. Provides programmes which prepare students for successful transfer and accurately inform students how 
courses transfer to their universities of choice. 

5. Provides programmes which have been developed in concert with the requirements of universities and potential 
employers. 

6. Provides programmes which prepare students for successful job placement and provide an appropriate level of 
career and academic advising regarding the job market and preparation needed for individual careers. 

7. Effectively utilises available technology to improve student learning and access to learning. 

8. Develops and maintains a library collection of sufficient scope and currency to support a high-quality community 
college curriculum and to meet the information needs of its students, faculty and staff. 

STUDENT LEARNING OUTCOMES POLICY STATEMENTS AND PROCESS 

A. Planning and Managing the Assessment of Student Outcomes 

A positive culture of assessment requires the input of multiple stakeholders. The following guidelines provide a 
framework for the planning, management and support of student outcomes assessment: 

1. Student Learning Outcomes assessment may occur at the instructional, non-instructional or institutional levels. 

2. The faculty and staff closest to the delivery of programmes and services are responsible for assessing the 
student learning outcomes; 

3. All instructional programmes are required to maintain and implement a Student Outcomes Assessment Plan that 
is based on, and that clearly articulates the purpose (mission), goals, expected student learning outcomes of the 
programme. 

4. Student Learning Outcomes Assessment Plans should reflect a three-year cycle within which all learning 
outcomes will be assessed. During this term, plans should be adjusted based on changes in the goals or curricula 
approved for the programme. 

5. Courses or other programme components, whether offered through traditional classroom instruction, distance 
delivery or other forms of instruction should be reflected in the Student Learning Outcomes Assessment Plan. 

6. It is the responsibility of the Office of Planning and Institutional Effectiveness to ensure that a three year plan for 
the assessment of non-instructional student outcomes (including student learning outcomes contained in Board-
approved indicators of institutional effectiveness) approved by the President are included as part of a single 
comprehensive three-year Student Learning Outcomes Assessment Plan for the College. 

B. Assessment Information and Use 

1. Assessment should be based on multiple direct and indirect measures, and activities shall be designed to identify 
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both programme and institutional strengths and challenges. 

2. The respective department decides what specific student learning outcomes are to be measured, as well as the 
instruments and procedures for assessing such outcomes. 

3. Assessment information shall be used by departments to better understand and improve student learning. 

4. The assessment of student learning is expected to stimulate discussions among faculty (full- time, part-time and 
adjunct) concerning programme learning goals, expected student learning outcomes, curriculum, and teaching 
strategies as means to improve learning. 

5. As an effort designed to foster programme improvement and effective student learning, student learning 
outcomes assessment information may not be used for personnel decisions (except voluntarily provided by 
individual faculty), nor should it be the primary criterion for the allocation of resources to instructional 
departments. 

C. Participatory Governance and Student Learning Outcomes Assessment. 

Student learning outcomes assessment and instructional programme improvement are collaborative and ongoing 
processes. A number of different bodies share responsibilities related to these activities. These include not only the 
faculty and departments offering the programmes, but also the Curriculum Committee, the Student Learning 
Outcomes Assessment Committee and Instructional Programme Review committees. Key expectations of these 
standing committees of the College Governance system are summarised as part of this policy. 

Curriculum Committee: Effective student learning outcomes assessment is based on a clearly defined purpose of 
instructional programmes along with statements of programme goals and expected student learning outcomes. It is 
the responsibility of the Curriculum Committee to ensure that new curricula offerings, or changes to existing curricula 
reflect the stated purpose of programme, that course goals are aligned with programme goals, and that provisions 
are made for assessment of articulated student learning outcomes. 

Instructional Programme Review Committee: Reports of instructional programme review documents should include 
information on the assessment plan for the programme, the learning outcomes, the yearly summary reports of 
assessment activities, and descriptions of the impact of improvements made based on the assessment results since 
the last programme review. While no other assessment-related information will be required in programme review 
documents, departments may choose to include additional assessment information in their programme review 
materials as supporting documentation. 

Student Outcomes Assessment Committee: This committee is the primary means by which groups and individuals 
that are engaged or affected by student learning outcomes assessment activities or that provide oversight and support 
for such activities communicate and ensure a shared understanding and effort leading to the success and 
institutionalisation of a student learning outcomes assessment plan. For this reason, the responsibilities of the Student 
Outcomes Assessment Committee are described in a charge to the committee that also reflects its membership and 
requirements. The policy calls for implementation of the charge as it has been assigned by the President. The Vice 
President provides executive leadership for the Committee. Changes to the membership and charge must be 
recommended by the Vice President and must be approved by the President. 

Detailed responsibilities of the faculty, Heads of Departments, Deans and the Vice President, as well as the Director 
of the Centre for Teaching and Learning and the Director of the Office of Institutional Planning and Effectiveness are 
described in the Student Outcomes Assessment Plan. 

D. Evaluation of the Student Outcomes Assessment Activities 

Annual reports prepared by departments are expected to reflect individual analyses and assessment of their student 
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learning outcomes assessment activities, including a description and rationale for changes and recommendations 
that are related to their plans for the future. These reports are reviewed by the Deans and Vice President. 

Moreover, the Student Outcomes Assessment Committee is required to provide to the Vice President, at the end of 
each academic year, an annual report that represents a comprehensive assessment of student outcome assessment 
activities. The report is made up of a description  of the status of assessment activities in relation to those contained 
in the plan, together with an assessment of the Committee’s performance in relation to the annual goals of the 
Committee. The Committee is also expected to offer recommendations for changes that might be indicated and to 
propose a list of goals for the Committee in the year ahead. 

STUDENT LEARNING OUTCOMES ASSESSMENT PLANNING AND REPORTING PROCEDURES 

A. Assessment Planning 

1. Assessment plans will generally establish a three-year cycle of student learning outcomes assessment activities 
– both as it pertains to instructional and non-instructional student learning outcome assessment activities. 

B. Assessment Implementation 

1. To facilitate implementation of student learning outcomes assessment, the three-year assessment plans that are 
required of instructional departments should be aggregated to form a Comprehensive Student Outcomes 
Assessment Plan. It is the responsibility of the Student Outcomes Assessment Committee to ensure that such 
a plan is maintained. 

2. The Goals contained in Department Planning and Assessment Records (DPARs) for individual college 
departments should reflect the student learning outcomes assessment activities that are contained in the 
College’s Student Outcomes Assessment Plan. 

C. Assessment Reporting 

1. At the end of each year, the Department Planning and Assessment Records will also include a summary of the 
results of assessments and, where indicated, the manner in which such results were used for programme 
improvement, curricula change, faculty development etc. Completed DPARs must be submitted to the Director 
of Institutional Planning and Effectiveness. 

2. Results and use of Student Outcomes Assessment results are also compiled in the Comprehensive Student 
Outcomes Assessment Plan by the Student Outcomes Assessment Committee for reporting to the Vice 
President. In this manner, student outcomes assessment information and the use of results are made readily 
available for review and use by appropriate governance and review (e.g. accreditation) bodies. 

D. Public Access to Student Outcomes Information 

1. It is the primary responsibility of instructional departments to ensure that student learning outcomes information 
for instructional programmes is readily available and accessible to current and prospective students. 

2. It is the responsibility of the Office of Planning and Institutional Effectiveness, working with the Student Outcomes 
Assessment Committee and the Director of Communications, Public Relations and Marketing, to ensure that 
student learning outcomes information is summarised and presented in an easy to understand format. 
Distribution of such information should be  made available via the College website, and other means by which 
general College information is made accessible both on and off the College campus, to current and prospective 
students, as well as members of the wider community. 
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STUDENT WITH DISABILITIES 

Title: Students with Disabilities  Number: 2.27.0518.1 

Approved by the Board of Governors 
Date: May 2018 

Implementation 
Date: August 1, 2018 

History: New 

Revised and Approved by the Board of Governors: 
Scheduled Review Date: May 2021 

Origin: 

RATIONALE 

The H. Lavity Stoutt Community College is committed to providing equal access to its instructional and social activities 

to all qualified students - including students with disabilities. We believe that the community will benefit from 

development of the skills and talents of all individuals and welcome the opportunity to prepare everyone for their 

place in the society. This policy applies to every facet of the College’s operations, including but not limited to student 

admissions, instructional requirements or any other college administered programme or service. 

DEFINITION 

Disability - A physical, emotional or mental impairment that substantially limits carrying out one or more of one’s major 
day to day activities; and that has a long-term adverse effect on one’s ability to perform essential tasks. 

Otherwise qualified person - Any individual with a disability who meets the standards requisite to admission and 
participation in the College’s educational programme and activities. 

Essential tasks - Tasks that are required in order to carry out normal life activities. These include but are not limited 
to the following: seeing, hearing, eating, sleeping, walking, standing, sitting, bending, speaking, breathing, learning, 
reading, concentrating, thinking, communicating and working, among others. 

Progressive conditions - Conditions that are identified by the medical profession as becoming more severe, evident, 
and disabling over time – particularly as one gets older. 

Chronic conditions - Conditions that, while they may not be obvious to others, are persistent and may limit one’s 
ability to carry out physical or other normal tasks of everyday living from time to time. 

POLICY 

SPECIAL ACCOMMODATIONS FOR STUDENTS 

1. The College provides disabled students with such accommodations as the following: 

(a) writing notes for students who are unable to do so themselves; 

(b) taping lectures with the awareness of the instructor; 

(c) writing or entering test responses provided by students; 

(d) assigning time and location to administer assigned tests; 

2. Faculty are required to cooperate with the administration in making special accommodation for students 
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with disabilities that do not call for special training on the part of the faculty (e.g. taping of lectures, seating 
for interpreters, spacing for wheelchair, etc.) 

3. The cost of any special accommodations for disabled students is the responsibility of the student; 

STUDENT DISCLOSURE AND VERIFICATION OF DISABILITIES 

1. Students with disabilities who require accommodations are required to make known the condition and their 
need for accommodations on their Application for Admission providing documentation and evaluation of same 
when requested to do so. 

2. In those instances where a disability becomes known after the student has enrolled at the College, it is the 
student’s responsibility to advise the College of the condition, and of the need for special accommodations. 
Verification of the disability may be required. 

3. Verification of a disability must be provided by a professional that is qualified to diagnose and assess such a 
condition. Such verification must reflect the student’s current level of functioning in relation to the activities that 
are affected by the disabilities. 

4. Medical information provided to the College by students or from a physician as part of a request for 
accommodation(s) is strictly confidential and is subject to applicable laws of the Territory and policies of the 
College. 

5. Any student who, because of a disability, requires special accommodation with respect to a policy, practice, 
service or benefit, is requested to notify the College and provide appropriate confirmation of the reason for the 
requested accommodation. 

EXCEPTIONS TO PROVISION OF ACCOMMODATIONS 

1. While the College does not discriminate against students with disabilities, such accommodations will not be 
provided under the following conditions: 

(a) when their participation will alter the nature of the course or programme that will be provided to them; 

(b) when accommodations (e.g. for field trips) will be unduly burdensome (financially or administratively) to 
the student or to the College; 

(c) if accommodations will result in lowering academic and other essential performance standards; 

(d) when accommodations will present a risk of safety to the student. 

ADDITIONAL SERVICES FOR STUDENTS WITH DISABILITIES 

1. The Student Success Centre makes information concerning community base services available to students 
for disabilities – including their location, fees, services and facilities; 

2. The Student Success Centre makes information concerning campus base services available to students with 
disabilities - including college policies, extracurricular activities, Phi Theta Kappa honor society, etc.; 

3. The College will assist students in documenting the accommodations they have received during their time at 
the College as an aid in requesting such accommodations at other institutions. 

STUDENT COMPLAINTS 

1. Students who have concerns about a service, accommodation, modification of a practice or requirement are 
encouraged to bring these concerns to the attention of the Director of the Student Success Centre for 
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resolution. 

2. If a student concern cannot be resolved in a satisfactory manner, the student has a right to make use of the 
Student Grievance Policy. 

3. The College strictly prohibits any form of retaliation against students who request accommodations, report, or 
participate in a complaint or otherwise exercises rights secured by this policy. 
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WITHDRAWAL FROM CLASS 

Title: Withdrawal from Class Number: 2.04.0609.1 

Approved by the Board of Governors 
Date: July 20, 2009 

Implementation 
Date: July 20, 2009 

History: 

Revised Approved by the Board of Governors: May 22, 2018  

Scheduled Review Date: June 2023 

Origin: British Virgin 
Islands Community 
College Catalogue 1990 

RATIONALE 

There may be circumstances that require a student to voluntarily withdraw or be administratively withdrawn from a 

class(es) previously registered for. The policy places the ultimate responsibility of the decision to voluntarily withdraw 

from a course with the student. The role of the adviser and the instructor in this process is to discuss, challenge, and 

advise on the long-range implication of such a decision. 

DEFINITIONS 

Administrative Withdrawal - The College has the right to administratively withdraw a student from a course without 
the student’s permission, typically in instances of violation of behavioral or financial policies, or academically if the pre-
requisites of a course have not been met and the student does not voluntarily withdraw. 

Drop - Students may opt not to complete a course(s) after registration, and so discontinue the course(s). A drop 
means that a student withdrew from a course(s) within an early stated timeframe, typically up to the first week of 
classes, and is due a refund on tuition and non-registration fees. 

Late Drop/Withdrawal - The voluntary withdrawal of a student through discontinued attendance of a course, by the 
end of the designated late withdrawal period. No tuition or course/programme related fees are refunded during this 
period. 

Late Withdrawal Period - This period is the timeframe from weeks 6 through 9 for Fall and Spring semesters, and a 
commensurate period during of the Summer Term. 

Regular Withdrawal Period - This period is the timeframe from weeks 2 through 5 of the Fall and Spring semesters, 
and a commensurate period during the Summer Term. 

Withdrawal - The withdrawal by a student indicates later discontinuation of a course, after the end of the drop period, 
and the student may be subject to a refund on tuition and non-registration fees. 

 ‘Q’ - A grade assigned to a student who withdraws with special permission provided only by the President of the 
College. This permission is usually based on the nature and completeness of the documentation supporting the 
withdrawal request. 

‘W’ – Withdrawn - The grade of a student who withdraws from a class during the regular withdrawal period. The grade 
appears on the student’s transcript. 

‘WA’ – Administrative Withdrawal - The grade of a student who has been administratively withdrawn from a class. 

‘WD’ – Withdrawn - This is an enrolment status and not a grade. It indicates that a student withdrew from a course(s) 
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during the designated add/drop period. This does not appear on the student’s transcript. 

‘WF’ – Withdrawn Failing - The grade of a student who withdraws from a class during the late withdrawal period with 
unsatisfactory academic standing. The grade appears on the student’s transcript. 

‘WP’ - The grade of a student who withdraws from a class during the late withdrawal period with satisfactory academic 
standing. The grade appears on the student’s transcript. 

POLICY 

VOLUNTARY STUDENT WITHDRAWAL 

Students may wish to voluntarily withdraw from a class(es) and may do so in accordance with the stated timeframes 

and required documentation. 

Only students or student authorised individuals are permitted to execute a voluntary withdrawal. 

Under special circumstances, excluding academic matters, a student may request, with supporting documentation, 

an exception or extension to the withdrawal deadline. Students must be prepared to justify the request with supporting 

information and documentation to the Director of the Student Success Centre, indicating: 

(a) The direct “cause and effect” relationship between the student’s extenuating circumstances and the 

inability to meet drop/withdrawal deadlines or the student’s inability to continue his/her course(s); 

(b) The extenuating circumstances were severe, not foreseeable and/or could not have been reasonably 

prevented during the time period in question; and 

(c) Relevant documentation, as available, from an approved authority to support the students claim. 

This exception may allow the student to receive a “Q” grade, which is only granted with the written permission of the 

President, based on the nature and completeness of the documentation supporting the withdrawal request. 

ADMINISTRATIVE WITHDRAWAL 

The College reserves the right to withdraw a student from a course(s) under certain circumstances, and the student’s 

grade or status is reflected accordingly. The student must be notified in writing of the reason for an administrative 

withdrawal, together with any financial implications of the action taken. 

Further, if a student registers for a course, and does not report to the course by the mid-term period, the student will 

be administratively withdrawn. Tuition and fees will not be refunded in such instances. 

REFUNDS 

The date of the withdrawal will be the date of the receipt of the withdrawal form. It is this date that will determine the 

grade assigned and the nature of the refund, if any, according to the Refund policy. 

RE-ENROLMENT 

A student who chooses to re-enrol in a class must pay the cost of all applicable tuition and fees. Any existing credit 

would apply towards the account. 
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STUDENT GRADES 

Students’ grades are impacted by withdrawal decisions, and the grade assigned is linked to the withdrawal period. 

Such grades, while reflected on the student’s transcript, do not affect the student’s grade point average (GPA). 

WITHDRAWAL CONDITIONS 

Status/Grade 
Acronym 

Withdrawal Conditions 

WD – 
Withdrawn 
Status 

This is an enrolment status and not a grade. It indicates that a student withdrew from a 
course(s) during the designated add/drop period. This does not appear on the student’s 
transcript. 

W - Withdrawn 
The grade assigned to a student who voluntarily withdraws from a class during the regular 
withdrawal period. 

WP – 
Withdrawn 
Passing 

The grade assigned to a student who withdraws from a class during the late withdrawal 
period with satisfactory academic standing. 

WF – 
Withdrawn 
Failing 

The grade assigned to a student who withdraws from a class during the late withdrawal 
period with unsatisfactory academic standing. 

Q 
This indicates that withdrawal from this course was granted by special permission from the 
President of the College and is applied after the regular withdrawal period. 

WA – 
Administrative 
Withdrawal 

The grade assigned to a student who has been administratively withdrawn from a class. 
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PROCEDURES 

VOLUNTARY DROP/WITHDRAWAL 

1. During the add/drop period, the Add/Drop form will be used. This form must be completely filled out by the 
student and signed by the relevant instructor(s) (lecturer(s)). A withdrawal during this period is not reflected 
on a student’s transcript. 

2. Following the add/drop period and ending on the last day of the fifth week of class during the Fall and Spring 
semesters, and days 4 – 5 or comparable period during a shorter term, such as the Summer Term, students 
will also use the Add/Drop Form. This form must be signed by the relevant instructor(s). A withdrawal during 
this period is reflected as “W” on the student’s transcript. 

3. If a student wishes to withdraw during the sixth to ninth week of the Fall and Spring semesters or comparable 
period during a shorter term, such as the Summer Term, will use the Late Withdrawal Form. During this period 
in addition to signing the form, the instructor must assign a grade of “WP” or “WF” to indicate the level of 
satisfaction with the student’s progress in the course to date. This grade is recorded on the student’s 
transcript. 

ADMINISTRATIVE WITHDRAWAL 

1. An administrative withdrawal can only be initiated by an Officer of the President’s Cabinet. The most senior 
officer in charge of the area must sign the Administrative Withdrawal From for academic, attendance or 
financial reasons. The President must sign in instances of withdrawal for behavioral or disciplinary reasons.  

2. A Registry officer will process the withdrawal based on the instructions given concerning refunds or grades 
on the form or any attachment submitted. These instructions are usually based on the nature and 
completeness of supporting documentation. 

3. The Cabinet Officer authorizing the withdrawal of the student is responsible for communicating the action and 
the reason for the same to the student in writing, whether by hard copy letter or via email. 

APPEALS 

Students whose requests for exemptions to this policy are denied may appeal the decision within 5 working days of 

receipt of the written denial to the Student Success Department. 

Students are not permitted to raise new issues which were not included in the original request. The appeal must 

include at least one of the following: 

• A statement explaining why the student believes the denial was made in error; and/or 

• The submission of new/additional information pertaining to the original request. 
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Fiscal and Business Services Policies 
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ANNUAL BUDGET PLANNING DEVELOPMENT AND MANAGEMENT 

Title: Annual Budget Development, Approval and Management Number: 3.04.0311.1 

Approved by the Board of Governors  

Date: March 15, 2011 

Implementation 
Date: March 15, 2011 

History: 
Scheduled Review Date: March 2014 

Origin: Fiscal Services 

DEFINITION 

A budget is a plan of operations which includes the proposed expenditures for a specific period or purpose and the 
proposed means of financing them. The HLSCC budgetary process concerns itself with the development of an 
operating budget request to the Government for the year beginning January 1 and ending December 31; and with 
the allocation and responsible management of resources that are approved by the House of Assembly of the British 
Virgin Islands. 

BACKGROUND 

To accomplish a state budget document, the Office of the Premier requires H. Lavity Stoutt Community College to 
submit its annual operating budget request, within the guidelines and forms which it prescribes, generally on or 
before August 31st each year. To comply with this requirement, The College budget is developed by analysis and 
compilation of unit budgetary requests. The Premier subsequently reviews the request with College leaders and 
prepares a budget request that is defined to mean the appropriations proposed as set forth in the budget document. 
The budget document becomes the basis for all budgetary hearings in the House of Assembly. 

Internal budgets are developed by budgetary unit heads, reviewed or revised by the Executive Committee 
comprised of the President, Vice President, Associate Vice President and Bursar. Following the President's 
approval, the budget is submitted by the President to the Board of Governors for its approval prior to forwarding to 
the Premier. 

PURPOSE 

(a) To establish an institutional framework in the form of leadership parameters and expectations and technical 
guidelines for the development of department level budget requests; 

(b) To provide for the participation of all employees in assessing results, and defining future goals, hence 
resource needs, that help to accomplish institutional priorities; 

(c) To provide a systematic and consistent format and schedule by which annual department level budget 
requests are submitted for consideration; 

(d) To provide an informed and largely objective means by which budget requests are reviewed and 
agreements reached concerning funding priorities that will be submitted to the Government for 
consideration; and that will be allocated to departments. 

CONSIDERATIONS 

1. It is the responsibility of the President, in consultation with the Vice President, to clearly develop and 
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communicate executive guidelines to managers with the common framework within which budget requests 
should be developed for the year. These include but are not limited to special priorities to be addressed, the 
environment and projections concerning government priorities and availability of resources, and other special 
considerations internal to College planning. 

2. Budgets are subject to continued review and analysis. They should be developed with defensible facts, in the 
context of institutional priorities and College as well as departmental goals for the year, in consideration of 
outcomes of previous year goals, and within reach of projected revenues. This is necessary in order to 
develop sound arguments that reflect accountability for the use of public resources. 

3. The participation of College employees is essential to developing a full understanding and accountability for 
the use of College resources. It is the responsibility of the Heads  of Departments to engage staff at all levels 
in the assessment of the outcomes of department goals and in the identification of annual goals that will 
achieve the priorities of the College. A representative committee of College employees – the Joint Strategic 
Planning and Resource Allocation Committee is further responsible for providing input to the President 
concerning the effective expenditure of resources. The Executive Committee makes the final budget 
determinations as will be presented to the Board for its approval. 

4. The annual budget process is implemented by means of a detailed schedule of activities and within 
timeframes that provide for timely development and decisions leading to the allocation and management of 
operational resources. 

5. Financial management is a major responsibility of senior administrators. Administrators are evaluated, at 
least in part, on the management of the resources over which they have control, and on their ability to manage 
within the "current level" funds and on their ability to achieve new levels of efficiency and service delivery 
within fixed resources. 

6. Accountability for sound and prudent financial management applies to all sources of College funds. 
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PROCEDURE 

The Integrated Annual Planning, Budgeting and Resource Allocation Schedule 

TIMEFRAME ACTIVITY RESPONSIBILTY 

February Review College, community and government challenges 
and opportunities in order to determine College-wide goals 
and executive guidelines for 
annual planning and budget development. 

Executive Committee1 

February On the basis of resource allocation and expenditure trends, 
other funding considerations, and long-term institutional 
commitments, develop projected 
operational budget for the three-year period ahead. 

Executive Committee 

April Prepare and review Executive Planning and Budget 
Development Guidelines, and College level academic, 
administrative and student support goals 
for the year ahead with the appropriate Board Committee 
and Cabinet. 

College President 

April Issue Executive Planning and Budget Development 
Guidelines, College Goals and Instructions/ Schedule for 
department budget development to 
budget holders 

Bursar 

April Conduct workshop for budget holders to assist with the 
preparation of the Budget Development. Workshop 
stresses the budget request in relationship 
to the department/individual goals. 

Bursar 

May Prepare a balance budget for review by the 
Executive Committee. 

Bursar 

April Complete Abbreviated Programme Review form for each 
degree or certificate programme 

Department Head  
(support from Director, 
Planning & Inst. Effect.) 

April Prepare Annual Department Level Planning & Assessment 
Record (DPAR) – Part 1 (i.e. not Results and Use of 
Results sections). (Consider Executive Guidelines, results of 
prior year goal assessment, abbreviated programme reviews, 
comprehensive programme reviews and advisory committee 
recommendations, etc.) 

Department Head/ 
Director, with faculty/ staff. 

By April 30 Identify needed resources for continuing operations 
- including implementing annual goals. Prepare and submit 
budget request and recommendations for improving 
departmental efficiency and cost savings. Attach 
completed DPARs 

Department Head / 
Director, with 
faculty/staff. 

 Review and recommend funding request priorities Joint Strategic Planning 
1 The Executive Committee is made up of the President, Vice President, Associate Vice President and the Bursar. 
  



| 176 
 

TIMEFRAME ACTIVITY RESPONSIBILTY 

May (in the context of Guidelines, College-wide goals and 
Institutional Priorities) to the Executive 
Committee. 

And Resource Allocation 
Committee 

May Review and prioritize department recommendations 
for improving efficiency and cost savings to the Executive 
Committee. 

Joint Strategic Planning 
And Resource Allocation 
Committee 

May Review Joint Strategic Planning and Resource Allocation 
Committee recommendations in order to provide directions 
for development of College 
Budget Estimate. 

Executive Committee 

May Employee contract/salary review and determinations Executive Committee 

May Prepare preliminary line item College Budget 
Estimate or request 

Bursar 

June Respond to Revenue call Ministry of Finance 
(BVI Government)2 

June Approval of contracts and salaries Board of Governors 

June Prepare Annual Institutional Effectiveness Indicator 
Report 

Director - Institutional 
Effectiveness 

July Review draft budget with Executive Committee for 
additions/deletions/ or corrections. 

Bursar 

July Revised line item College Budget after review by 
the Executive Committee 

Bursar 

July Present draft budget to the Board of Governors for 
their review and approval. 

President 

July Submit line item College Budget Estimate (along with 
Effectiveness Indicator Report) to the BVI 
Premier (Minister for the College) 

College President 

August Revise the line item budget with Board of Governor’s 
Recommendations for review by the 
Executive Committee. 

Bursar 

August Completion of First draft House budget House of Assembly 

September /  
October 

Budget submission and review by the Executive and 
Legislative Councils respectively. 

House of Assembly 

November Scheduled Standing Finance Committee Meetings 
(including College staff availability to respond to 
Committee inquiries) 

Finance Committee of the 
House of Assembly 

November Attend Budget Day for passing of Budget at 
Legislative Council 

Executive Committee 

November Attend Standing Finance Committee Meeting to 
respond to questions on the College’s programmes 

President & Bursar 

2 A detailed Timetable for Completion of the Annual Budget Estimates and Schedule for the Standing Finance Committee (of 
the House of Assembly) is provided to the College each year.  
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TIMEFRAME ACTIVITY RESPONSIBILTY 

 and budget.  

November Receive Approval of Fiscal Year Budget from the 
Premier’s office 

President 

December Budget debate House of Assembly 

December Receive advice of authorised annual College budget College President 

January Review line item College budget, and prepare resource 
allocation to departments in relation to 
authorised College budget 

Executive Committee 

January Brief budget holders concerning annual resource 
allocation, efficiency measures (including department 
award for efficiency) budget management expectations 
and goals implementation/assessment. Distribute 
department 
budget allocations. 

Bursar 

January Implement new Fiscal Year approved budget Bursar 

January Review Department DPARs and revise plans as needed 
based on resources allocated 

Department Head/ 
Director, with faculty/staff 

Starting January Implement department goals / College initiatives, 
collecting and analyzing performance results as part of 
implementation process. 

Department 
Head/Director with 
faculty/staff. 

February – March 
(the following 
year) 

Analyze assessment data. Document results in APAR – 
Part 2…. including how assessment results will be used to 
improve programmes and services. 

Department Head/ 
Director with faculty/ staff 
(with technical support from 
the Planning & Institutional 
Effectiveness Office). 
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APPROVAL FOR TRAVEL WITHIN THE TERRITORY 

Title: Approval for Travel Within the Territory Number: 3.02.0710.1 

Approved by the Board of Governors 
Date: July 5, 2010 

Implementation Date: 
July 10, 2010 

History:  
Revised Date: July 2013 

Origin: 

RELATED POLICIES: 

Authorisation for Travel Outside of the Territory Authorisation for Student Travel 

RATIONALE 

The College supports necessary travel within the Territory by employees in carrying out the routine duties associated 
with their work and in representing the College to the wider community. 

DEFINITION 

Travel refers to the movement of persons representing the College or performing duties on behalf of the College. For 
purposes of this policy, travel shall be defined as that within the  Territory of the British Virgin Islands and does not 
pertain to travel by students. 

POLICY 

Board members, employees and other authorised persons travelling on official College business are subject to the 
policies and procedures of the College. It is the policy of the College that all travel within the Territory be approved in 
advance, and that expenses incurred in such travel be reimbursed. Because the intent of this policy is to ensure 
equitable reimbursement to the traveller and wise use of institutional resources, those travelling on College business 
are urged to use the same reasonable consideration in incurring expenses as they would in personal travel. 

PERMISSIONS TO TRAVEL 

Permission to travel by full and part-time employees within the Territory must be given by the employee’s immediate supervisor 
and/or the Budget Holder from which travel funds will be drawn. Employees must complete an Authorisation to Travel Form 
which shall contain all above referenced approvals. For regularly scheduled, reoccurring travel, the Authorisation form may be 
completed monthly and submitted to Fiscal Services. For Board Members travelling on College business, the President in 
consultation with the Chairman must approve the expenses associated with Board travel. 

ARRANGEMENTS FOR TRAVEL 

Once approved, arrangements for travel within the territory should be made by the Travel Officer within Fiscal Services in 
conjunction with the supervisor or Department Head. For purposes of reimbursement, the employee must consider the cost of 
ferries, ground transportation, meals, conference or meeting fees, and accommodation, and should check with the Office of Fiscal 
Services to see if there are special rates afforded to the College. When the arrangements have been made, they are to be 
recorded on the Authorisation to Travel Form and submitted to the Office of Fiscal Services to obtain advances and insurance 
coverage. 
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REIMBURSEMENT FOR TRAVEL 

Employees who travel within the Territory on College business must keep receipts for ferries, meals, rental cars, taxis 
and other expenses. Advances for expenses can be obtained after necessary permissions have been secured, and 
upon submission of the Authorisation to Travel Form to the Fiscal Services Office. Outstanding travel advances and 
reimbursements must be cleared by completing the Travel Expense Form, with accompanying receipts and  turned 
into Fiscal Services within fifteen (15)  days of the trip. The College reserves the right to garnish an employee’s wages 
for any unpaid travel expenses. For regularly occurring travel expenses, the form should be resubmitted monthly. 
Reimbursement of entertainment expenses must be approved by the President or his designee. Non- 
reimbursable expenses include alcoholic beverages, personal entertainment or purchases, and expenses of family 
members. Use of a personal vehicle must have prior approval. If travellers use their own vehicle for College business, 
they will be reimbursed $.60 per mile in mileage costs. All employees must have current driving licenses and carry 
valid automobile insurance if their vehicles are to be used in the conduct of College business. 

COVER/CONTACT DETAILS 

It is the responsibility of the employee to ensure that appropriate arrangements have been made to cover duties while 
out of the office or away from class. The employee should make certain that the status of work in progress is made 
known to the Head of the Department and/or supervisor prior to their leaving office. 

PROCEDURE 

A Request for Travel Authorisation Form as well as a Travel Expense Form are required of all employees who travel 
on College business. Repeated trips during the same month can be included on the same authorisation and expense 
form and should be turned in to the Fiscal Services Office at the end of each month. The following process should be 
used: 

 

BEFORE TRAVELLING THE FOLLOWING IS REQUIRED: 

1. Preparation of the Travel Authorisation Form which must be signed by the traveller, the Budget Holder and/or supervisor. 

2. Forwarding of the completed form to Fiscal Services for budgetary approval and distribution to the respective departments 
with a copy to Human Resources for the employee’s master file, and a copy to the traveller. 

3. Submission of a copy of the employee’s vehicle insurance and current driver’s license if the employee is using his/her own 
vehicle. 

4. Issuance of a cheque or prepaid credit card by Fiscal Services for the advance of funds requested by the traveller. 

5. Provision of proof of Insurance documentation by Fiscal Services to the employee to carry with them in the case such 
documentation becomes necessary. 

UPON RETURN FROM THE TRIP, THE FOLLOWING IS REQUIRED: 

1. Completion of the Travel Expense Form which is to be sent to the Fiscal Services Department along with all relevant 
receipts, unless the employee is submitting monthly Expense Forms. 

2. Fiscal Services prepares a cheque for any balance due the traveller and closes its file on the trip 

3. In cases where the amount advanced exceeds travel expenses, a cheque from the traveller for the outstanding amount 
due and payable to the College should accompany the Travel Expense Form.  

4. If receipts are lost, a memorandum by the authorising Budget Holder may be submitted in lieu of receipts. In the event that 
there are no receipts and no memorandum from the Budget Holder, the traveller is responsible for the expenses incurred. 
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5. When a traveller combines business and personal travel, the College will honour only College- related business expenses. 
For reimbursement purposes, it may be necessary for the traveller to itemize expenses, separating that portion of 
combined expenses that pertain to the business of the College only. 

PREPARATION OF TRAVEL AUTHORISATION FORM: 

1. Name: The full name of the employee requesting travel 

2. Title: the job title of the employee 

3. Department 

4. Authorised absence dates (note if this is reoccurring scheduled travel) 

5. Destination and means of transportation (note if employee’s personal vehicle is to be used. If this is the case, proof of 
insurance and driving license must be provided) 

6. Reason for travel, stating College business 

7. Estimated cost of travel – transportation, food, registration fees, accommodation 

8. Requested advance for travel based on estimates above, and date requested by 

9. Signature of traveller 

10. Approval of the supervisor 

11. Approval of Budget Holder 

12. Approval of the President (or designee in President’s absence) 

 

Attachments: 
HLSCC Travel Authorisation Form  
HLSCC Travel Expense Form 
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AUTHORISATION FOR TRAVEL OUTSIDE THE TERRITORY 

Title: Authorisation for Travel Outside the Territory Number: 3.03.0710.1 

Approved by the Board of Governors Date: July 10, 2010 Implementation Date: July 10, 2010 

History: 
Revised and Approved by the Board of Governors: May 22, 2018 
Scheduled Review Date: May 2020 

Origin: 

RATIONALE 

The H. Lavity Stoutt Community College recognises that it is necessary for authorised persons to travel outside of the 
territory to conduct its business or to represent its interest in a variety of ways.  The College also supports opportunities 
for the educational and professional growth of its employees through attendance at workshops, conferences, meetings 
and other related activities. This policy sets forth guidelines related to the permissions, allowances and other 
requirements associated with employee travel outside the Territory. 

DEFINITIONS 

Travel - refers to the movement of authorised persons representing the College or performing duties on behalf of the 
College. For purposes of  this policy, travel shall be defined as travel outside the  Territory  of the British Virgin Islands 
and excludes travel by students. 

Other Authorised Persons - refers to persons other than HLSCC employees and the Board of Governors conducting 
official business on behalf of the College 

Official Receipt – refers to the original copy of a supplier’s receipt. It should include the supplier’s name, receipt date, 
goods sold, and the purchase price. 

POLICY 

1. Permission to Travel 

Permission to travel by full- and part-time employees and other authorised representatives of the College must be 
obtained prior to travel. Such permission must be given by the employee’s supervisor who is the budget holder for the 
department and by the College President. In those instances where the travel is funded by another department, 
permission to travel must also be obtained from the budget holder for that department. 

In those instances where College related travel is paid by an external organization or agency, the travel request must 
be accompanied by documentation from such source indicating its intent to pay the costs of travel expenses, together 
with a description of the purpose of the event being attended. 

2. Emergency and Contact Information 

It is the responsibility of the College employee, working with their supervisor or Head of Department, to identify an 
appropriate substitute, or that arrangements are made to assume their duties during an absence; and to provide the 
Supervisor with a contact number or address where they can be reached. In addition, an employee is required to 
provide a current name and contact information concerning one or more individuals that should be called in the event 
of an emergency. A request for authorization to travel is incomplete without this written information. 
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3. Making Travel Arrangements 

Travelers are expected to exercise prudent responsibility when committing College funds, or those of other 
organizations when traveling on College business. Travel on business should be conducted at minimum costs for 
achieving the success of the mission. The traveller is expected to exercise the same care in incurring travel expenses 
that a prudent person would exercise in traveling at his/her expense. Travel should not be abused for personal 
advantage. For these reasons: 

• Except when approved in advance to make travel arrangements directly, employees are required to make 
travel arrangements through the College. 

• An employee may pay the difference in travel costs that are personally more comfortable or convenient 
and/or that accommodates personal travel interests. 

4. Allowable Travel Expenses 

For persons who are approved to travel, the College will pay in advance, or will reimburse individuals for certain 
expenses. These include a per diem of $125.00 to cover the cost of meals, ground transportation and other incidentals. 
In addition, travel costs for sea and air transport, hotel accommodations (including hotel fees and taxes), and workshop 
and conference fees are allowable paid travel expenses. 

5. Employee Travel Expenses & Responsibilities 

Travelers are responsible for travel costs related to passports, visas, special immigration permissions, inoculations, 
and any other requirements of international travel; and for pursuing lost luggage claims with the carriers. 

6. Travel Advances, Pre-payments and Reimbursements 

Whenever possible, it is the responsibility of the College to pre-pay the cost of sea and air transportation, hotel 
accommodations, fees and taxes, and workshop and conference fees directly to the business or organization. An 
employee should expect to receive the cost of per diem prior to travel. 

Reimbursement for allowable travel expenses are sometimes unavoidable. In instances where expenditures are pre-
approved by the President, employees are eligible, on the basis of original receipts, for a reimbursement of allowable 
expenses. 

7. Travel Claims 

Travelers must submit all claims and receipts or travel within fourteen days from the return date of travel to be 
reimbursed for expenses. 

8. Institutional Benefits of Employee Travel 

The purpose of employee travel is typically to conduct business on behalf of the institution, or to promote professional 
and organizational development. For this reason, travellers are required to prepare travel reports that are used to 
share outcomes and other information that can be used by departments and individuals within the organization, and/or 
for the improvement of organizational functions and services. These reports must be presented to the employee’s 
supervisor for dissemination within five working days of completion of an employee’s return from travel. 
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PROCEDURES 

Permission to Travel outside the territory is governed by the following procedures: 

TRAVEL BY EMPLOYEE: 

• Employee completes a Travel Authorisation/Claim Form and submits it to his or her supervisor for approval 

• Employee’s supervisor approves the form and submits it to the Budget Holder for approval. Approval by the 
supervisor certifies that leave from work has been granted. 

• Budget Holder approves and certifies that sufficient funds are available in the budget for travel and submits 
the form to the College President for approval. 

• College President approves or disapproves the travel request form. 

• If permission is secured on the Travel Authorisation/Claim Form, the employee submits the original form to 
Fiscal Services for processing. Employee retains a copy for the record and to process the claim form. 

• Fiscal Services liaise with the traveller and travel agency and secures airline and other reservations at the 
most economical cost, normally in the economy section. 

• Where the traveller is a member of an airline mileage reward programme, fiscal services obtains appropriate 
account information so that the employee’s account is credited. 

TRAVEL BY OTHER AUTHORISED PERSONS: 

• The above procedures apply, except that the person providing direct oversight completes the form on behalf 
of the other authorized person. 

TRAVEL BY THE COLLEGE PRESIDENT: 

• The President completes a Travel Authorisation/Claim Form and submits it to the Chairman of the Board of 
Governors for approval. 

• The President also certifies that funds are available for travel. 

• Upon certification by the President, The Chairman of the Board of Governors approves or disapproves the 
form. 

• Fiscal Services liaise with the traveller and travel agency and secures airline and other reservations at the 
most economical cost, normally in the economy section. 

• Where the traveller is a member of an airline mileage reward programme, Fiscal Services obtains appropriate 
account information so that the employee account is credited. 

TRAVEL BY A MEMBER OF THE BOARD OF GOVERNORS: 

• The member of the Board of Governors completes Travel Authorisation/Claim Form and submits it to the 
Chairman of the Board of Governors for approval. 

• The Chairman submits a copy to the President who certifies that funds are available for travel. 

• Upon certification by the College President, The Chairman of the Board of Governors approves or 
disapproves the form 

• Fiscal Services consults with the traveller and travel agency and secures airline and other reservations at 
the most economical cost, normally in the economy section. Where the journey requires over six (6) hours 
of uninterrupted air travel, Fiscal Services considers an upgrade provided for in the approved budget. 

• . Where the traveller is a member of an airline mileage reward programme, fiscal services obtains appropriate 
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account information so that the employee account is credited accordingly. can be given, even though their 
travel is paid for by the College. 

ADVANCES/REIMBURSEMENT FOR TRAVEL 

• Upon receipt of the approved Travel Authorisation/Claim Form and supporting documentation for covered 
costs, Fiscal Services issues the traveller a cheque. 

COMPLETION OF TRAVEL EXPENSE CLAIM FORM: 

• Within fourteen (14) days of the returned travel, the traveller completes the claim section of the Travel 
Authorisation/Claim Form and submits the form with all relevant receipts and proof of travel to Fiscal 
Services. The traveller also sends a copy of the form to the Budget Holder and the President. 

• Fiscal Services prepares a cheque for any balance due to the traveller and closes its file on the trip. 

• In cases where advanced payments exceed the actual travel expenses, the traveller makes payment to the 
College for the outstanding amount due on the Travel Authorisation/Claim Form. 

• Where the currency is not U.S. dollars, Fiscal Services reviews and certifies that the receipts for overseas 
travel are converted into U.S. dollars for reimbursement purposes and documents the applicable conversion 
rate.  

• If an expense is not supported by an official receipt, Fiscal Services deducts amount from the reimbursement. 

• Where a traveller combines business and personal travel, Fiscal Services reviews the claim to ensure that 
only business claims are reimbursed. 

• Upon settlement of the claim, Fiscal Services closes the claim and files the documentation in the Accounts 
Payable File 

COMPLETION OF TRAVEL AUTHORIZATION FORM 

TRAVELLER COMPLETES: 

• Full name of the employee requesting the travel; 

• Employee’s job title; telephone number; reason for travel; expected dates of travel; and travel destination; 

• Budget holder’s department name & number; 

• Reason for travel, stating College business; 

• The estimated costs of accommodation, per diem, cost of air fare, and other expenses not other costs not 
specifically identified; 

• Employee Signature; 

• Supervisor completes business purpose certification and signs and date form; 

• Budget holder signs and date form President/Board of Governor (or designee) signs and date form. 

Attachments 
H. Lavity Stoutt Community College Travel Authorisation/Claim Form 
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 H. LAVITY STOUTT COMMUNITY COLLEGE     

 TRAVEL AUTHORISATION /CLAIM FORM     

       

  
**ATTACH ALL SUPPORTING DOCUMENTATION WITH FORM** 

    

EMPLOYEE NAME (IN FULL): 
   

BUDGET HOLDER NAME: 
 

JOB TITLE: 
   

DEPARTMENT/DEPT NO: 
 

TELEPHONE NUMBER/EXT: 
   

BUDGET HOLDER TEL NUM/EXT: 

REASON FOR TRAVEL (STATE COLLEGE BUSINESS): 
      

EXPECTED DATES OF TRAVEL: 
 

FROM: 
 

TO: 
  

       

DESTINATION OF TRAVEL: 
 

LEAVE RECOMMENDED 
   

 

NOT RECOMMENDED 
  

       

     CLAIM SECTION 
   

ESTIMATED COST ACTUAL COST VARIANCE 

DESCRIPTION VENDOR/PAYEE ACCT GL UNIT TOTAL $ BUDG & ACTU 

AIR FARE 
      

ACCOMODATIONS 
      

PER DIEM (FOOD & INCIDENTALS) 
      

BOAT FARE 
      

DEPARTURE TAX 
      

OTHER (DESCRIBE BELOW) 
      

       

TOTAL 
      

REIMBURSEMENT DUE TO EMPLOYEE : 
      

REIMBURSEMENT DUE FROM EMPLOYEE : 
      

       

    Employee Acceptance of Reimbursement Claim: 
    

Name:    
    

Signature:    
    

Date:    
       

       

BUSINESS PURPOSE CERTIFICATION: 

I  certify that the above travel is for HLSCC's benefit of and employee is released from duties for the period. 
 

SUPERVISORS SIGNATURE:         

       

       

EMPLOYEE SIGNATURE: DATE:         

       

BUDGET HOLDER APPROVAL SIGNATURE: DATE:         

       

PRESIDENT/BOARD APPROVAL SIGNATURE: DATE:         
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CAPITAL ASSETS MANAGEMENT 

Title: Capital Assets Management Number: 3.07.0217.1 

Approved by the Board of Governors 
Date: February 21, 2017 

Implementation 
Date: February 21, 2017 

History: 
Scheduled Review Date: February 2020 

Origin: 
Practice of Long Standing 

RATIONALE 

H. Lavity Stoutt Community College acquires a broad range of capital assets in order to pursue its mission. In line with 
accounting regulations and good business practices, this policy sets forth the guidelines for: 

• Acquiring, recording disposing of, and otherwise accounting for these assets. 

• Depreciating capital assets 

• Ensuring adequate stewardship of capital assets. 

This policy refers to assets, whether acquired before or after the approved date of this policy. 

DEFINITIONS 

Accumulated depreciation – The total amount of depreciation that has been recorded for an asset since its date of 
acquisition. 

Acquisition cost / value – Value of an asset at the time it is acquired. This may be the invoice price or, if donated, the 
fair market value. Also included are costs incurred to place the asset into service (examples: freight, installation). 

Additions – Acquisition of new assets, or modifications to existing assets that increase their useful life or service 
potential. Examples include addition of a wing to a building or adding additional space to a building or installing a central 
air conditioning system in an office. 

A/V equipment – Audiovisual equipment such as projectors, screens, microphones, and speakers. 

Bar code – A unique asset identification number assigned and affixed to an item in order to assist in its identification 
and the cyclical count of equipment. In case of moveable equipment (except for motor vehicles), the code is affixed to 
the asset. 

Book value – Difference between the acquisition cost and accumulated depreciation. At the time of acquisition, book 
value equals acquisition cost. For gifts, it is the market value at the time of the donation. 

Building improvements – Building improvements differ from equipment in that they are not separate from the building 
structure. Useful life of building improvements are the same as that of the building. Examples include light fixtures, wall-to-wall 
carpeting, and raised flooring. 

Capital Asset – A tangible or intangible item, with a permanent life of one year or more that is held for purposes other 
than investment or resale and that has a value of one thousand dollars $1,000 or more. For accounting purposes, 
capital assets are classified into seven categories as follows: 

1. Land 
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2. Buildings 

3. Capital Improvements 

4. Furniture and Equipment 

5. Motor Vehicles 

6. Library Books 

7. Painting and Artworks 

Capital Asset Representative (Custodian) – The College employee designated by each department as responsible for 
capital asset control. Control includes preparing forms, stewardship of assets, ensuring bar codes are tagged to new 
assets, and assistance in completing the physical count of assets. 

Capitalise – To record the cost as an asset that is subject to depreciation over its estimated useful life, rather than as 
an expense for one accounting period. 

Depreciation – The periodic cost assigned for the reduction in usefulness and value of a long- term tangible asset. 
Generally accepted accounting principles dictate the estimated useful life that the value of fixed assets must be written 
off as an expense. 

Disposition – Final status of an asset when it is removed from the inventory of assets and is no longer physically 
located on the College site (examples: sale, scrap, donation, transfer to another unit, etc.). 

Equipment and furniture – Assets not permanently affixed to a building. They include A/V equipment, cameras, 
computers, musical instruments, projectors, network devices etc. 

Expense – A charge incurred during or for the current fiscal period. 

Gift-in-kind – A donation to the College of an asset other than cash, marketable securities, goods or services. This 
may include items that are useful to the College, such as office equipment, vehicles, furniture, etc., or something with 
a longer useful life such as books, artwork, or copyright interests. 

Intangible asset – An asset not having physical substance (examples: a patent, software). 

Inventory item number – Sequential number generated by the Fiscal department that is unique to each item of 
equipment. 

Land improvement – Additions to the land that add limited-life enhancements such as driveways, parking spaces, 
pavement, and fencing. 

Lease - operating - Installment payment agreement that does not meet the criteria of a capital lease. 

Lease - capital – Installment payment agreement made to acquire capital assets. Leases are considered capital leases 
under any of the following circumstances: Ownership transfers to lessee at end of lease 

(a) Lease contains bargain purchase option 

(b) Lease period is at least 75 percent of its useful life 

(c) Present value of lease payment is at least 90 percent of fair market value 

Library holdings – Books, journals, bound periodicals, microfilms, tapes, videos etc. that are purchased for and 
catalogued in libraries in the College’s library. 

Maintenance – Activities related to the repair and upkeep of an asset with the intent of preserving the original useful 
life and function. 
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Market value – Cost to acquire an item in its current condition through an arm's-length transaction – also referred to 
as “fair market value.” 

Motor vehicle – Any licensed motor vehicle or boat that is leased, owned, or rented by the College for the official 
business of the College. 

Net book value – The cost of an asset minus its depreciation. 

Network devices – include servers, hubs, switches, and similar devices functioning together to make the network 
function properly. 

Obsolescence – Factor to consider when determining the disposition of assets. Assets are obsolete when no longer 
useful to the College. 

Painting and artwork – These assets include works of art, rare books, historical treasures, or scientific specimens that 
are held for public exhibition, and education, rather than for financial gain. These assets are protected and preserved. 

Scrap equipment – Item that can be discarded as worthless or broken down into parts for disposal or salvage. 

Software – Entire set of programmes, procedures, and related documentation associated with a computer system. 

Technology – The material product that is the result of the usage and knowledge of tools, techniques and crafts, or is 
systems or methods of organization. In everyday terms, technology can mean electronic devices, such as printers, 
scanners and similar peripheral devices used primarily to support a computer system. 

Useful life – The period of time over which a capital asset has benefit to the College in performing the function for 
which it was purchased. The useful life is estimated by the College’s depreciation policy which is reviewed periodically 
for appropriateness. 

POLICY 

The inventory maintained by the Fiscal Services Department is the official College record of all capital assets. To 
maintain an accurate inventory throughout the year, departments must communicate all changes in assets to the 
Property Accounting Manager as they occur. 

Capital assets that are acquired with government or restricted funds are subject to the terms of the donor’s agreement. 
Title to equipment may belong to the donor, sponsor or to the College. 

Capital assets for which the title is held by another party may not be disposed of without the express written consent 
of the title holder. 

Personal use of College assets is prohibited. 

Capital assets used or left on College property are owned by employees are not the possession of the College, hence 
are not included in its Asset Inventory. For this reason, the College carries no liability for such assets. 

RESPONSIBILITIES FOR CAPITAL ASSETS: 

The Facilities Department is responsible for the purchase of all furniture, and for all equipment used or maintained by 
College department, and for the proposal disposal of capital assets, once they have been approved for such action. 

The Technology Department is responsible for the purchase of all equipment used for information technology, and for all 
related software. 

The Fiscal Services department is responsible for recording and maintaining the Capital Asset Inventory or ledger (e.g. 
ensuring accurate codes and records, equipment tagging, scheduling counts, recording gifts and their restrictions, 
classifying purchases, approving assets for disposal, adjusting insurance policies etc.) 
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All College departments are responsible for completing acquisition forms, communicating concerning related insurance 
needs, counting assets, and communicating concerning changes in asset location and other changes. (Departments 
are also responsible for maintaining a record of non-capital assets owned by the College and located in the 
department). 
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PROCEDURE 

1. Purchasing Capital Assets 

The purchase of capital assets should follow the College’s Purchasing Policy and Procedures. Capital assets may be 
purchased outright, acquired under a capital lease, or received as donations. 

2. Recording Capital Assets 

All capital assets, however acquired, are added to the Capital Asset Inventory using the Fixed Asset Module of the 
Financial Edge software. A Capital Asset Acquisition Form is used for this purpose. Somewhat different procedures 
apply to three kinds of assets – newly purchased assets, leased capital assets and gifted assets and constructed 
buildings / building improvements. Each of these procedures are as follows: 

(a) Newly Purchased Assets: To maintain an accurate inventory, and provide accurate data for financial 
statements, capital assets must be recorded in a timely manner. Information concerning newly purchased 
assets should be communicated to the Property Accounting Manager. A Capital Asset Acquisition Form must 
be completed to include the following information concerning the asset: 

• Category (e.g. land, buildings etc.) 

• Custodian name and contact number 

• Department name 

• Location 

• Date purchased and placed in service 

• Purchase order and invoice number 

• Description - model, order and serial number 

• Funding source account number (s) and unit code (s)charged 

• Manufacturer name 

• Vendor name 

• Acquisition cost/value 

• Preparer's name, signature and date prepared 

• Budget Holder’s name, signature and date approved 

• Counter Signor’s name, signature and date approved 

• Additional cost (e.g. transportation, installation etc.) 

(b) Leased Capital Assets: Assets acquired under a Lease agreement should also use a Capital Acquisition Form 
to report the following to the Property Accounting Manager. A copy of the Lease must also be provided.  

o Terms of the lease 

o Expiration date, month and year 

o Funding source - account number (s) and unit code (s) charged 

o Condition code at time of acquisition (new, good, fair) 
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(c) Gifted Assets - The Director of Fund Raising, Sponsorships and Grants Management must provide the 
following information to the Property Accounting Manager using a Donated Asset Form within two weeks of 
receiving the gift. The information provided must include the following concerning the asset  

o Description 

o Donor’s name, address and contact information 

o Acquisition date 

o Fair market value 

o Additional information necessary to record or track the gift 

o Condition code (new, good, fair, poor or not working) 

(d) Constructed Buildings and Building Improvements: A capital improvement or the construction of a building, or 
building improvements are not recorded as a capital asset until it is ready for use. 

The Property Accounting Manager will record a building or a building improvement project as a capital asset if it 
accomplishes either of the following: 

• Adds net assignable square footage to facility space, regardless of cost (example: when a closet is renovated 
into office space). 

• Extends the useful life of a facility and costs at least $1,000. 

• Alterations are considered repairs and/or maintenance if they (1) do not add useable space or (2) cost less than 
$1,000. 

3. Valuing Capital Assets 

Valuing capital assets also requires that the items be divided into separate categories newly purchased assets, leased 
capital assets, gifted or donated assets, constructed buildings and building improvements. 

(a) Newly Purchased Assets. The value of purchased assets is determined by using the purchase price, 
transportation costs, installation costs, value received from a trade-in, and any other direct expenses incurred 
by the College in obtaining the asset. Training, maintenance agreements, and warranty agreements are not 
considered in placing a value on newly purchased assets. 

(b) Subsequent purchases for additional components that are added to a newly purchased asset that are valued 
at less than $1,000 should be accounted for as non-capital expenses. 

Library materials are recorded as long-lived assets, although the market value of an individual item is generally below 
the capital threshold. This category consists of books, journals, bound periodicals, and microfilms purchased for and 
catalogued in libraries that are part of the College’s library system. These assets are depreciated over an estimated 
useful life of ten years. 

(a) Leased Capital Assets: From time to time, the College may need to acquire an asset using a lease agreement 
as a means of financing. The value that is placed on such assets is the market value of the item at the time of 
signing the lease. Interest that is paid to finance the lease is not included in the value. If the current market 
value of the leased asset is not known, the item is valued based on the monthly payments, minus any interest 
that is paid for financing. 

(b) While items paid for through a capital lease agreement are considered an asset and are therefore given a 
monetary value, items paid for through an operating lease are not considered capital assets, and the lease 
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payments are considered a rental expense. 

(c) Gifted Assets: When an asset is donated to the College, its value is recorded as the market value at the time 
that it is received. The market value is the cost that would have otherwise been paid by the College to purchase 
the item. The Property Accounting Manager can be helpful to the department in determining such cost. 
Transportation and installation costs must also be included in the calculation of the value of capital gifts. If the 
value of the gift is above the capitalization threshold (i.e. more than $1,000), it must be added to the Capital 
Asset Inventory. 

(d) In instances where the title for a gifted item is held by the owner (.e.g. the Government or a Corporation) the 
value of the item is assessed at the time that the title is transferred to the College. It is at the time of title 
transfer that all tags and related information are removed and replaced with appropriate College identification 
tags. 

(e) Constructed Buildings and Building Improvements: The value of these assets equals the total amount paid for 
acquiring or improving the asset, such as labor, materials, architectural and design fees, charges by brokers, 
agents, and notaries, building permits, inspections, and filing costs. Also included are costs of utilities during 
construction and landscaping related to the building. 

4. Tagging Capital Assets 

To identify ownership and complete the cyclical count of assets, the Property Accounting Manager will assign a bar 
code that must be affixed to all new, moveable furniture and equipment (except motor vehicles) valued at $1,000 or more. 
At least quarterly, the Property Accounting Manager will review new additions and ensure that bar codes are affixed 
to capital assets. 

While they are recorded and barcoded, artwork, sensitive technical equipment, computer software or other such capital 
items should not be tagged if doing so would affect their function, value, or the ability to return an item to the 
manufacturer while it is under warranty. 

5. Relocation of Capital Assets 

To properly account for capital assets and to comply with cost allocation principles, accurate information concerning 
the location of all movable equipment must be maintained. At the time that a capital asset is relocated, a “Fixed Asset 
Transfer Form” must be completed by the department transferring the asset and sent to the Property Accounting 
Manager. 

6. Conducting a Physical Count of Capital Assets 

The purpose of a cyclical count is to verify the existence, location, and condition of capital assets and ensure the 
accuracy of the College’s accounting records. The Property Account Manager must perform such count of all capital 
assets at least annually. If the cyclical count reveals discrepancies between recorded and physical assets; the Property 
Accounting Manager will reconcile such discrepancies and update the inventory. The accuracy of the information within 
this system is highly dependent on units Departments completing the appropriate forms to add, delete, and relocate 
capital asset properly. 

The Property Accounting Manager will coordinate the physical count of assets with each department and will establish 
specific timeframes in which to complete the count. The timeframe is based on the size and complexity of the assets 
within each department. A bar code scanner will be used to scan and confirm the identity of each capital asset against 
the College’s Capital Asset Inventory. 

During a physical count, personnel that are taking the physical inventory will: 
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• Add to the Capital Asset Inventory, by completing a “Fixed Asset Acquisition Form” as deemed appropriate, 
any capital assets that were found during the count, but that were not on the Inventory. 

• Identify those items on the Inventory that have been disposed of since the last count. 

• Indicate any corrections to the location, description or status of an asset, and any supporting documentation 
for the changes. 

7. Disposing of Capital Assets 

Before disposing of a capital asset, departments must request permission to do so from the Property Accounting 
Manager by completing a “Fixed Asset Disposal Request”. 

The request must include the following information about the asset: 

Department or unit disposing of capital asset 

(a) Description 

(b) Serial number 

(c) Barcode number 

(d) Location of asset 

(e) Reason for disposal 

(f) Acquisition date, original purchase price 

(g) Net book value 

(h) Current market value 

(i) How the market value was determined 

(j) Proposed means of disposal, and 

(k) Proposed use of proceeds, if any. 

If a capital asset is approved for disposal, the following steps should be taken: 

(a) In those instances where an item has been ‘traded-in’ to purchase an asset, the responsible department must 
prepare and submit a Capital Asset Disposition Form to the Property Accounting Manager. 

(b) Before disposing of computer equipment, departments must contact the Information Technology Department 
so that all data and College-licensed software can be removed; 

(c) All tags and College seals or logos must be removed. Tags should be affixed to the “Fixed Asset Disposition 
Form” and sent it to the Property Accounting Manager; 

(d) The capital asset should be physically removed from its location, to a temporary location if necessary; 

(e) Capital assets must be discarded in an environmentally responsible manner by the Facilities Department. 

8. Special Circumstances 

(a) Equipment Used at Off-campus Locations: To facilitate work-related projects, it may be necessary to use 
moveable equipment in an off-campus location (e.g., at home, on business travel, or at off-site laboratories). 
In such instances, approval for the use of capital equipment elsewhere should be removed only with the 
approval of the Property Accounting Manager. The employee must use the “Off Campus Use of College 
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Property Request Form” to request such approval. 

(b) Removal of Equipment by an Outside Entity: In some instances, an external agency may request the use of 
College equipment. When capital assets are to be removed from the campus, an “Off Campus Use of College 
Property Request Form” must be completed. The request to be completed must include, but not be limited to: 

Item description     Description of the Off-campus location 

Bar code number    Date of removal 

Person responsible off-campus    Expected date of return 

The request must be approval by the Department Head and the Property Accounting Manager. The approved 
request must be logged by Fiscal Services and the Facilities Department which is required to notify Security of 
the plans to remove such asset. 
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FUNDRAISING AND GIFT ACCEPTANCE 

Title: Fundraising and Gift Acceptance  Number: 3.06.1115.1 

Approved by the Board of Governors 
Date: November 10, 2015 

Implementation 
Date: November 10, 2015 

Review Date: November 2018 
Origin: H. Lavity Stoutt 
Community College 

PURPOSE 

The purpose of this policy is to set out the provisions that govern fundraising and gift acceptance activities at the H. 

Lavity Stoutt Community College (College). 

DEFINITIONS 

Gift - a voluntary transfer of property without benefit to the donor or to anyone designated by the donor. 

In-kind Gifts - -includes all non-cash donations (goods and services). 

College Community Member - includes all employees, registered students and alumni of the College; any person 

holding a College appointment whether or not that person is an employee; member of the Board of Governors; or 

member of a group affiliated with the College. 

JURISDICTION/SCOPE 

This policy applies to all fundraising and gift acceptance activities at the College. This policy does not apply 

to sponsorships or to non-philanthropic grants and contributions. 

POLICY 

The College is a statutory body that is permitted to engage in fundraising activities and welcomes Gifts from 

individuals, corporations, foundations, associations and other donors to support its mission and vision. 

GOVERNANCE OF FUNDRAISING AND GIFT ACCEPTANCE ACTIVITIES 

1. Fundraising and gift acceptance activities shall be informed by the College’s strategic and operational 
planning and carried out in accordance with professional fundraising codes of ethics, sensitivity and respect 
for donors. 

2. The College’s fundraising and gift acceptance activities shall be coordinated in a manner that serves the best 
interest of the College and supports the College’s priorities to the fullest extent possible. 

(a) Appropriate discussions and consultation will occur at the Cabinet and/or Board level(s), depending on 
the nature of the gift, prior to approaching or making commitments to donors. Pre-approval of some Gifts 
will be required and subject to the discretion of the Board of Governors and/or President. 

(b) The College values its donors and will endeavor to protect them from multiple approaches for Gifts 
by College Community Members. 

3. The College’s President is the final approving authority for Gifts less than $50,000. 
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4. The College’s Board of Governors is the final approving authority for Gifts in excess of $50,000. 

5. For In-kind Gifts (e.g. printed and video materials, artwork, artifacts, furnishings) to the Learning Resource 
Centre (including the library), the Board of Governors is the final authority for all gifts valued in excess of $50,000. 
This authority may be delegated to the President, at its discretion. 

6. The President is responsible for reporting, concerning fundraising and gift acceptance activities, to the Board 
of Governors, at least annually, as part of the College’s Financial Report. 

7. The Institutional Advancement Office is responsible for the administration and coordination of all fundraising 
and gift acceptance activities of the College. 

8. Gifts may be made to the College in various forms, including but not limited to: 

(a) cash or cash equivalent 

(b) publicly traded securities or shares in mutual funds 

(c) bequests 

(d) life insurance policies 

(e) in-kind gifts (non-cash Gifts such as equipment, artwork and book collections) 

(f) real estate 

(g) gifts of residual interest 

9. The College will not provide any legal, accounting, tax or financial advice to donors with respect to Gifts. 

10. In accepting gifts from donors, the College will not act as an executor of a donor’s estate or as trustee of a 
living trust. 

11. The College will honor the request for a Gift to be used for a specific purpose, provided that the purpose is in 
keeping with the College’s mission, vision and policy concerning gift acceptance. 

12. If circumstances should change at some future point, making it impractical to use a Gift for its designated 
purpose, the College may at its discretion, change the terms of the Gift. In the case of a gift-in-kind, the 
College may dispose or sell the Gift. The College will attempt to adhere as closely as possible to the donor’s 
original intent, however. 

13. Unrestricted Gifts may be allocated by the President to support institutional priorities. 

14. Where it is deemed prudent, written Gift agreements will be created between the donor and the College for 
In-kind Gifts in excess of $10,000. 

15. The College may refund a Gift if the conditions of accepting such Gift are in contradiction to of any of the 
institution’s policies. 

16. The College is grateful for all Gifts offered, but will not accept Gifts that are unlawful or result in an 
abridgement of its academic freedom, autonomy, or integrity; and reserves the right to decline a Gift for any 
reason such as, but not limited to: 

(a) the Gift could reasonably compromise the College’s public image or reputation; 

(b) the Gift will be difficult or costly to administer; 

(c) the Gift exposes the College to unacceptable risk; 
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(d) the donor applies unacceptable restrictions or conditions on the Gift; 

(e) the Gift conflicts with any College policy. 

17. Acceptance of a Gift is not final until it is approved by the requisite College approving authority, as 
described above. 

DONATION RECOGNITION 

1. Public recognition of Gifts by the College will be accorded based on the level of the Gift and will be 

designed to take the donor’s wishes into consideration. 

MANAGEMENT OF DONOR INFORMATION AND CONFIDENTIALITY 

1. The College will respect all donor requests for anonymity to the extent legally possible. 

2. The College shall collect, use, maintain, store, disclose and dispose of donor information in 
accordance with current applicable legislation. 

AUTHORITIES AND OFFICERS 

(a) Board of Governors 

(b) President 

RELEVANT LEGISLATION 

(a) British Virgin Islands College Fund Act, 1998 

(b) British Virgin Islands College Fund (Amendment) Act, 1998 

(c) Data Protection Act 1998 (UK) 

RELATED POLICIES AND DOCUMENTS 

(a) H. Lavity Stoutt Community College Endowment Fund Constitution 

(b) H. Lavity Stoutt Community College Annual Giving Donor Levels 

(c) Code of Fundraising Practice – Institute of Fundraising (UK) 

(d) Donor’s Bill of Rights – Association of Fundraising Professionals (USA) 
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PROCEDURES FOR FUNDRAISING AND GIFT ACCEPTANCE 
 

Procedural Authority: President Effective Date: November. 10, 2015 

 
Supersedes: New 

Procedural Officer: Director of Institutional 

Advancement 

 

 Last Editorial Change: 

PURPOSE 

The purpose of these procedures is to set out the processes for the administration of fundraising and gift 

acceptance at the H. Lavity Stoutt Community College (College). 

DEFINITIONS 

The definitions contained within the College’s Fundraising and Gift Acceptance Policy (Policy no. 2.14.112015.1) 

apply to these procedures. 

PROCEDURES 

GENERAL 

1. Fundraising, which guide the acceptance of gifts, fall under the auspice of the Office of the President 

and the Institutional Advancement (Unit). 

2. Under the direction of the President, the Director of Institutional Advancement is responsible for 

strategy development, planning, and the administration of the donor acquisition process which 

ensures that donors are approached in a coordinated and consistent manner. 

GIFT PRE-APPROVAL 

1. For all In-kind Gifts to the College, pre-approval must be obtained in writing from the Director of 

Institutional Advancement. 

2. For all In-kind Gifts to the Learning Resource Centre (LRC), pre-approval must be obtained in writing 

from the executive office with responsibility for the LRC. 

3. For all In-kind Gifts to the Centre for Applied Marine Studies (CAMS), pre-approval must be obtained 

in writing from the executive office with responsibility for the CAMS. 
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4. For all In-kind Gifts to the Culinary Arts Centre (CAC), pre-approval must be obtained in writing from 

the executive office with responsibility for the CAC. 

5. For all In-kind Gifts to the Virgin Islands Studies Institute (VISI), pre-approval must be obtained in 

writing from the executive office with responsibility for the VISI. 

6. For all In-kind Gifts to the Financial Services Institute (FSI), pre-approval must be obtained in writing 

from the executive office with responsibility for the FSI. 

7. For all In-kind Gifts of land, pre-approval must be obtained in writing from the Board of Governors. 

GIFT APPROVAL 

1. Gift acceptance approval authorities have been delegated and are outlined in the Fundraising and 

Gift Acceptance Policy. 

2. Gift acceptance approval authorities must be: 

(a) assured the College can meet its obligations within the terms of the Gift; 
(b) confident that the donor can meet their obligation; 
(c) assured that all necessary groups have reviewed and agreed to the terms of the Gift; 
(d) assured that the terms of the Gift comply with any relevant tax legislation 

REFUSAL OF A GIFT 

1. For gifts exceeding $500,000 if the gift acceptance authorities consider that the Gift may meet any 

criteria for non-acceptance (see section 14 of the Fundraising Gift and Acceptance Policy #####), 

then the gift should be referred to the Minister with responsibility for the College by the Board of 

Governors. 

REFUND OF A GIFT 

1. The College will grant a donor’s request for the refund of their gift, if the following conditions exist: the 

request for the refund is made within three months of the original Gift and the money has not yet 

been spent or committed by the College. 

GIFT AGREEMENT 

1. Gift Agreements must be created for all Gifts in excess of $10,000. 

2. All Gift Agreements must follow the template created by the Institutional Advancement Office. 

3. Gift Agreements must include: 

(a) a statement that the Gift has been approved by the appropriate authority before it is considered accepted; 
(b) a section describing “the story behind the Gift”; 
(c) a section outlining the terms/purpose of the Gift; 
(d) a sectional allowing the College to amend the terms/purpose; 
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(e) a section outlining the payment plan; 
(f) a section containing two college signatures and at least one donor signature. 

4. All Gift Agreements must be submitted to the College’s legal counsel for review prior to signature. 

5. The Institutional Advancement Office is responsible for ensuring that gift agreement templates and 

subsequent revisions are reviewed and approved by the College’s legal counsel. 

6. The Institutional Advancement Office is responsible for ensuring that all gift acceptance approvals 

are received and that all gift agreements are signed by the appropriate approving authorities. 

PROFESSIONAL ADVICE 

1. Donors should be encouraged to seek independent professional legal, tax accounting or financial 

advice concerning their donation or Gift of value and are responsible for all costs incurred. The 

College cannot suggest or endorse a third party as a source of Gift advice. 

APPRAISALS 

1. Expenses associated with a donor’s Gift (e.g. appraisals, shipping, legal fees, real-estate 

commissions) shall be paid by the donor. In limited circumstances the College may agree to pay 

some or all of the donor’s expenses. 

2. In the case of an appraisal, the determination of who is paying for this service (donor or College) 

shall be agreed upon prior to beginning the appraisal. If the donor opts not to donate after receiving 

the appraised value of a Gift, then the donor will bear the full cost of the appraisal. 

DONOR RECOGNITION 

1. The costs of donor recognition are the responsibility of the Institutional Advancement Office. 

2. Where a communication plan is agreed for a specific gift, the plan must be approved by the 

President. 

(a) If the communications plan includes a press release, the press release or any other media publication, said 
publication must be pre-approved by the President. 

GIFTS TO THE COLLEGE’S ENDOWMENT FUND 

1. Gifts to the College’s Endowment Fund will follow the approval process for Gifts to the College. 

UNRESTRICTED GIFTS 

1. Unrestricted Gifts will be expended on priorities identified and approved by the College’s Board. 

TAX RECEIPTS 

2. The Institutional Advancement Office (Bursar) is responsible for issuing charitable tax receipts to 

individual or corporate donors filing tax returns in the United States for cash Gifts accepted in 

accordance with the 501C Arm, of Friends of the BVI Community College. 
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DONOR RECORDS 

1. The Institutional Advancement Office is responsible for the overall management of donor records. 
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MANAGEMENT OF ACCOUNTS PAYABALE 

Title: Management of Accounts Payable Number: 3.09.0518.1 

Approved by the Board of Governors Date: May 22, 2018 
Implementation Date: 
May 22, 2018 

History: None 
Revised and Approved by the Board of Governors: 
Scheduled Review Date: May 2021 

Origin: 

RATIONALE 

The H. Lavity Stoutt Community College recognises that it is necessary to purchase goods and services to 
conduct its operations. This policy seeks to ensure: 

• A clear, concise and timely understanding of accounts payable policies 

• Proper approval of all expenditures 

• Prompt and accurate processing of purchase orders and check requests 

• Timely payment of invoices and check requests 

• Consistency in communicating with vendors and administrators concerning accounts 
payable matters 

DEFINITIONS 

Recurring Payments – payments that occur at regularly scheduled intervals and the payee, payment amount, and 
accounting distribution remain constant. 

Budget Holder - the person who has oversight of the budget. 

Countersigner - the cabinet member to whom the budget holder reports. 

Purchase Requisition – an internal document used by a department to request authorization to purchase goods or 
services from a vendor. 

Purchase Order – a commercial document sent from a purchaser to a vendor that authorizes the purchase. 

Foreign Currency Payment – a payment made in a currency other than US dollars. 

Stale Dated Check – check paid to a vendor and has not been cashed within six (6) months from the check date.  

POLICY 

1. Permission to purchase goods and services must be authorized by the budget holder and the 
responsible cabinet officer or the College is not liable for payment. Employees are strongly 
discouraged to purchase goods or services without prior approval. Such purchases may not be 
reimbursed. 

2. Purchases of varying levels of expenditures require increasing levels of approval. 

3. Single sourcing of vendors for goods and services is discouraged. 

4. Vendor return policy and Fiscal Services’ procedures must be adhered to in the case of damaged or 
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partial shipment of goods 

5. Advances or reimbursements for $50.00 or less are permitted but are generally restricted to local 
purchases. 

6. An invoice submitted for payment requires approval by the budget holder and must be supported by 
either an approved purchase order and receiving report or a check request. 

7. All checks for goods and services require two authorized signatories. 

8. Check remittances to vendor require supporting documentation such as an invoice #, description of 
the goods and services provided or the purpose of the payment. 

9. Vendor files must be kept in a current file for the first two years and archived for an additional four 
years. 

10. A current trade license must be maintained in the accounts payable file for all vendors, consultants 
etc. that conduct business with HLSCC 
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PROCEDURES 

1. Permission to purchase goods and services 

Permission to purchase goods and services must be supported by either an approved purchase order, an approved 
check request or an approved contract. Budget availability must be checked and approved before permission to 
purchase goods and services can be authorised. Permission to purchase goods and services will be granted as 
follows: 

(a) Approved Purchase Requisition 

• The requesting department completes an approved purchase requisition and submits to Fiscal Services for 
processing. 

• The purchase requisition must be completed in full and should include the general ledger account and 
department to be charged. It should also include a description of the goods; the quantity; unit cost; amount 
and total cost. 

• If a purchase requisition is less than $5,000, it does not require a bid but must be signed by the preparer and 
approved by the budget holder and the countersigner. 

• If the purchase requisition is between $5,000 and $24,999, it must be supported by two bids and approved 
by the budget holder and the responsible cabinet member; 

• If the purchase requisition is between $25,000 and $50000, it must be supported by at least two bids and 
approved by the President in addition to the budget holder and the responsible cabinet member; 

• If a purchase requisition is over $50,000, it must be supported by three bids and approved by the Board of 
Governors and President in addition to the budget holder and the responsible cabinet member; 

• Fiscal services complete purchase orders every Wednesday; 

• Departments must submit purchase requisitions to Fiscal Services at least five (5) business days prior to the 
next run to be processed in the current run. 

• Fiscal services will accommodate emergency situations where a justification for the emergency has been 
provided. 

(b) Purchase Order 

• Once the Fiscal Services receives the approved purchase requisition, the accounts payable officer reviews 
the document for accuracy and completeness. This includes footing and cross- footing totals, recalculations 
of unit cost to total cost and checking the general ledger account for appropriateness. 

• If the documentation is complete, Fiscal Services complete the purchase order. 

• If the documentation is incomplete Fiscal Services returns the original to the department for correction. A 
copy is maintained in Fiscal Services for follow-up purposes. 

• The completed purchase order is approved by the Bursar or designee. 

• The original purchase order is sent to the requesting department. The department sends the original 
purchase order to the vendor to initiate the purchase. 

• Fiscal Services maintains a copy of the purchase order on file for payment purposes and to follow-up on 
purchase orders that are outstanding for more than two (2) months. 
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• Fiscal Services also reviews the “Open Purchase Order Report” monthly to identify purchase orders that 
may require additional investigation or follow-up. 

(c) Check Requests 

• Check requests are required when the vendor is not willing to extend credit or will only accept payment by 
check 

• The check request form must be completed in full 

• The check request must be signed by the preparer and approved by the budget holder and the cabinet 
officer providing oversight. 

• If the check is for five thousand ($5,000) or more, it requires the same bid requirements and authorisation as 
outlined for purchase requisitions (above). 

• A vendor proforma invoice must be attached to the check request. 

(d) Approved Contract 

• If a department wishes to enter into a contractual arrangement such as a lease or rental, an insurance 
policy, a license, or contract, an approved contract must be in place prior to the purchase. 

• The draft contract must be supported by a valid trade license. 

• The contract is initiated by the budget holder and approved by the responsible cabinet member and the 
President. 

• A copy of the approved contract is sent to the responsible cabinet member and Fiscal Services. The original 
is maintained in the President’s Office. 

2. Purchases for $5,000.00 or more 

• For purchases of five thousand ($5,000) or more, the requesting department must secure at least two written 
bids, quotations, or proposal and must be approved by the responsible cabinet member. 

• For bids twenty-five thousand ($25,000) to fifty thousand ($50,000), the requesting department must secure 
at least two written bids, quotations, or proposal and the purchase must be approved by the responsible 
cabinet member and the President. 

• Bids over fifty thousand ($50,000) the requesting department must secure at least three written bids, 
quotations, or proposal and the purchase must be approved by the responsible cabinet member, the 
President and the Board of Governors 

• Where there may be only one qualified vendor, documentation must be provided for the justification. 

• Copies of the bids or proposals must be attached to the approved purchase requisition or check request 
before submitting to Fiscal Services. 

3. Damaged Goods/other Goods Returned 

If goods are found to be unacceptable for any reason or if a department wishes to return merchandise: 

• The department must contact the vendor immediately to determine the return policy. 

• The department must also contact Fiscal Services to arrange payment (as required) before shipping. 
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• If shipping is via courier, the returning department must complete the relevant courier form. 

• If the return is via freight forward, and the supplier is responsible for the return; the supplier will arrange 
payment to the freight company. 

• If goods are returned via freight and HLSCC is responsible for the return, the responsible department must 
complete or arrange an alternative method of payment such as a wire transfer. 

4. Partial Shipments 

If a department receives a partial shipment, the department must: 

• Make a copy of the receiving report and purchase order. 

• Indicate on the purchase order which items were received and reconcile to the invoice 

• Send a copy of the receiving report, purchase order, and approved Invoice to Fiscal Services for processing. 

• Repeat the process until all subsequent shipments have been received. 

5. Authorisation for Payment 

Payment for goods and services must be approved by the appropriate officers before submitting to Fiscal services 
as follows: 

(a) Purchase Order Payments 

• Budget Holder must review and approve the invoice for payment. 

• The approval must include verifying the purchase order #; and verifying that the goods and services on the 
invoice agrees to the receiving report and purchase order. 

• Once verified, the budget holder must sign and date the invoice, and marks “OK TO PAY” before submitting 
to Fiscal Services for payment. 

• If there are discrepancies between the purchase order, invoice or receiving report, the budget holder must 
make the corrections on the invoice and purchase order before approving and submitting the documents to 
Fiscal Services for payment 

(b) Check Requests 

• For invoices received via check request, the approved for payment must be completed in advance and must 
include a quote or proforma invoice. 

• Cash requests must adhere to the same bid and authorization requirements as previously discussed. 

• Once the goods are received, the budget holder must review the invoice and receiving report for 
completeness, must initial and send the original to Fiscal Services. 

• Fiscal Services must also review the documents for completeness and if in order, must attach to the 
payment and file the documents. 

(c) Approved Contracts 

• For invoices resulting from an approved contract such as a lease agreement, rental agreement, insurance 
policy, license fee agreement or other contractual agreement, authorization to pay must be granted when the 
contract is duly executed. 
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• For the initial payment, the budget holder must complete a check request in full before submitting to Fiscal 
Services in full. The check request must be approved by the budget holder and the responsible cabinet 
member. 

• Additional approval is not required unless there is a change to the contract agreement. 

• Future payments are treated as recurring payments. 

• Where a contract is payable to an independent contractor, Fiscal services must verify that there is a valid 
trade license before processing the payment. 

(d) Recurring Payments 

• If invoices occur at regularly scheduled intervals; and the payee, payment amount and accounting 
distribution remains constant; Fiscal Services must set up a “Recurring Payment Schedule” in the 
accounting system. 

• In addition, Fiscal Services must monitor the recurring payment schedule monthly to identify expiring 
contract and advise budget holders three months in advance of contracts that may require renewal. 

(e) Payments required in a Foreign Currency 

• A check request must be completed for all payments required in a foreign currency. 

• Before payment can be made, Fiscal Services must contact the bank to obtain the foreign exchange rate. 

• The wire transfer must be executed the same day that the exchange rate was secured to avoid fluctuation in 
foreign currency conversion. 

(f) Payments for $50.00 or less 

• If a payment is for $50.00 or less and used for local purchases, it may be paid through petty cash. 

• The requestor must complete a petty cash request form to initiate the payment. 

• Petty cash requests must be signed by the requester and approved by the budget holder. 

• Once merchandise has been secured, the requester must submit receipts for the purchase and settle any 
variances within twenty-four (24) hours of the purchase or the request, whichever is earlier. 

• Petty cash requests will not be granted where an outstanding settlement is pending. 

6. Establishing Payment Priority 

• All invoices should be paid by the due date or thirty days from the invoice date, whichever is earlier, 
providing that funds are available. 

• Where funds are not readily available the following payment priority must be implemented as follows: 

1. Payment of salaries and payroll benefits (payroll taxes, social security, NHI and other employee 
payroll deductions) 

2. Payment of contract services, such as consultants, security contracts, and custodial contracts 

3. Reimbursements to employees, where purchases have been approved in advance for 
employees to pay for goods and services. 

4. Other instances where non-payment would negatively impact HLSCC’s operation if not paid. 
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5. Most delinquent outstanding invoices, especially when it impacts a prior year. 

7. Processing Payments 

• Fiscal Services must review the invoices submitted for payment to ensure that the invoice is an original and 
is supported by an approved purchase order or an approved check request. 

• If the invoice is not an original, Fiscal services must perform alternate procedures to minimise a duplication 
of payment. This may include searching the vendor records to see if the invoice was previously paid. 

• The accounts payable officer must reconcile the detail on the invoice to the receiving report, check for 
mathematical accuracy, and investigate any variances. 

• If documentation is complete, the accounts payable officer must create a batch control total and enters the 
invoices into the accounting system for payment. 

• The accounts payable officer must generate a batch validation report that must reconcile to the batch control 
total. 

• The supervisor or designated officer must post the invoices in the financial accounting system. 

• Once posted, the accounts payable officer must run a “Cash Disbursement Report” of invoices proposed for 
payment. The accounts payable officer must submit the report with supporting documentation to the Bursar 
or designee for approval. 

• Once approved, the accounts payable officer must print checks. 

• Accounts payable officer submits checks with supporting documentation for signatures along with a check 
signor cover sheet. The cover sheet shows the total amount paid, check number range of checks issued and 
voided, prepared by, approved by, and the respective dates. 

• The Bursar or designee must sign the checks (as one of two signatures required) and must post the 
payment into the financial accounting system. 

• The accounts payable officer must submit the checks to a second authorised signatory for approval. 

8. Approving Remittance Checks 

• All remittance checks must be signed by two authorized signatories 

• Checks for $5,000 or less are signed by any two (2) authorized signatories 

• Checks over five thousand ($5,000) must be signed by the Chairman of the Board of Governors or designee 
and one other authorised signatory 

9. Completing the Check Remittance 

Check remittances must be supported by appropriate supporting documentation as follows: 

• Where the remittance check includes a vendor invoice number, the invoice number will suffice, and no 
additional supporting documentation is required. 

• Where the remittance does not include a vendor invoice number, the description of the goods and services 
must be written directly on the check or a copy of the supporting documentation must be attached. 

• If a remittance is prepared via a draft, ACH payment or wire transfer, a description of payment must be 
included on the electronic draft, ACH payment or wire transfer. 
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10. Sending out Checks 

• Checks may be sent via mail, HLSCC messenger service, or picked up directly by the vendor. 

• A separate check log must be maintained for all checks sent via HLSCC messenger or picked up by the 
vendor. 

• The log should include the check date, check number, payee’s name, the name of person releasing the 
check, the name of the person (messenger) picking up the check, and recipient information. 

• Recipient information must include the name of the person receiving the check, recipient’s signature, and 
date check was received. 

• A log must also be maintained for checks sent via the mail, even though the recipient signature is not 
available. The accounts payable officer or designee must check the listing of outstanding checks monthly to 
ensure that check has cleared the bank. If the check has not cleared the bank, Fiscal Services must contact 
the vendor to determine the status. 

11. Maintaining Accounts Payable Records 

A filing system should be maintained for all vendor payments. 

• The current filing system must include activities for the current year and the preceding year. 

• Vendor records must be filed alphabetically with the most recent activity on top (or in the front) 

• Vendor files over two (2) years must be clearly labelled and archived and files over six years must be 
destroyed. 

12. Voiding a Payment Check 

• A check must be voided if an error occurs during processing; the check is stale dated; or the check is lost or 
misplaced. 

• If an error occurs during check processing, the accounts payable officer must void the check and 
simultaneously reissue a new check. A copy of the voided check must be attached to the new check before 
submitting for approval. The check signor coversheet must also list the checks that were voided. 

• If a check is stale dated, Fiscal Services must contact the vendor to determine the reason. 

• If the check was lost or misplaced, Fiscal Services must place a stop payment on the old check. Once stop 
payment has been confirmed by the bank, the accounts payable officer must issue the new check, and 
charge a stop payment fee to the vendor in accordance with the fee schedule. 

• A copy of the voided check must be maintained in the voided check file. 

• A monthly reconciliation must be completed for checks voided. 
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MANAGEMENT OF ACCOUNTS RECEIVABLE – CREDIT, COLLECTIONS AND BAD DEBTS 

Title: Management of Accounts Receivable – Credit, Collections 
and Bad Debts Policy 

Number: 03.11.0321.1 

Approved by the Board of Governors 

Date: March 1, 2021 
Implementation Date: 
August 1, 2021 

History: None 
Approved by the Board of Governors: March 2021 
Scheduled Review Date: March 2024 

Origin: Fiscal Services Dept. 

RATIONALE 

H. Lavity Stoutt Community College provides services, courses, and products to students and other individuals and 

businesses that require invoicing and credit collection processes. This policy provides guidelines for the 

management of accounts receivable activities associated with these entities. It establishes how accounts receivable 

will be monitored and collected. The policy’s intended outcome is to minimize the amount of past due, delinquent, 

and uncollectable accounts and to establish standards for the timely and systematic recognition, reporting, and 

collections of all accounts receivable owed to the College. 

DEFINITIONS 

Accounts Receivable: The balance of money due to the College for goods or services delivered (including tuition 
and fees) but not yet paid for by students/customers. 

Bad debt: The expense that a business incurs once the repayment of credit previously extended to a customer is 
estimated to be uncollectible. 

Credit: The ability of a customer to obtain goods or services before payment, based on the trust that payment will be 
made in the future. 

Credit suspension: Revoking the ability of a customer to obtain goods or services before payment. 

Third Party: Relating to a person or group beside the two primarily involved in a situation. 

Write-off: To cancel the record of a bad debt. 

POLICY 

1. Scope. This policy applies to revenue derived from services the College provides on credit terms to students        
and nonstudents. 

Third party billings include student billings as well as services provided by the Bookstore, Auditorium, Learning 
Resource Centre, Registry, Work Force Training, and other billings as deemed necessary. 

The management function of accounts receivable consists primarily of granting credit, performing collection, 
analyzing outstanding accounts (aging) and providing for bad debts. 

2. Responsibility. The interpretation, administration and overall enforcement of this policy is the responsibility of 
the Fiscal Services Department. Providing balances on outstanding debts should be the sole responsibility of the 
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Fiscal Services Department. 

The execution and enforcement of this policy at the entity level is the responsibility of the Finance Executives 
(Bursar, Assistant Bursar, and/or Controller). 

The Fiscal Services Department is responsible for developing written procedures and a system of internal 
control for managing the accounts receivable process. 

3. Management of Receivables. The College’s policy on the management of accounts receivable are outlined as 
follows: 

3.1 Granting of Credit. The President, in consultation with the Bursar is responsible for extending credit to 
students/customers and in determining if it is in the best interest of the College to do so. 

3.2 Review of Credit. A credit review must be performed annually, at the end of the fiscal year, to determine 
whether or not the credit risk level and assigned credit remain appropriate with the student/customer’s 
outstanding balance. Large dollar volume (top tier) students/customers should be reviewed quarterly. The 
results of all credit reviews are provided to the President for approval. 

3.3 Suspension of Credit. The Fiscal Services Department may determine to suspend credit based on the lack 
of payment or change in a credit risk. Credit suspension also applies to returned checks. 

3.4 Establishing and Recording a Receivable. The Bursar is responsible for establishing the terms and 
conditions for payment at the time an account is created. The debt must be acknowledged by the student or 
other debtor at this time. The receivable must be entered into the College’s financial system at the time the 
account is first established. 

3.5 Collection Activities. The Fiscal Services Department will follow up routinely and diligently on all accounts 
receivable. All collection activities undertaken for each account should be documented in writing and as 
appropriate recorded in the College’s financial system. 

3.6 Billing. All requests for billings to third parties are sent to the Fiscal Services Department for invoicing. 
Invoices are created within 2-4 weeks of the services provided, or in advance if prepayment is required. As 
it relates to Facilities Rental, 50% deposit of the total due is due at the time of booking and the next 50% 
is due at the time of booking the event or no less than one week before the event. Deposits paid are non-
refundable. A contract will be prepared with details for Facilities rental. 

3.7 Current Receivables. Current receivable activity should be reviewed monthly but no less than once each 
semester by the Bursar or designee. 

3.8 Past Due Receivables. Past due accounts should be reviewed monthly by the Bursar or designee. The 
Fiscal Services Department should on a quarterly basis but no less than annually: 

▪ Age all accounts receivable amounts. 

▪ Review all accounts receivable that are one year or more past due for write off. 

▪ Calculate an estimate of uncollectible accounts receivable amounts. 

3.9 Financial Holds. The College shall place a registration and official transcript hold on all unpaid student 
accounts and that are more than 30 days due before the begin date of the next semester registration. Any 
balance carried forward to the next semester will generate a hold. 

4. Management of Bad Debts. The College’s policy on the management of Bad Debts are outlined as 
follows: 
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4.1 Writing-Off Bad Debt. The President or designee must periodically, but no less than annually, review all 
past-due accounts receivable. Accounts receivable deemed to be uncollectable based on established 
criteria must be written off in the College’s accounting system and are no longer recognized as 
accounts receivable for management and financial reporting purposes. The Fiscal Services 
Department will prepare the list of uncollectible accounts for approval by the President. 

4.2 Restoring a Previously Written-Off Receivable. Payment against a written-off account receivable 
should be accepted by the College. The receivable must be reestablished in the College’s financial 
system to record the payment and deposit funds to the appropriate accounts 

4.3 Referral to a Debt Collector. The College could employ an external collection agency to collect past 
due accounts which have not responded to routine billing requests and other collection efforts. In such 
a case, the College should make reasonable efforts to ensure that the external agency follows all 
applicable laws and are generally professional in their efforts. 

4.4 Procedures relating to the Management of Accounts Receivable-Credit, Collections and Bad Debts 
policy are filed in a separate document. 
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NON-CAPITAL GRANTS PLANNING AND MANAGEMENT 

Title: Non-Capital Grants Planning and Management Number: 3.10.0518.1 

Approved by the Board of Governors 
Date: May 22, 2018 

Implementation 
Date: May 22, 2018 

History: New 
Revised and Approved by the Board of Governors: 
Scheduled Review Date: May 2021 

Origin: Office of the President 

RATIONALE 

The College encourages administrators and faculty to seek external funding to enhance programmes and carry out 

other activities in the furtherance of the mission of the institution. The purpose of this policy is to set out the provisions 

that govern the acquisition of grants and management of all funded activities (not including fund-raising, sponsorships 

and philanthropic contributions). 

DEFINITIONS 

Grants – any award of monies received from any external granting agency for which a contract is signed or implied, and 
that is designated for a specified purpose and duration. 

Large Grants – grants that are designed to have a broad impact on the College (e.g. planning grants). 

Project Director – the lead person or department from which the project that is funded is initiated and administered. 

POLICY 

SOLICITATION AND ACCEPTANCE OF GRANTS 

• The College accepts grants from external funding agencies to be used only in conformity with the College’s 

approved proposal and the granting agency’s terms of funding. 

• No member of the College community should use the name of the College or present him or herself as 
representing the College in securing financial support without first seeking the approval of the Office of Grants 
Planning and Management & Fundraising (Grants Office). 

• No College employee should support or offer a commitment of support to any external grant application without 
first seeking the guidance of the Grants Office. 

• Grants for which naming rights are to be awarded must conform to the College’s Naming Opportunities Policy. 

PRIORITIES FOR GRANT APPLICATIONS 

Grant projects are more likely to be accepted when they are consistent with the College’s mission and goals. Priority 

and approval are given to projects that support the following: 

• Equipment and resources for programmes to which the College is already committed; 

• Other elements of programmes (e.g. curriculum development, student support services) to which the College 

is already committed; 

• New programmes that enhance specific aspects of the College’s long-range plan and current priorities and 

are self-supporting for their duration; 
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• New initiatives that may not be self-supporting but would enhance specific areas of the College’s long- range 

plan or current priorities. Such projects could last the life of the grant or be designed for eventual 

institutionalization into ongoing operations of the College. 

RESPONSIBILITIES FOR GRANTS 

• Grants received by the College are administered by the receiving department. 

• The role of the Grants Office is to provide support to administrators and faculty in their efforts to identify and 

investigate research opportunities, prepare and submit grant proposals (applications) and ensure compliance 

with the requirements of funded projects. 
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PROCEDURES 

PURPOSE OF THE GRANTS OFFICE 

As it pertains to grants, the purpose of the Office of Grants Planning and Management & Fundraising is to do the 
following: 

• Provide leadership in planning for and securing external grant funding to advance the College’s mission and 

priorities; 

• Identify potential funding resources related to institutional priorities and advise the college community of 

funding opportunities; 

• Provide technical support for proposal development and submission, and provide management advice to 

projects that result in successful funding outcomes; 

• Equip and empower faculty, staff and administrators with the knowledge and skills needed to participate in the 

grants funding process. 

SERVICES AVAILABLE 

Toward this end, the services of the Grants Office primarily include the following: 

Research: The Grants Office conducts ongoing research on grant opportunities and informs faculty and staff about 
grants that become available. The search for grants is primarily based on the priorities of the College and on the related 
interests of initiatives described to the Grants Office by administrators, faculty and staff. Administrators and faculty 
may identify potential funding sources and request that further research is conducted. For assistance in identifying 
funding sources to support a specific project, contact the Grants Office. 

Preliminary Planning: The Grants Office must be made aware of any grant-seeking activities before beginning work on a 
proposal. The Grants Office is available to coordinate planning meetings to discuss project ideas, assist with 
preliminary programme and budget development and to analyze proposals for consistency with College priorities and 
strategic fit with the requirements of the funding source. To initiate grants planning, please contact the Grants Office. 

Proposal Writing and Editing: The Grants Office reviews and edits, if necessary, all proposals submitted by the College 
to ensure that proposals are well-written and complete. For most large grants, the Grants Office serves as the primary 
writer of the proposal and/or edits sections written by grant development team members. Sufficient lead time for 
proposal review is required prior to submission and faculty and staff should inform the Grants Office of a pending grant 
submission as soon as possible. 

Coordinate Grant Submissions: Final submission of grants must be coordinated by the Grants Office. Large grant 
requests are submitted by the Grants Office to ensure that forms are accurately completed, all required documentation 
is included and that submission deadlines are met. 

Grants Administration: The Grants Office plays a limited role in the administration of funded projects. The Grants Office 
can help grant Project Directors solve problems, interpret funding guidelines and offer technical advice concerning the 
administration of grants. 

PREPARING GRANT APPLICATIONS 

To ensure that all submitted grant applications are developed with the approval of the College’s administration, are 

designed to meet recognized College goals and community needs, and do not create a conflict with other fund 

development initiatives, the following regulations have been established: 
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• Grant initiatives, projects, collaborations and other grant-related activities will be conducted through the Grants 

Office; 

• It is the responsibility of the cabinet officer (including the Bursar) to advise the President’s Cabinet of the nature 

of a grant opportunity and the nature of the proposed project; 

• Faculty and staff developing a grant application will be responsible for obtaining pre-approval from their 

supervising department head and cabinet officer and for submitting a copy of the approval to the Grants Office 

prior to the substantial development of a grant application; 

• Upon receipt of a pre-approval, the Grants Office will assist College personnel with the preparation of grant 

proposals and will ensure compliance with grant guidelines, procedures, and timelines; 

• College personnel will provide the Grants Office with copies of relevant requests for proposals, proposal 

applications, related notes, application forms, and other pertinent correspondence for all grant applications 

that are submitted in the name of the college; 

• All grant proposals and reports must be submitted to the Grants Office at least two weeks prior to the deadline. 

APPROVAL OF GRANT SUBMISSIONS 

• All requests for outside funding are centralized within the Grants Office and must be approved by the Grants 

Office prior to submission. 

• Upon review and approval, grant proposals will be processed by the Grants Office to obtain the approval of 

the College’s President and any other necessary signatures. 

PENDING GRANTS 

• Pending applications will be monitored by the Grants Office. 

• The Director of Grants Planning and Management & Fundraising will be listed as the point of contact for 

HLSCC grant applications. 

• The Grants Office will maintain contact with funding agencies for addendums, revisions, and updates related 

to applications and budgets. 

GRANT AWARDS AND CONTRACTS 

• Notification of all competitive grant awards and contract documents shall be sent to the Grants Office for 

processing. 

• Notification of awards and contracts will be forwarded to the President’s Office, Bursar, Vice President for 

Academic Affairs and other appropriate College personnel. 

• The Director of Grants Planning and Management & Fundraising, in cooperation with personnel of the Fiscal 

Services Department, will review the grant proposal, contract and/or award letter for required performance 

outcomes, obligatory reports, other related funding compliance requirements, evaluation components, and 

other conditions. 

• All grant contracts will be processed for the President’s final approval and signature through the Grants Office. 

• The Director of Communications, Marketing and Public Relations will be notified by the Grants Office of grant 

awards and contracts to facilitate press releases. 

• The Director of Grants Planning and Management & Fundraising will schedule a meeting with the grant Project 

Director, the appropriate Department Head, and Fiscal Services Office staff members to review and discuss 

budgetary requirements/procedures, programmatic and reporting requirements, and other appropriate issues. 
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ADMINISTRATION OF GRANT FUNDS 

• Upon receipt of funding, the Grants Office will assist in the preparation of supporting documents; however, the 

management of grants (both programmatic and budgetary) will fall to the responsibilities of the appropriate 

Project Director and their Department Head. 

• Grant monies received by the College must be placed in a restricted fund and must be used only for its 

designated purpose. 

• The procedures and the approvals for expenditure of grant monies must be consistent with the College’s 

approved policies and practices. 

GRANT REPORTING PROCESS 

• The Grant Office will maintain a calendar of reporting due dates to ensure the timely submission of grant 

reports. 

• Grant Project Directors are expected to coordinate reporting efforts with the Grants Office before the reports 

are submitted to funding agencies. 

• Grant Project Directors are responsible for all appropriate reports required by funding sources. 

• Financial reports required by the funding agency must be completed by the Fiscal Services Office. 
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REFUND 

Title: Refund Number: 3.01.0709.1 

Approved by the Board of Governors  
Date: July 20, 2009 
Review Date: February 21, 2017 

Implementation  
Date: Aug. 1, 2009 

History: British Virgin Islands Community College Catalogue 

1991-1992 

Scheduled Review Date: February 2022 

Origin: British Virgin Islands 
Community College Catalogue 
1990 

RATIONALE 

Recognising that circumstances exist where students may have to withdraw from classes for which they had registered, 
the College makes allowances for a refund of tuition payments. This policy sets forth the schedules and levels of 
refunds for student tuition, including refunds to third party payors of student tuition. 

POLICY 

The refund policy applies to paid tuition only. The registration fees (i.e. Student fee, student government fee, 
technology fee and registration fee) are non-refundable. The refund percentage will correspond with the date on which 
the add/drop form was received at the Registrar’s Office. Refunds are made based on the following schedule: 
 
Fall and Spring Semester:    Summer Term: 
 

1
st Week 90% Refund 2

nd Day 90% Refund 

2
nd Week 75% Refund 3

rd Day 75% Refund 

3
rd Week 50% Refund 4

th Day 50% Refund 

4
th Week 25% Refund 5

th Day 25% Refund 

After 4
th Week No REFUND After 5

th Day No Refund 
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PROCEDURES 

REFUNDS PROCEDURES FOR PAYING STUDENTS AND THIRD PARTY OF PAYING STUDENTS 

The following procedure is applicable to all students. This procedure was established to ensure timely refunds resulting 
from an over payment by cash, cheque, or credit card as shown on the student’s account. In order to request a refund, 
the student must complete a Request for Refund Form and submit it to the Fiscal Services Department. 

PROCESSING TIMELINES AND AMOUNTS: 

Refunds will be processed within 15 business days from the date that the reimbursement request is received  by Fiscal 
Services Department or the date that a cancellation notification was received by Fiscal, as appropriate. A refund for 
payments made by cheque will not be processed until verification is made by the College that the cheque has been 
cleared by the bank. 

OVERPAYMENT: 

A credit balance resulting from a direct payment by cash, cheque, debit card (ACH payment) or credit card that exceeds 
the total charges on a student account will be refunded to the student, or to the third party that  made the payment 
on behalf of the student, following a request for a refund. If a request for a refund is not made , the credit will remain 
on the student’s account . 

REFUNDS ISSUED IN ERROR: 

The College has the right to reclaim refunds issued in error. Should this occur, a “stop payment” will be placed on the 
cheque by the Fiscal Service s Department and the student will be notified. In the event that the cheque has 
already been cashed, a written request for return of the funds will be sent to the student. Students will be allowed 30 
days to repay the College before collection efforts are initiated. 

REFUND PROCEDURES FOR THIRD PARTY PAYERS: 

If a credit balance is the result of a third-party payment on behalf a student and exceeds the authorised charges, the 
credit balance will be refunded to the third party in the form of a cheque. A credit balance resulting from removal of 
charges on a student’s account will also be refunded to the third party. In instances where students have paid 
outstanding debts that are payable by a third party and the payment is subsequently paid by the third party, the excess 
funds will be refunded or credited to the student’s account. 

UNCLAIMED REFUNDS: 

In cases where a refund check is unclaimed for a period of three months, the College must make at least three 
documented attempts to contact the payor. When the refund is unclaimed for a period of six months, the College will 
void the check and create a database of such voided checks. A reimbursement check will be issued if a refund cheque 
is claimed within twelve months of the date on which the original reimbursement was issued. Checks unclaimed for 
more than one year are not reimbursable. 
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H Lavity Stoutt Community College 
Refund Request Form 

Please complete the following and return to: 

Bursar’s Office – Paraquita Bay 
Campus, 

 
 

Date: __________________ Student ID Number: _____________________________ 

Student Name:  ____________________________________________________________ 
 

Local Address:         Postal Code:  

Local Phone:  Email:     

Course Number:   Session: Fall Spring Summer 

Amount of Refund Requested:   
 

Add/Drop form completed with the Registrar’s Office? Yes No 

 
Indicate by whom payment was made: Student Third Party   
 
 

Please indicate the reason for Refund: 
 

 

 

 

 

 

 

 

 
 
 

Office use only: 
Date Received Approved Denied Letter to student Memo to Bursar 
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SPONSORSHIP 

Title: Sponsorship  Number: 3.08.0617.1 

Approved by the Board of Governors 
Date: June 20, 2017 

Implementation 
Date: June 20, 2017 

History: New 
Revised Approved by the Board of Governors: 
Scheduled Review Date: June 2019 

Origin: 

RATIONALE 

The H. Lavity Stoutt Community College recognises that from time to time, its activities may be in need of, as well as 

may provide opportunities for persons and organisations external to the institution to support its programmes or other 

activities. Sponsorship of College activities is mutually beneficial to the College and the sponsor. For the College, it 

serves to improve the level of community involvement in the affairs of the College. For many external entities, 

sponsorships provide an opportunity for them to demonstrate, particularly in the case of private sector businesses, 

their corporate responsibility to the broader community. This policy provides guidance concerning how such 

sponsorships may occur by entities outside the College. 

DEFINITIONS: 

Sponsorship – any provision by which money, goods or services are provided to the College by an external person or 

organization. 

Internal Entity – refers to any instructional department, administrative unit or recognised student organization within 

the College. 

External Entity – any individual, business or organization that is not part of the College. 

Acknowledgement – any form of recognition to an individual or organisation for a monetary or non-monetary support 

provided to the College. 

Return Benefit – any item or service provided of a sponsor in return for the sponsor’s support of a College activity. 

Endorsement – any statement or depiction that may imply a preference for, or bias in favor of an external entity by the 

College. 

Monetary gift – a cash donation or pledge of monies made to the College. 

Gift-in-kind – a product or service donated, in lieu of cash, to the College 

POLICY 

It is permissible for any entity of the College to accept external support or sponsorship for its activities in keeping with 
this policy. Such support may be in the form of a monetary gift or a gift-in-kind. 
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Any external entity may provide support to the College or any of its entities for an event or activity, except otherwise 
stated in this policy. 

The College has a right to decline a sponsorship. Such a decline may be indicated in those actual or perceived 
instances where the product, message, reputation or image of the sponsor may (a) be in conflict with the mission or 
policies of the College; (b) adversely affect the College’s reputation; (c) appear to endorse a product, position, person 
or policy; (d) contain obscene, indecent or profane language; or (e) ridicule, exploit or demean classes or groups of 
people. 

Sponsorship support from external entities where the source of the contribution to the College is derived from tobacco, 
alcohol or gaming activities must be reviewed and approved by the President. 

Sponsorship support from entities where the source of the contribution is derived from or associated with any illegal or 
criminal activities based on the laws of the territory or jurisdiction of origin cannot be accepted by the College. 

Special guidelines apply when the College or one of its entities uses a sponsor’s name and/or logo in acknowledging 
a sponsor. These guidelines are described in the College’s Use of the College Logo Policy. 

As a publicly supported entity, the College should be mindful of the value of sponsorships to external entities by its 
association with the College and may not serve to unduly advance the interests of any sponsor. 

Return benefits to a sponsor (e.g. tickets to College events, access to the College’s library holdings, food and 
beverages, shirts, mugs, pens etc.) may not exceed ten percent (10%) of the estimated contribution provided by a 
sponsor. 

The Director, Grants Planning / Management & Fund-Raising provides oversight for, is responsible for effective 
administration, coordination and compliance of the Sponsorship Policy. 
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PROCEDURE 

To ensure that the College demonstrates a coordinated approach to its solicitation of sponsorships, as well as to ensure 
that that sponsors are treated in an appropriate manner, it is important that procedures related to the solicitation and 
acknowledgement of such entities.is implemented with the diligence and appreciation that are due these relationships. 

REQUESTS FOR SPONSORS 

1. Any internal entity (including student organizations through their Advisors) may find it necessary to and may take 
steps to solicit sponsorship for an approved College activity. The first step in this process is consultation with 
the Director, Grants Planning / Management & Fund-Raising. The Director will be helpful in such ways as the 
following: 

(a) Review plans for solicitation of the sponsorship (s) in order to ensure that these are consistent with the 
Sponsorship Policy. 

(b) Analysing other options that might be more appropriate to supporting an activity, 

(c) Suggesting sponsors that may have not yet been considered; identifying sponsors who currently sponsor other 
College projects; sponsors who have been identified for other purposes, or even sponsors for whom an 
approach by the College may be ill-timed, or may be over-solicited; 

(d) Providing pointers or helpful hints concerning approaches to potential sponsors. 

2. It is important, in initiating communication with the potential sponsor, to prepare a letter or other written form of 
communication that summarizes relevant aspects of the activity – the purpose, description, duration, options 
that could be sponsored and any forms of acknowledgement that are planned. Any such material should be 
reviewed by the Director, Grants Planning / Management & Fund-Raising before it is provided to the potential 
sponsor. 

ACCEPTANCE OF SPONSORSHIPS 

1. Whether a sponsorship involves a monetary or in-kind contribution, and whether the contribution has been 
initiated by the College or an external entity, the receiving internal entity should prepare a Gift Intake Form and 
submit it, within 10 days, to the Director, Grants Planning / Management & Fund-Raising. This step will ensure 
that the contribution is acknowledged by the College in an appropriate form, that its amount or value is 
appropriately recorded; and that in the case of monetary gifts, that it is received and appropriately placed – 
together with any conditions specified by the sponsor – in the College’s financial management system. It will also 
ensure that any conditions specified by the sponsor can be addressed and/or monitored to ensure the College’s 
or department’s compliance. 

2. The internal entity should expect to be copied on and made aware of the means for accessing funds that the 
sponsor has contributed. 

EXTERNAL USE OF THE COLLEGE AND/OR EXTERNAL LOGO 

1. One form of acknowledgement of a sponsorship is use of the name and/or logo of an external entity by the 
College – typically its placement on advertising materials, mention on a programme etc. It will be important that 
the Director, Grants Planning / Management & Fund-Raising and Grants, Planning and Management assist by 
ensuring the communication required to obtain approval for, and receipt of a logo that ensures compliance with 
the sponsor. Guidelines for placement of external logos in relation to the College logo, in the case of partnership 
projects, are outlined in the College’s Use of the College Logo Policy, which is available from the Director of 
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Marketing, Communications and Public Relations. 

2. A sponsor may be granted permission to use the College’s name and logo. This, however, can occur only with 
the expressed written permission of the Director of Marketing, Communications and Public Relations. The 
Guidelines for external use of the College logo is also contained in the Use of the College Logo Policy, 

  



| 225 
 

TUITION AND FEES 

Title: Tuition and Fees Payment Number: 3.05.0513.1 

Approved by the Board of Governors 
Date: May 14, 2013 
Revised Date: September 10, 2020 

Implementation 
Date: August 1, 2013 

History: 
Scheduled Review Date: February 2023 

Origin: Registry and Bursar 
Department 

RATIONALE 

Historically, the registration period for students is a defined period, yet the payment for classes varies widely, 
extending even to the end or beyond the same semester. The revised document updates and implements new 
processes for the collection of tuition and fees.  This policy ensures that payment for tuition and fees is within stated 
timelines and describe consequences and recourse for nonpayment or late payment. Tuition and fees for which a 
purchase order is required in advance or sponsorship letter received will be exempted from payment at registration. 

DEFINITIONS 

Paid in full - having made full payment for both tuition and all fees. 

Category lA - BVIslanders, Belongers, Naturalized Citizens. 

Category 1B - Government Employees, HLSCC Employee (Student Fees Only) HLSCC Employee's Spouse, 
HLSCC Employee' s Dependent Child under 18 years of age. 

Category II - Individuals residing in the British Virgin Islands for seven years or more, Dependent child under the 
age of 18 whose parent has been residing in the BVI for seven plus years. 

Category III - Individuals residing in the British Virgin Island for less than seven years or individuals in the Territory 
for the expressed purpose of attending HLSCC. 

Approved payment plan - an agreement between the student and HLSCC that is administered by the Bursar's office. 
A payment plan covers tuition only. Fifty percent (50%) of the total bill which includes tuition must be paid before the 
payment plan is approved. Students under the age of eighteen years must have a parent's approval of the payment 
plan. To qualify for a payment plan, the student must be a Category I A who is repeating a course, Category I B, or 
Category II. 

POLICY 

Payment of Student Tuition and Fees 
The registration process is complete only when students have paid their tuition and fees in full. Payment must be 
made on the same day of registration.  It is the student's responsibility to be aware of tuition and payment 
obligations in accordance with the schedule below:   

• For students who pre-register, payment of fees and tuition are due at the time of pre-registration. If pre-
registered students do not pay by the end of the two weeks before regular registration, they will be 
removed from pre-registered courses. 

• For students who register during regular and or late registration, all fees must be paid at the time of 
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registration. Payment of tuition must be made by the last day for adding classes as indicated on the 
Academic Calendar for the specified semester. 

• For students who register for a summer class, payment is due in full for both tuition and all fees at the 
time of registration. 

Failure to receive a statement of account does not release a student from financial obligation. Failure to attend 
class does not constitute a drop, a withdrawal, or an exemption from payment.   Students must complete the 
necessary documentation relevant for the withdrawal process. The timeline for each process is stipulated on the 
Academic Calendar for the specified semester. The calendar is posted on HLSCC's website and on the Moodle 
platform. 

Additional charges related to the payment of tuition and fee are: 

• Returned cheque fee for cheques returned by the bank for any reason; 

• A late fee will be charged for failure to meet an established payment deadline. 

Consequences of Nonpayment: 

• Students' registration will be reversed at the end of day when registered if payment is not made in full for 
fees that day. 

• Students will be barred from the use of all educational resources for nonpayment and given a deadline 
for payment to be made. 

• If payment of tuition is not made within the date allotted, students will be removed from all classes. 

• Students will be reinstated with full access to the use of all educational resources upon full payment of 
tuition and fees. 

• Students with unpaid balances will not be permitted to register for a subsequent semester or receive 
future services from the college, until obligations have been met (meaning all outstanding balances paid 
in full); which include services from all College departments such as Desktop Publishing, Performing Arts, 
Learning Resource Centre, etc. 

• The College will withhold the issuance of diplomas, grade reports, enrolment verification letters, and 
transcripts until all monies due to the College have been paid.   
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PROCEDURES 

• After a student pre-registers, the student goes to the Fiscal Services Department to make payment. Once 
the payment of fees and tuition is received the Fiscal Services Department will activate the  student as 
registered. 

• Payment can be made by cash, cheques, Visa or Mastercard, ATH. 

• An approved payment plan or an approved purchase order in the case of the BVI Government or 
legitimate agency will be accepted in lieu of payment. 

• Scholarship letters are also accepted in lieu of payment. 

• Payments can be made online via SONIS. 

• During registration, students must be given a copy of their student statement by Registry once they have 
signed up for classes for their review. Students can also view their statement of account online via SONIS. 
The student is then instructed to go to the Fiscal Service Department to make payment in order to 
complete the registration process or make payment online. 

• If the student's statement is correct, the student makes payment in full if they are not on a payment plan. 
If the statement is incorrect, the student must return to the Registry Department to have the statement 
corrected before payment can be made. 

• If a student fails to pay for fees by the end of registration day, his/her registration will be counted as void 
and removed from all classes. 

• If the student fails to make payment in full in accordance with the payment schedule, the Fiscal Services 
Department completes an Accounts Receivable Report (by student and amounts due) by the last day of 
the regular add period. This report is forwarded to the Registry Department who will initiate the non-
compliance payment consequence as listed above. 

• Faculty will be notified by the Registry Department of all students who have been barred from the use of 
all educational resources. 
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Human Resources and Personnel Policies 
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BEREAVEMENT LEAVE 

Title: Bereavement Leave Number: 4.01-4.1111.1 

Approved by the Board of Governors 
Date: November 14, 2011 

Implementation 
Date: November 14, 2011 

History: 

Scheduled Review Date: November 2014 
Origin: Human Resources 

RATIONALE 

The College recognizes the importance of being able to make arrangements for, and to attend the funeral of an 

immediate family member, void of excessive stress. To support and extend compassion, during time of mourning, 

paid bereavement leave is available to eligible employees. 

POLICY 

HLSCC subscribes to the policy of providing bereavement leave to continue the salary of eligible employees who 

are absent from work due to their engagement with making arrangements for, and to attend the funeral of an 

immediate family member. Full-time employees are eligible for up to three (3) days bereavement leave per case. 

1. An employee is eligible for paid bereavement leave if he/she has been employed with the College for the 

designated period of probation prior to the commencement of the leave. 

2. An employee is eligible for paid bereavement leave if he/she suffers the loss of an immediate family member 

(a child, parent, spouse, de facto spouse, sibling, or spouse’s or de facto spouse’s parent). A de facto spouse 

is defined as a domestic partner in a two-person relationship outside of marriage of legal age to be married. 

Neither partner may be legally married to another individual and must have shared the same home for a period 

of not less than two years immediately preceding the week in which the benefit becomes due. Acceptable 

evidence of cohabitation is a notarised letter indicating the same. 

3. Employees that suffer the loss of other close relatives and friends who are not identified as immediate family 

are not eligible for bereavement leave. However, based on the significance of the relationship, leave may be 

granted at the discretion of the President. With the approval of the Human Resources Department, time may 

also be granted during a scheduled workday to attend funerals of other close relatives and friends. 

4. Pay for bereavement leave will be made for actual time off from work. If the funeral occurs at a time when 

work is not scheduled, payment will not be made. 
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ABUSE OF BEREAVEMENT LEAVE PRIVILEGES 

(a) Abuse of bereavement leave privileges may be grounds for disciplinary action. 
(b) It is not permitted to seek gainful employment elsewhere while out on bereavement leave. 
(c) Management reserves the right to request proof related to the case for which bereavement leave is requested. 
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PROCEDURES 

Purpose: To outline the policy and procedures for College employees’ bereavement leave. 

Authority: HLSCC Board of Governors 

Eligibility: An employee is eligible for paid bereavement leave if he/she suffers the loss of an immediate family 
member (a child, parent, de facto spouse, sibling, or spouse’s or de facto spouse’s parent). 

USE OF BEREAVEMENT LEAVE: 

Bereavement leave will be granted under the following condition: 

1. The bereavement leave requested coincides with the date of the funeral. 

SCHEDULING OF BEREAVEMENT LEAVE: 

(a) If an employee should suffer the loss of an immediate family member the employee must inform his/her 
supervisor as early as possible. The employee must provide as much advance notice of his/her expected 
absence as is reasonable and practical. 

(b) When an employee expects to be absent from work on bereavement leave, the employee must notify the 
Human Resources Department via the immediate supervisor. An employee who knows in advance the date 
or approximate date he/she will begin an absence that qualifies for bereavement leave is required to give 
as much advance notice as may reasonably be given under the circumstances. If notice is given, the 
College will accommodate any unexpected and necessary changes in the dates of bereavement leave. 

(c) When the need for leave is known in advance the employee will be expected to complete a leave form prior 
to beginning the leave (this application is available from the Human Resources Department). The application 
must be approved by the employee’s immediate supervisor and returned to the Human Resources 
Department. 

(d) When an employee could not have foreseen the need for leave, the employee must notify the Human 
Resources Department via the immediate supervisor of his/her nonattendance promptly on the first day of 
absence and must complete an application for leave within two days of returning to work. If notice of the 
absence is not provided within two business days of returning to work the absence may not be designated as 
bereavement leave. 

(e) When bereavement leave expires the employee is required to return to work. Failure to promptly return to work 
when bereavement leave expires, or obtain approval for additional leave, may result in disciplinary action.  
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COMPENSATION FOR EDUCATIONAL ACHIEVEMENT 

Title: Compensation for Educational Achievement Number: 4.10.0518.1 

Approved by the Board of Governors 
Date: May 22, 2018 

Implementation 
Date: May 22, 2018 

History: Practice of Long Standing 
Revised and Approved by the Board of Governors:  
Scheduled Review Date: May 2021 

Origin: 

RATIONALE 

The H. Lavity Stoutt Community College is committed to the professional and educational development of its faculty 

and staff members. It seeks to compensate employees who have successfully completed the requirements for a tertiary 

level degree or certification/licensure related to their duties and responsibilities while employed at the College. 

The purpose of this policy is to establish the criteria for an increase in annual salary related to academic achievement 

and to provide guidelines to be followed when employees are eligible for a salary increase based on completion of an 

earned degree and becomes certified in a professional area. 

DEFINITION 

Educational achievement: The attainment of an award for further education that is a recognized award (degree, license 

or certificate) that is in addition to qualifications that the employee possessed at the time of their hire. 

Certification / License: Any earned official designation designed by a professional organization to provide assurance 

that qualifications needed to perform within the profession have been met by an individual. These designations typically 

grant a time-limited credential based on one’s ability to meet the performance standards required by the organization 

granting the credential. 

POLICY 

ELIGIBILITY 

Full-time and part-time employees are eligible for a salary adjustment upon the award of a degree or certification. 

Certain procedural requirements apply, however. 

DEGREE/CERTIFICATION 

The H. Lavity Stoutt Community College grants an increase in annual salary, subject to the availability of funds, to full-

time and part-time employees who earn an associate’s, bachelor’s, master’s or doctoral degree from a regionally 

accredited or similarly recognized institution or who becomes certified or licensed, by a recognized and professional 

organization. Employees are encouraged to maintain such license or certification. 

RELEVANCE TO CURRENT POSITION 

The earned certification or degree must be in the academic discipline or other professional area that is relevant to the 
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employee’s current position and should enhance the employee’s ability to efficiently perform the duties of that position. 

Employees are ineligible for additional compensation if the completion of a degree, certification license is a condition 

of their employment. 

PERFORMANCE EVALUATION 

The employee’s most recent performance review must indicate that he or she is a solid performer or above (in the 

case of staff and administrators) and must have received an average or above average rating (in the case of faculty), 

thereby confirming in both instances, that the employee meets or exceeds the expected standards of performance 

expected by the College. 

SALARY INCREASE 

An increase in an employee’s salary based on an earned degree or certification will adhere to the schedule below: 
 

Type of Degree/Certification Salary Increase 

Professional Certification or 
Licensure 

3% 

Associate Degree 3% 

Bachelor’s Degree 3% 

Master’s or Doctorate Degree 3% 

EFFECTIVE DATE OF SALARY INCREASE 

The salary increase will become effective the first pay period following the receipt and processing of the written 

notification of advice of the award of the degree, license or certification in the form of an official transcript or official 

documentation indicating the employees name, date and type of the award. Transcripts and other evidence of an 

award are not acceptable as official evidence if they are duplicated, faxed, or marked as unofficial. A decision 

concerning a salary increase (without consideration of retroactive pay) may be deferred to a later date if the availability 

of resources do not permit an increase at the time. 
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PROCEDURE 

1. The employee must notify the Human Resources Department, in writing, through their Department Head at least 

one year in advance of their tentative date of completion concerning the nature of the degree, license or 

certification that they expect to receive. The purpose of this notification is to ensure that the increase in salary is 

included in the budget request for the year in which the increase will be given. 

2. The employee must submit official written notification in writing to the Human Resources Manager, through the 

Department Head, that the requirements of the degree or certification are completed and that an award has been 

received. The notification must be accompanied by an official transcript from the accredited institution granting 

the degree, or the requisite official documentation from the Board or organization granting the license or 

certification to the employee. 

3. The Manager of Human Resources must review the following information to make a recommendation to the 

President concerning whether the employee should be granted a salary increase: 

(a) Whether the knowledge and skills acquired are consistent with the employee’s responsibility; 

(b) The credibility of the institution or organization granting the award; 

(c) The results of the employee’s most recent performance review; 

(d) The availability of financial resources to support a salary increase. 

4. If approved by the President, the Human Resources Manager will prepare a letter to the employee confirming 

the salary adjustment, based on the schedule. If the increase is not approved, the Human Resources Manager 

will inform the employee of the reason(s) for denial. 

5. A copy of the letter will be forwarded to the Bursar by the Human Resource Manager. This action will serve to 

authorize the salary increase that is expected to take effect. 
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COURT-RELATED LEAVE 

Title: Court-Related Leave Number:4.01-2.0109.1 

Approved by the Board of Governors 
Date: January 27, 2009 

Implementation 
Date: January 27, 2009 

History: 

Scheduled Review Date: January 2012 

Origin: Human Resources 
Authority: Law of the Virgin 

Islands Revised Edition 1991 

Vol1. Chapter 36 

Virgin Islands Labour 
Code 1974 

POLICY 

1. When summoned for jury duty or when subpoenaed as a witness when not a principal in litigation, employees 
shall receive court-related leave with pay, shall retain any fees earned, and shall not be paid by the College 
for meals, lodging, or travel. 

2. When a principal in personal litigation, an employee shall not receive court-related leave, but may be granted 
vacation or emergency leave with the approval of the President or a designee. 

3. When involved in litigation on behalf of the College or due to action in line of duty as an employee, employees 
shall be considered on duty and shall turn over to the College any fees received from the Court.  
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PROCEDURE: 

1. A request for court-related leave will be initiated by the employee by submission of the court summons to the 
immediate supervisor. In the case of (2) the summons should be accompanied by an application for leave 
form. The form(s) should bear the signature of the immediate supervisor and should be forwarded to the 
Human Resources Department for processing. 

2. The Supervisor is expected to monitor the absences of the employee pertaining to court related leave, and to 
keep this information on file and file a copy with the Human Resources Department. 

3. If the employee is not required to serve as a juror or a witness on a particular day, or his/her serv ices are only 
required for half a day, the said employee is required to report back to work, unless an alternate form of leave 
is taken. The court verifies the attendance of jurors, and an employee who is not actively involved in a case 
and does not report back to work will forfeit salary for the day. 
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EMERGENCY LEAVE 

Title: Emergency Leave Number: 4.01-5.111.1 

Approved by the Board of Governors 
Date: 14 November, 2011 

Implementation 
Date: November 14, 2011 

History: 

Scheduled Review Date: November 2014 
Origin: Human Resources 

RATIONALE 

The College recognizes that urgent and unusual circumstances may make it necessary for an employee to be 

absent from work for short periods of time. To establish the right balance between work life and personal life, and 

to eliminate undue stress, paid emergency leave is available to eligible employees. 

POLICY 

Emergency Leave is available to eligible employees to attend to urgent unplanned affairs. It entitles the employee up 

to ten (10) days paid leave during a calendar year. 

1. An employee is eligible for paid emergency leave if he/she has been employed with the College for the 
designated period of probation prior to the commencement of the leave, and for the unpaid leave from the 
date of employment. 

2. Temporary employees (individuals contracted for employment not exceeding three months per appointment), 
student employees and employees with a contractual appointment of less than twelve months are not eligible 
for emergency leave. 

ABUSE OF EMERGENCY LEAVE PRIVILEGES 

(a) Abuse of emergency leave privileges may be grounds for disciplinary action. 

(b) It is not permitted to seek gainful employment elsewhere while out on emergency leave. 

(c) Management reserves the right to request proof related to the case for which emergency leave is granted. 
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PROCEDURES 

Purpose: To outline the policy and procedures for College employees’ emergency leave. 

Authority: HLSCC Board of Governors 

Eligibility: An employee is eligible for paid emergency leave if he/she has successfully completed his/her 
probationary period prior to the commencement of the leave, and for the unpaid leave if the probationary period 
has not ended. An employee must be employed on a contract for twelve continuous months, or more, to be 
eligible. 

ACCRUAL RATES:  

Emergency leave does not accrue and may not exceed 10 days in any 12-month period. 

USE OF EMERGENCY LEAVE: 

Emergency leave will be granted under the following conditions: 

1. The employee needs to attend to the adverse effects of a disaster (manmade or natural). 

2. The employee suffers from a prolonged illness and has exhausted his/her sick leave. 

SCHEDULING OF EMERGENCY LEAVE: 

(a) If an employee cannot report to work because of unforeseen circumstances for which emergency leave may 
be granted, the employee must promptly (no later than the start of the workday on the first day of absence) 
notify the Human Resources Department via the immediate supervisor. The employee must keep his/her 
supervisor informed if the absence continues for more than one day. If the employee’s situation prevents 
him/her from notifying the supervisor, someone acting on behalf of the employee must do so. 

(b) Upon return to duty the employee must complete a leave form and submit it for approval to the Human 
Resources Department, via the supervisor. 

(c) Should an employee suffer a prolonged illness and the annual sick leave (12 days per annum) has been 
exhausted, the employee must apply to the President in writing for the allotment of emergency leave (not to 
exceed 10 day in any 12-month period).  The written document must  be accompanied by medical certification. 
If the employee fails to apply to the President for emergency leave, days taken in excess of annual sick leave 
will be allocated to leave without pay or, with the employee’s permission, charged to vacation leave. 

(d) When emergency leave expires the employee is required to return to work. Failure to promptly return to work 
when emergency leave expires, or obtain approval for additional leave, may result in disciplinary action. 
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EMPLOYEE DRESS CODE 

Title: Employee Dress Code  Number: 4.11.0518.1 

Approved by the Board of Governors 
Date: May 22, 2018 

Implementation 
Date: May 22, 2018 

History: New 

Revised and Approved by the Board of Governors: 
Scheduled Review Date: June 2021 

Origin: 

RATIONALE 

The Administration of the H. Lavity Stoutt Community College expects all employees to dress and to groom 

themselves in a manner that inspires respect from students, colleagues and the public. It is the obligation of all 

employees to serve as role models for students, and to present a professional image at all times. This policy outlines 

the standard of employee dress that is expected to reflect the College’s image of professionalism. 

DEFINITION 

Dress Code - Requirements for the attire that reflects the image of an organization or profession. 

POLICY 

The College’s dress code shall appear to be consistent with that of public service workers throughout the territory. All 
College employees shall dress in accordance with the following guidelines. 

DRESS CODE: 

1. Classroom and Office Attire – Male employees who work in classroom and office settings shall wear collared 
shirts, whether long or short sleeved, dashikis and shirt jacks, along with dress slacks or khaki pants and 
belts. Shirts shall be tucked in unless designed to be worn otherwise. 

Female employees in these settings shall wear skirts of modest length and appropriate size; dress blouses 
and shirts, slacks and pant suits. Mini-skirts, leggings and tops or bottoms that may be considered provocative 
are not permitted. Jewelry must be simple and tasteful. 

2. Laboratory Settings: Employees in any laboratory or practice setting are encouraged to wear lab coats. Safety 
clothing are required at all times. Employees in field settings for the purpose of supervising students during 
practicum must comply with the College dress code, and with that of the agency being visited. 

3. Shoes - Employees are required to wear shoes that provide support and protection. Open toed shoes should 
not be worn in laboratories. The heels of women’s shoes should appear to be safe in height. Flip - flops, floppy 
sandal and women’s boots are not permitted. 

4. Hats – Hats and head dress are permitted if they represent dress wear or uniforms. This does not include 
baseball or other caps except for maintenance workers. Hats cannot be worn by employees in classrooms, 
office or meeting spaces. 
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5. Facilities, maintenance and custodial workers – Maintenance and custodial workers are provided with 
uniforms and/or overalls. These should be worn at all times during working hours. For their safety, facilities 
and maintenance workers are not allowed to wear open toed shoes or sandals of any kind. 

6. Outside Contracted workers: Employees of other agencies contracted by the College to provide services on 
a continuing basis must be guided by this policy. 

7. College Insignia – Male and female employees in all groups may wear polo shirts if they are emblazoned with 
the College’s logo. This may include the name of the programme or unit in which the employee is employed. 
Polo shirts may be worn tucked or un-tucked. College t-shirts (or t-shirts of any kind) are casual and are not 
appropriate as dress wear. 

8. Territorial Awareness: Male and female employees may wear dress (though not t -shirts) that recognizes 
awareness of a condition or event. 

EXCEPTIONS TO THE POLICY 

Only the President may designate such days as “Casual Friday.” These will constitute an exception to the dress code 
guidelines. Acceptable attire worn on casual days may include clean dark blue jeans without tears or holes, non-
collared and polo shirts with only the College’s logo or school colors, or other items deemed appropriate. College t-
shirts (or t-shirts of any kind) are not acceptable on casual days. 

BREACH OF POLICY 

A supervisor or member of the President’s Cabinet may determine that an employee’s attire at work is not consistent 
with the policy guidelines. In such instance, the Supervisor will hold a private discussion with the employee to advise 
the individual concerning the inappropriate nature of their attire. If the violation is repeated, the Supervisor shall issue 
a written reprimand to the employee who may be required to leave the workplace, and to make the necessary 
changes to comply with the dress code before returning to work. In such an instance, the employee’s absence during 
this period will be charged as vacation leave or leave without pay if vacation leave is not available. 

Employees may make use of the provisions of the Employee Grievance Policy to appeal a request to comply with 
the College’s dress code (but may not, in the meantime, continue to violate the code). 
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EMPLOYEE PERFORMANCE REVIEW 

RATIONALE 

To ensure the highest standards of professional performance and accountability in carrying out its mission, it is the 
policy of the College to conduct annual evaluations of the performance of all employees. These are designed both to 
provide feedback to individuals concerning their performance, and to identify opportunities for improvement in 
carrying out one’s job responsibilities. 

DEFINITION 

Performance Review - a systematic process for assessing how well employees carry out their duties and providing 
them with feedback concerning their work. 

POLICY 

ANNUAL GOALS: 

The annual performance review process provides opportunity for an employee and his or supervisor to clearly identify 
annual goals, the achievement of which is the responsibility of the employee. The purpose of this process is to: 

• Identify the relationship between what the employee is expected to do, and to accomplish in relation to the 
goals of the department; 

• Identify and reach agreement concerning employee the expected outcomes, and the measurement for 
assessing such outcomes; 

PERFORMANCE OUTCOMES: 

The annual performance review process provides opportunity for an employee and his or her supervisor to discuss 
the extent to which the employee’s performance meets the expectations of the department and the College. The 
purpose of this process is to: 

• Identify performance patterns and outcomes that are in keeping with the expectations of the department 
and the College; 

• Identify performance patterns that call for improvement by the employee in order to enable the department 
to carry out its function in an effective manner; 

PERFORMANCE IMPROVEMENT: 

• Partially provide a basis for determining actions concerning individual employee salaries, promotions 
and/or personnel actions 

Title: Employee Performance Review Number: 4.8.0317.1 

Approved by the Board of Governors 

Date: March 14, 2017  
Revised Date: 

Implementation 

Date: March 14, 2017 

History: 
Scheduled Review Date: March 2020 

Origin: 
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• Improve overall performance and accountability of the workforce 

Faculty and staff are evaluated on the basis of criteria that describe how well they carry out their defined job description 
(a copy of which is provided to all employees), and the extent to which they accomplish specific goals that they have 
agreed upon for the calendar year. 

EVALUATION INSTRUMENTS:  

Evaluation instruments containing criteria for evaluation are tied to faculty and staff job descriptions and shall be 
determined and reviewed by the Human Resources Department and Department Heads. In the case of faculty, the 
Academic Dean and Workforce Dean also provide input into the format of the evaluation instruments. 
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PROCEDURE 

The evaluation process requires that the immediate supervisor meet with the employee to review the employee’s 
performance and discuss any comments or input from the employee that may affect the final results. The evaluation 
form must be completed by the supervisor and shared with the employee at least three (3) working days prior to a 
scheduled review meeting. An opportunity must be provided to the employee to offer written comments concerning 
the results of the evaluation. A copy of the completed performance review packet is provided to the employee and to 
the Human Resource’s Office to be filed in the employee’s official personnel file. 

In order to be considered a completed evaluation, a final performance review package must contain or otherwise 
conform to the following: 

FORMAT: 

• All evaluation materials must be typed. A hand-written evaluation is not acceptable.  

• Areas Evaluated: 

• The supervisor’s assessment on each listed performance competency, including narrative that justifies the 
assessment of each competency; these are described in the rating form for each category of employee; 

• Specific accomplishment(s) (or other explanation) related to each annual performance goal assigned to the 
employee; 

• Student evaluations of instructors should be used as part of the faculty performance review.  

• Achievements: 

• Specific professional development achievements by the employee since the last evaluation must be noted; 

RESPONSE AND SIGNATURES: 

• The signatures of both the supervisor and the employee; 

• Written responses or comments to the evaluation by the employee, if the employee so provides.  

• Opportunity for Improvement: 

• Identification of needed professional development and training related to the employee’s performance 

PERFORMANCE IMPROVEMENT: 

• Employees who receive ‘unsatisfactory’ or ‘needs improvement’ reviews in one or more areas of the 
evaluation will be placed on a Performance Improvement Plan (PIP). 

• The duration of the Plan should be clearly identified but should be no longer than six months with a formal 
review after three months. 

• One extension of time under a PIP may be considered based on evidence of progress made in the area to 
be improved. 

• If the employee does not make acceptable progress towards improvement, this lack of improvement at the 
end of the period permitted, the employee’s continued employment with the College should be re-
considered. 

Change to an Evaluation: 

• On the basis of reasonable evidence, a Cabinet Officer in charge may over-ride or alter the results of the 
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performance review of an employee. The employee must be provided with an opportunity to respond to the 
change; with both the evidence and the response included in the employee’s file. 

Copies and Filing: 

• A copy of the completed performance review must be provided to the employee by the supervisor. 

• A copy of the completed performance review packet must be provided to the Department of Human 
Resources. 

Evaluation Schedule: 

The employee performance evaluations and annual goal setting process shall be completed twice annually, by 
December 31 and June 30 of each year. For initial appointments, the initial appraisal period will fall within the 
probationary evaluation period of three months. 

Because of the nature of their work schedule during the academic year, faculty performance reviews and annual goal 
setting must be completed between March 15 and April 15 for faculty whose contracts are due to expire at the end 
of the academic year; and between May 1 and 31 for all other faculty members. Adjunct lecturers shall be evaluated 
at the end of the first semester of service, and thereafter, once per academic year. 
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EMPLOYEE RELATIONSHIP WITH THE MEDIA 

Title: Employee Relationship with the Media  Number: 4.9.0617.1 

Approved by the Board of Governors 
Date: June 20, 2017 

Implementation 
Date: June 20, 2017 

History: New 
Revised Approved by the Board of Governors:  
Scheduled Review Date: June 2020 

Origin: Draft Employee Code of Conduct 
prepared by a Special Committee of the 
Board 

RATIONALE 

From time to time, employees of College may find themselves, as a result of their duties at the College, positioned to 
provide statements to the media and the public that call for explanation concerning departmental activities. In this 
capacity, such members should carefully consider whether it may not be more appropriate to appear in a personal, 
rather than in an official capacity, especially if they are likely to be asked to comment on matters which fall within their 
area of responsibility. 

DEFINITION 

Public comment - A remark concern a political or social issue during a public speaking engagement, radio or television 
interview, in letters or via electronic media, public blogs, social media, to the press or in other situations where the 
possibility exist that the comment may reach the community at large. 

POLICY 

1. Public Discourse Concerning College Matters 

Employees should exercise care when they speak publicly concerning internal College matters. In the following 
situations, public comment may be deemed improper: 

• Where an employee is making a public comment in a private capacity, but has not made this clear to listeners, 
who may be under the impression that the employee is speaking on behalf of the College or one of its 
departments; 

• Where an employee is directly involved in advising on, directing the implementation of, or administering 
College policy, and the public comment could be seen as compromising his or her ability to continue to do so 
in an unbiased manner; 

• Where a public comment, though it has little or no connection to the College duties of an employee, is so harsh 
in its criticism of the government or its policies, that it suggests that the employee may be impartial in 
performing his or her duties; 

• Where public comment amounting to strong criticism of the College’s administration could cause serious 
disruption in the workplace. In keeping with their responsibility to contribute or to work toward harmonious 
working relationships, staff members should attempt to resolve matters concerning department or institutional 
matters internally. This may be done either by informal discussion with a supervisor, by using grievance 
mechanisms or by seeking advice or assistance from the Human Resource office. 

2. Public Discourse Concerning Community and Governmental Matters 
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Employees should exercise care when they speak about Government and community matters. In the following 
situations, public comment may be deemed improper: 

• As public servants, employees of the College should be guided by the conduct appropriate to their station. 
The decision to write, speak or otherwise publicly oppose governmental policy is incongruent with the status 
of a public servant and may result in disciplinary action which will not exclude the termination of their 
employment. 

• Where public comment, though it has little or no connection with an employee’s responsibilities at the College, 
is so harsh in its criticism of the government or its policies that it suggests that the employee may be impartial 
in performing his or her College duties; 

  



| 247 
 

PROCEDURE 

1. All statements made to the media concerning matters that pertain to the College should be made only by the 
Chairman of the Board of Governors or the College President. 

2. Any requests to employees for information or public comment concerning College matters should be referred to 
the Director of Communications, Marketing and Public Relations for disposition, or in his or her absence, directly 
to one of the two persons noted above. 

Reference 

Draft HLSCC Code of Conduct prepared by a Special Committee of the Board 
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FAMILY LEAVE 

Title: Family Leave Number: 4.01-6.1111.1 

Approved by the Board of Governors 
Date: 14 November, 2011 

Implementation 
Date: November 14, 2011 

History: 

Scheduled Review Date:  
Origin: Human Resources 

RATIONALE 

The College strongly support family and recognizes that a situation may make it necessary for an employee to 

assist with the care of an immediate family member occasionally. To provide some flexibility, paid family leave is 

available to eligible employees. 

POLICY 

Family Leave is available to eligible employees to care for an immediate family member. It entitles the employee up 
to 10 days paid leave during a calendar year. 

1. An employee is eligible for paid family leave if he/she has been employed with the College for the designated 
period of probation prior to the commencement of the leave, and for the unpaid leave from the date of 
employment. 

2. Temporary employees (individuals contracted for employment not exceeding three months per appointment), 
student employees and employees with a contractual appointment of less than twelve months are not eligible 
for family leave. 

ABUSE OF FAMILY LEAVE PRIVILEGES 

(a) Abuse of family leave privileges may be grounds for disciplinary action. 

(b) It is not permitted to seek gainful employment elsewhere while out on family leave. 

(c) Management reserves the right to request proof related to the case for which family leave is granted. 
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PROCEDURES 

Purpose: To outline the policy and procedures for College employees’ family leave. 

Authority: HLSCC Board Approved Faculty/Staff Guidelines 

Eligibility: An employee is eligible for paid family leave if he/she has successfully completed his/her 
probationary period prior to the commencement of the leave, and for the unpaid leave if the probationary period 
has not ended. An employee must be employed on a contract for twelve continuous months, or more, to be 
eligible. 

ACCRUAL RATES: 

Family leave does not accrue and may not exceed 10 days in any 12-month period. 

USE OF FAMILY LEAVE: 

Family leave will be granted under the following conditions: 

1. The employee is needed to care for his/her spouse, de facto spouse, child, parent or sibling, who has a serious 
health condition. A de facto spouse is defined as a domestic partner in a two- person relationship outside of 
marriage of legal age to be married. Neither partner may be legally married to another individual and must 
have shared the same home for a period of not less than two years immediately preceding the week in which 
the benefit becomes due. Acceptable evidence of cohabitation is a notarised letter indicating the same.  

2. The employee is needed to care for a child placed in his/her care due to adoption or foster care. To qualify, 
the leave must be taken within one year of placement of child in employee’s care. 

3. Based on the significance of relationships not identified, leave may be granted at the discretion of the 
President. 

SCHEDULING OF FAMILY LEAVE: 

(a) If an employee cannot work because of circumstances for which family leave may be granted, the employee 
must notify his/her supervisor in accordance with departmental policy (no later than the start of the workday 
on the first day of absence). The employee must provide as much advance notice of a known absence as is 
reasonable and practical. The employee must keep his/her supervisor informed of the expected duration of 
the absence. If the employee’s  situation prevents him/her from notifying the supervisor, someone acting on 
behalf of the employee must do so. 

(b) When an employee expects to be absent from work four (4) or more workdays, the employee must notify 
Human Resources via the immediate supervisor. When an employee knows in advance the date or 
approximate date, he/she may be absent that qualifies the employee for family leave, the employee is required 
to give at least 30 days notice. When days are not known in advance, as much advance notice as may be 
reasonably given under the circumstances is expected. If notice is given, the College will accommodate any 
unexpected and necessary changes in the dates of family leave. If notice is not given as required, the leave 
may be denied or delayed. 

(c) When the need for leave is known in advance the employee will be expected to complete the appropriate 
document (s) to be submitted to the immediate supervisor, which must be forwarded to the Human Resources 
Department. 

(d) When an employee could not have foreseen the need for leave, the employee must notify Human Resources 
via the immediate supervisor of his/her nonattendance promptly on the first day of absence and must complete 
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the appropriate document (s) for leave within two days of returning to work. If notice of the absence is not 
provided within two business days of returning to work, the absence may not be designated as family leave. 

(e) When family leave expires the employee is required to return to work. Failure to promptly return to work when 
bereavement leave expires, or obtain approval for additional leave, may result in disciplinary action. 
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GRIEVANCE 

RATIONALE  

The purpose of this grievance policy is to provide a clear, efficient and transparent grievance process when resolution 
through informal means has not resolved employee concerns. Employees have the right to seek redress for 
grievances, and this policy outlines the scope of grievances and details the process for reporting and processing a 
grievance. It is applicable to all employees, including full-time, part-time, adjunct and student workers.   

 DEFINITIONS:   

Administrator – a person whose job involves helping to organize and supervise the way that an organization or 
institution functions, such as Cabinet officers and heads of academic and non-academic departments. 

Corrective Action – Employment action taken by a supervisor or the Human Resources Department, with the goal of 
correcting unacceptable employee performance or conduct.  

Grievance – a perception of personal injustice, which an employee describes, concerning their employment 
relationship, pertaining to:  

• Violation or application of the BVI Labour Code, HLSCC employment policies, practices, and/or employment 
contracts;  

• Work conditions – workplace harassment, health and safety conditions;  

• Disputes between coworkers, suppliers, and/or management;  

• Corrective actions;  

• Termination.   

Grievance Committee – an ad hoc body formed by the Human Resources Manager in consultation with the President’s 
Executive Committee from among faculty and staff based in the circumstances of a grievance, to serve as a resident 
jury for the purpose of adjudicating matters pertaining to an employee.   

Grievant – a person who submits a complaint or grievance for formal processing. 

Respondent – a party against whom a petition or grievance is filed. 

POLICY:  

1. The resolution of an employee grievance may take one of four forms, each dependent on the satisfaction of the 
employee with the outcome at the preceding step.  The four progressive steps include the following:    

• Step 1 – Appeal to the Immediate Supervisor  

• Step 2 – Appeal to the Second-level Supervisor   

Title: Grievance Number: 4.13.0722.1    

Approved by the Board of Governors 
Date: July 26, 2022 

Implementation 
Date: July 26, 2022 

History: Practice of Long Standing 
Scheduled Review Date:  July 2025 

Origin: Human Resources 
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• Step 3 – Appeal to the President via a Grievance Committee  

• Step 4 – Appeal to the Human Resource Committee of the Board  

2. The decision of the Human Resource Committee of the Board is final and binding, and closes the appeal process  

3. To maintain the most harmonious relationships among employees, an important goal of the internal grievance 

process is to resolve disputes at the lowest possible level.  

4. As the grievance moves through the formal process, the grievant may not add new issues or claims to the original 

grievance which cites instances prior to the claim, nor can an employee institute more than one grievance 

procedure, based on the same facts, claims, circumstances or events. Amended grievances may be considered 

by the committee if a new issue or claim has arisen since the original grievance filed. Once the matter reaches a 

committee stage, that committee can request additional information as deemed necessary. 

5. By entering into the grievance procedure, employees are recognizing the authority of the College and are 

voluntarily allowing due process of College channels and authority in the search for a solution to their grievance.  

Therefore, pursuing legal action at any point in the duration of this procedure would be out of harmony with this 

process.   

6. If an employee is pursuing other legal action in respect of the grievance, both processes cannot occur 

simultaneously.  

7. Electronic recordings of meetings will form part of the process of the Grievance Committee and the Human 

Resources Committee of the Board for accuracy and will be maintained by the Board Secretary according to the 

applicable statute of limitations.   

8. No grievant, witness or member of the grievance committee shall be subject to harassment, reprisal, or 

retaliation for utilizing or participating in the grievance process.  

PROCEDURE  

STEP 1 – APPEAL TO IMMEDIATE SUPERVISOR  

To initiate the first step in the grievance process, the grievant should discuss an issue in which the respondent is not 
the supervisor, with the immediate supervisor in an attempt to resolve the problem informally within five (5) business 
days of the incident leading to the grievance.  The grievant should indicate the applicable policy, procedure or practice 
which are noted as being violated and indicate if there were any witnesses to the incident.  The supervisor will 
document the complaint of the grievant and provide a copy of the written claim to the grievant and the Human 
Resources Department.  A follow-up meeting will be held with the grievant to confirm the written grievance, as well as 
to give the grievant the opportunity to present any supporting documentation.  If an employee submits a written 
complaint, the supervisor will likewise hold a follow-up meeting to review the information. All meetings held to discuss 
documented grievances should be electronically recorded with the permission of all parties involved.  The supervisor 
must document his/her response in writing to the grievant within five (5) business days, even if the response was 
initially given orally.  If the complaint is against the supervisor, the grievant may request a meeting with the next level 
supervisor, i.e., the administrator to whom the immediate supervisor reports. If the matter is settled, the supervisor 
should submit the documentation from the meeting to the Human Resources Manager to close the matter.  If no 
discussion occurs with the supervisor or if the supervisor does not respond in writing to the grievant within the allotted 
five (5) business days, the grievant should contact the Human Resources Department. The Human Resources 
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Department will reach out to the immediate supervisor to outline the grievance process and the expectations of the 
supervisor.  This process should occur within three (3) business days. If the immediate supervisor does not respond 
after the advice from Human Resources, that supervisor will be subject to disciplinary action, and the matter will be 
referred to the next level supervisor by the Human Resources Manager.   

STEP 2 – APPEAL TO NEXT-LEVEL SUPERVISOR  

If the matter is not satisfactorily resolved based on a discussion with the immediate supervisor, the grievant may, within 
five (5) business days of receiving the response to Step 1, submit a written request to the Human Resource Manager 
to appeal the matter to the next-level supervisor. The written appeal must include a clear explanation of why the 
employee disagrees with the response obtained at Step 1 and any documents that pertain to the grievance. The Human 
Resource Manager will: 

1. Acknowledge receipt of appeal and supporting documentation and keep the grievant informed of steps being taken. 

2. Provide the appeal, together with the supporting documentation, to the next level supervisor.  This submission 
from the Human Resources Manager to the next level supervisor should be done within three (3) business days. 

3. Outline the requirements of the grievance process and the requirements of the supervisor at this level. 

The next-level supervisor will review the documents and may then confer with the Human Resources Manager to 
clarify any details or to review applicable policies and procedures. The Human Resources Manager may offer to 
facilitate a meeting and/or to serve as a mediator between the two parties to try to resolve the matter. Any action taken 
by the next level supervisor should occur within five (5) business days of receipt of the complaint and accompanying 
documentation, with a written report to Human Resources within two (2) business days of any action taken and the 
outcome.  Based on a written report by the next level supervisor, and any consultation related thereto, the Human 
Resources Manager will provide a written summary of the discussion and resolution to the grievant within five (5) 
business days of the meeting. All meetings are to be electronically recorded with the consent of involved parties. 

If no discussion occurs with the next level supervisor or if the supervisor does not respond in writing to the grievant 
within the allotted five (5) business days, the grievant should contact the Human Resources Department. The Human 
Resources Department will reach out to the next level supervisor with a reminder of the requirements of the grievance 
process and the expectations of the supervisor.  This process should occur within two (2) business days. If the 
supervisor does respond after intervention by Human Resources, the supervisor will be subject to disciplinary action, 
and the matter will be referred to the Grievance Committee level. 

STEP 3 – APPEAL TO PRESIDENT VIA THE GRIEVANCE COMMITTEE  

If the grievant remains dissatisfied with the decision of the next-level supervisor, he/she may, within five (5) business 
days of receiving the Step 2 decision, submit a written request (using the Employee Grievance Hearing Request Form) 
to the Human Resources Department to appeal the matter through the Grievance Committee. The request should 
contain the following:  

• The grievance claim and supporting documentation  

• A summary of previous discussion(s) with the supervisor, next-level supervisor and/or Human Resources 
Manager  

• The outcome that is sought   

Upon receipt of the employee’s request, the Human Resources Manager must: 

1. Acknowledge receipt of appeal and supporting documentation, and keep the employee informed of steps being 
taken. 
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2. Confirm that Steps 1 and 2 of the grievance process were undertaken.  If not, the Human Resources Manager 
shall inform the grievant and supervisor(s) of the process and refer the matter accordingly.  The confirmation and 
any subsequent referral should occur within three (3) business days of receipt of the appeal by the employee.  

3. If confirmation indicates that the process has been followed, Human Resources Manager shall initiate Step 3 of 
the process by compiling a list of possible committee members.   

Membership of the Grievance Committee 

The initial list should comprise of four individuals according to the table below, which will be shared with the grievant 
and respondent. In compiling the list, the Human Resources Manager in consultation with the President’s Executive 
Committee will attempt to ensure that the proposed employees do not hold a personal or professional interest in the 
outcome of the grievance or are influenced by personal relationships with the Grievant or the Respondent; since either 
of these conditions may inhibit the employee’s ability to render a fair or unbiased judgment.  

Both parties will each be afforded the opportunity to veto one name from the list based on perceived conflicts of interest 
such as familial or friendly relationships with either party, or previous documented differences which were not amicably 
resolved with either party.  The individual(s) will be replaced with someone from the same representative area to 
maintain the balance set out in the table below.   

The Chair of the Grievance Committee will be an Executive Officer appointed by the Human Resources Manager in 
consultation with the President’s Executive Committee.  The Executive Officer selected should not have responsibility 
over either the grievant or the respondent.  

Individuals selected to serve on the Grievance Committee should be allowed to decline participation based on 
perceived conflicts of interest such as familial or friendly relationships with either party, or previous documented 
differences which were not amicably resolved with either party. 

This process of establishing the Committee should be completed within five (5) business days. The grievant and 
respondent shall be promptly notified of the composition of the Grievance Committee.  

 
 
 
 
 
 
 
 
 
 

 

Process of Grievance Committee 

The Grievance Committee shall meet within five (5) business days of notification of formation.  The Human Resources 
Manager is responsible for providing copies of the grievance application and all relevant written documentation to the 
Committee prior to the scheduling of a hearing.   
In considering the matter, the Grievance Committee must: 

• Meet to review the documents presented; 

 Respondent    

Grievant  Faculty  Staff  Administrator  

Faculty  4 faculty  
2 staff  

2 faculty  

2 administrators  

2 faculty  

Staff  
2 staff  

2 faculty  
4 staff  

2 staff  

2 administrators  

Administrator  
2 administrators  

2 faculty  

2 staff  

2 administrators  
4 administrators  
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• Meet with any parties involved in the grievance; 

• Conduct a hearing in which equitable opportunity to present both sides of the dispute is provided to the 
Grievant and Respondent; 

• Electronically record the hearing; 

• Keep a written record of the proceedings; 

• Draft and submit a recommendation to the President and the Human Resources Manager within seven (7) 
business days of the final Committee meeting.   

All deliberation and discussion shall be held confidential.  Given that the Committee hearing is not intended to be 
adversarial, the presence of legal counsel is not permitted.   

The Human Resources Manager is required to immediately inform the grievant and the respondent of the findings of 
the Grievance Committee.   

If the timelines are not being adhered to or the employee does not agree with the findings of the Committee, the fourth 
step in the appeal process may be initiated.    

 STEP 4 – APPEAL TO THE HUMAN RESOURCES COMMITTEE OF THE BOARD  

If the employee wishes to appeal a finding of the Grievance Committee, or a delay or failure to advance a grievance, 
he/she may make a formal application to the Human Resource Committee of the Board.  To do so, the employee must 
contact the President, who shall forward all written information from the process, up to this point, to the Chairman of 
the Human Resource Committee of the Board, through the Human Resources Manager, or direct it to the President, if 
the grievance is against the Human Resources Manager.  

If the grievance is against the President, the grievant must submit the request to the Human Resource Committee to 
the Board through the Human Resources Manager. These materials shall also be sent to the members of the Human 
Resource Committee by the Human Resources Manager within five (5) business days of receipt of application.  

In considering the appeal, the Human Resource Committee has the authority to:  

• Hold a pre-hearing conference;  

• Request the presence of witnesses, if circumstances warrant, and issue a directive for their appearance;  

• Decide whether non-parties may attend the hearing;  

• Electronically record the appeal hearing;   

• Admit evidence, exclude evidence, and/or accept offers of previously excluded evidence;  

• Solicit advice from the College’s legal counsel; 

• Rule concerning any procedural matters;  

• Render a written decision concerning the grievance, and   

• Make recommendations for appropriate relief to either party.  

Any action taken by the Human Resources Committee of the Board should be done within ten (10) business days of 
receipt of the application. 

The decision by the Human Resource Committee of the Board must be prepared in writing and must contain the factual 
findings on material issues.  The findings shall be shared in confidence with the Board.  All decisions must be consistent 
with the Labour Code 2010 of the Virgin Islands, and with approved policies of the H. Lavity Stoutt Community College. 
The decision by the Human Resource Committee of the Board is final, and no further internal appeal can be made.  
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Once the decision by the Human Resource Committee has been made, such decision shall be communicated to the 
President and Human Resources Manager.  The Human Resources Manager is responsible for communicating the 
decision to the grievant and the respondent within two (2) business days.  If the Grievant or Respondent is the Human 
Resources Manager, the President will designate an individual to communicate the decision to the Grievant and the 
Respondent.  This action closes the grievance appeal process.    

All documentation from internal grievances must be filed as part of the dedicated storage provision for all employee 
grievances.  Such a file must be kept in the custody of the Human Resources Department and shall not be included in 
the personnel files of employees.  

 

Attachments: H. Lavity Stoutt Community College Grievance Request Form   
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HLSCC EMPLOYEE GRIEVANCE HEARING REQUEST 
FORM 

This form is to be used to file a formal grievance at H. Lavity Stoutt Community College. All sections must be 
completed and will serve as the source document for the appeal of a grievance through the Grievance Committee. 

Please answer all questions fully.  All supporting documentation must be attached to this grievance form at the 
time the grievance is filed. Additional information may be requested as necessary. 

Name:___________________________________ Department: _________________ 

Status:  __ Student Worker     __ Staff Member     __ Faculty Member     __ Administrator 

Basis of Complaint: __ Harassment     __ Discrimination     __ Unfair Action/Violation of Rights  
 
Other: (Please indicate) ___________________________________________________________ 

Grievance is filed under:  

__ Violation of HLSCC Policy                         Indicate the Policy: ________________________________ 

__ Violation of Established Procedure           Indicate the Procedure: _____________________________ 

__ Violation of Practice of Longstanding        Indicate the Practice: _______________________________ 

Other: (Please Indicate) _________________________________________________________________ 

 

Preferred Method to Contact You: _____________________________________________________ 

Please use this section to detail the grievance.  If additional space is needed, additional pages can be attached. 

What was the date of occurrence, and what specific behavior, condition, or violation of policy or procedure 
occurred which you consider discriminatory, harassing or unfair/violated your rights? 
 
___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________ 

 

Where there any witnesses to the occurrence?  Please indicate the name(s) 
___________________________________          ________________________________________ 

___________________________________         ________________________________________ 

How have you been adversely affected by this situation? 
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___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________ 

What specific action have you taken to follow the guidelines for resolution as outlined in the Grievance Policy? 
What has been the outcome of these efforts? Attach supporting documentation. 
Appeal to Immediate Supervisor 
Date grievance discussed with immediate supervisor: _______________________________ 
Supervisor Name: ____________________________________________________________ 
Outcome of Discussion: 

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________ 

Appeal to Second-Level Supervisor 

Date grievance discussed with immediate supervisor: _______________________________ 
Supervisor Name: ____________________________________________________________ 
Outcome of Discussion: 

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________ 

Other Action Taken: Please detail any action taken not indicated above 

___________________________________________________________________________________________________

___________________________________________________________________________________ 

What specific remedy do you request? 
 
___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________ 

I affirm that the above accurately represents the events pertaining to the grievance to the best of my knowledge. 

 
Signature: _______________________________________ 
 

 
Date Filed with Human Resources 
Department: ____________ 

 
For Human Resources Department Only 
Date Received: _______________________________________ 
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INSTITUTIONAL ETHICS AND INTEGRITY 

RATIONALE 

The continued development and growth of the College is only made possible through the diligence, discipline and the 

concerted effort of its greatest asset – its leaders and employees. Despite challenges that may be faced from time to 

time, one quality must remain steadfast – the commitment of all to maintaining the highest degree of integrity and 

ethical behavior. How employees conduct themselves inside or outside the College determines how the College is 

viewed. This policy outlines the College’s commitment to, and its expectations of employees that reflect their integrity, 

hence the integrity of the College in carrying out both its mission and its day-to-day operations and acceptable 

behavior in the context pf the values of our community. 

DEFINITIONS 

Integrity – adherence to moral and ethical principles, soundness of character, honesty. 

Ethics – values relating to human conduct, with respect to the rightness and wrongness of certain actions and to the 
goodness and badness of the motives and ends of such actions. 

Conflict of interest – occurs when an employee either (a)has an existing or personal interest which impairs or might 
appear to impair the employee’s independent judgment in the discharge of responsibilities to the College; or (b) may 
receive a material personal benefit from knowledge or information confidential to the College. 

POLICY 

The College is committed to, and expects that its employees will do the following: 

• Health and Safety: Engage in practices that generate safe workplace actions, conditions and procedures, 
and will continually work to develop and maintain a safe and healthy operating environment above all other 
priorities; 

• Knowledge: Demonstrate an in-depth understanding of the purpose and process of education and training, 
of teaching methods and how students learn; understand the markets served by the College, and seeks to 
understand the needs of various sectors of the community; 

• Accountability: Take action based on appropriate data and information in the context of the College’s policies 
and decision-making structure; and will accept responsibility for actions taken; 

• Respect: Continue to learn, teach and respect others despite differences of opinion; always recognizing the 
contributions of the individual as well as the team; 

Title: Institutional Ethics and Integrity Number: 4.04.1114.2 

Approved by the Board of Governors 
Date: November 14, 2014 

Implementation 
Date: November 14, 2014 

History: Replaces the Employee Conflict of Interest Policy 
Revised and Approved by Board of Governors: May 22, 2018 
Scheduled Review Date: May 2023 

Origin: 
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• Communication: Help to build an environment that encourages open dialogue by communicating clearly, 
truthfully and directly; 

• Inclusion: Create and maintain an environment in which all persons are treated with respect, and in which 
cultural, geographical, gender and other differences are valued; and that provides equal opportunity for 
employees, students, vendors and customers, regardless of the backgrounds; 

• Safeguarding of Assets: Exercise responsibility for safeguarding the College’s assets from misuse or 
misappropriation; whether these assets are intangible such as records, communication, information 
intellectual property or tangible such as equipment and supplies. 

• Record-keeping and Disclosure: Keep accurate records, and to provide full, fair, accurate, timely and 
understandable disclosures in reports from the College to the Government, the accrediting agency, external 
financial auditors, funding sources and the public. 

• Intellectual Property Rights of Others - Maintain confidential or proprietary information entrusted to the 
College by students, partner agencies and others. 

• Fair Marketing: Ensure the accuracy and fair representation of any information or use of activities that 
describes the College’s programmes and services or impacts persons in its marketplace; 

• Fair and Consistent Implementation of Policies and Practices: In addition to adherence to the scheduled for 
review identified for all approved policies, it is also important to solicit feedback from students, staff and 
others concerning the extent to which policies, practices are adequately communicated and implemented in 
a fair and consistent manner. 

• Conduct outside the College: Employees are required to conduct themselves in a manner that is expected 
of their profession and the morals and values of the Community. 

• Conflict of Interest: Avoid conflicts between personal and College interests. If actual or apparent conflicts are 
unavoidable, the individual should seek guidance on the best course of action, and fully disclose any 
transaction or relationship that could reasonably be expected to give rise to a conflict. The following potential 
conflicts are especially noteworthy: 

FAVOURING OF OUTSIDE INTERESTS FOR PERSONAL GAIN 

Having a financial interest in a supplier, vendor or other entity doing business with the College; and being in a position 
to exert influence related to (a) agreements, programmes and/or services; (b) decisions to purchase, lease or specify 
the terms of lease of services (c) purchase of services or materials to the advantage of an employee or family 
member; 

Engaging in College agreement or service contract with a third party in which the employee has a personal interest; 

Managing, supervising or directing a College programme to serve the needs of a third party in which the employee 
has a personal interest; 

Accepting gifts, cash and products or services, discounts, loans or co-signature arrangements from an organization 
or individual for oneself or a family member from an entity that does, or seeks to do business with the College; 

Accepting gifts or special favours from students or colleagues, when such gifts may appear to favourably influence a 
decision that can be made or influenced by the employee or a family member. 
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INAPPROPRIATE USE OF COLLEGE PERSONNEL, RESOURCES OR ASSETS 

Using College time to carry out work for an enterprise in which an employee has a personal interest; 
Unauthorized and non-reimbursed use  of  College  resources or  facilities to benefit  a private enterprise  or 
concern in which an employee has a personal interest. 

INAPPROPRIATE USE OF INFORMATION 

Using for personal gain or purposes other than those directly related to the employee’s responsibilities, information 
that could be considered as belonging to the College. 
Unreasonably delaying the release or publication of information, or premature release of information to secure 
personal gain or to secure gain for a family member. 

EMPLOYMENT AND EVALUATIVE RELATIONSHIPS 

Participating in any employment decision involving an immediate family member. 
Participating in the supervision, evaluation or discipline of a student or employee who is an immediate family 
member; 
The list of potential conflicts of interest above should not be considered as exhaustive of all conflicts or the 
potential for same. 

PROCEDURES 

REPORTING VIOLATIONS OF INTEGRITY 

All employees, including senior officers and managers, are expected to conduct their activities in compliance with this 
and related policies. The College encourages the communication of concerns related to the ethical conduct of the 
business of the College, its financial and accounting practices and its internal controls. Such concerns should be 
reported to the Manager of Human Resources, who, with the Cabinet Officer with oversight for the employee affected, 
will use whatever means necessary, to investigate and document the matter. It is the College’s policy to protect those 
who communicate bona fide concerns from any retaliation for such reporting. 

A full or part-time College employee who violates any area of this policy will be  subject  to  disciplinary action up 
to and including termination of employment. The College will attempt to resolve an actual or potential violation of 
any aspect of the policy so that no employee is unfairly disadvantaged. 

REVIEW OF VIOLATIONS OF INTEGRITY 

The Cabinet Officer in charge of the employee’s area, the Human Resources Manager and the Bursar are 

designated by the College President to review all violations addressed by this policy. In this capacity, they will 

determine whether a violation has occurred or in the case of conflicts of interest, whether a conflict of interest exists. 

They will also determine what conditions or restrictions, if any, should be imposed to reduce or eliminate the behavior 

or potential for same.  The resolution concerning a violation of the policy should be communicated by the Human 

Resources Manager, in writing, to the employee within fifteen (15) days of receipt of the report to the Human 

Resources Manager of any violation of the policy.  It is the obligation of the employee to abide by all decisions reached 

and communicated regarding a violation in which the employee is affected. 

CONFLICTS OF INTEREST 

Uncertainty About Conflicts of Interest: An employee who questions whether a situation might give rise to a conflict 
of interest is urged to discuss the matter promptly with the Manager of Human Resources. The Manager of Human 
Resources should review the circumstances with the Cabinet Officer in charge of the employee’s area and if 
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confirmed, communicate such potential to the employee, in writing, so that appropriate disclosure can occur. 

Disclosure of Conflict of Interest:  A College employee is required to disclose the circumstances related  to an actual 
or potential conflict of interest, using the ‘Disclosure of Substantial Interest’ form. Such disclosure must be made by 
October 15 of each  year  for any conflict of interest involving a contract,  sale or service that currently exists or is 
proposed for the upcoming calendar year. It is the responsibility of the employee to immediately report any new 
conflict of interest that may arise during the year. The ‘Disclosure of Substantial Interest’ form is available from the 
Office of Human Resources; and must be placed in the employee’s file.  

A college employee may choose to disclose in advance the names of all immediate family members     and / or 
other entities in which the employee has a material interest or of which he or she is a trustee, director or officer, and 
which will be regarded during his or her employment as having a personal interest in any transaction or dealing 
with such person or entity. 

The College recognizes that it may not be possible to avoid all relationships between employees covered by this 
policy and one or more third parties  with  which the institution transacts business. The primary  key to evaluating 
the potential for conflicts is full disclosure by employees. It is also the obligation of the employee to keep current the 
‘Disclosure of Substantial Interest.’ 

Receipt of Gifts:  Any employee who is offered or receives a gift or a series of gifts valued at $100 or  more  from 
an individual or entity that could be perceived by a reasonable third party to gain from award  of the gift, must report 
that gift to his or her supervisor and to the Manager of Human Resources. The review team described above must 
review whether the gift constitutes a conflict of interest. Employees should be aware that during a bidding process  
for goods or services, a  gift of any size would represent   a conflict of interest. 

Refusal to Disclose a Conflict of Interest: In  any instance in which a potential conflict of interest is brought   to the 
attention of an employee by a supervisor, but in which the employee refuses to file a Disclosure of Substantial 
Interest, it is the obligation of the supervisor to file the disclosure on behalf of the employee, noting the employee’s 
refusal to do so. 

Requirement for Non-Participation; Once an actual or potential conflict of  interest  has been  disclosed  by the 
employee, has been identified for consideration by a supervisor, or once a gift has been received as described 
above, the employee shall refrain from participating in any manner in all matters, transactions or decisions of the 
College that may be affected by the potential conflict of interest until review and conclusion is reached and 
communicated to the employee. 

GRIEVANCE PROCEDURE: 

An employee who is subject to disciplinary action based on an  allegation  of violation  of any aspect of this policy 
shall be entitled to due process rights provided under the grievance process. To initiate such grievance proceedings, 
an employee must submit a written request to the Manager of Human Resources using the Grievance Submission 
Form and request  a  hearing by a  Grievance Committee. In cooperation with the Cabinet Officer with oversight for 
the employee’s area of responsibility, the Human Resources Manager will assemble a Grievance Committee. The 
Grievance Committee will consider the request, record the proceedings and draft a recommendation for 
consideration and decision by the President. 

If the employee is not satisfied with the decision of the President, the employee may appeal to the Board of 
Governors who shall make the final determination concerning the request contained in the grievance. 
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INTERNAL JOB TRANSFER 

Title: Internal Job Transfer Number: 4.12.0518.1 

Approved by the Board of Governors 
Date: May 22, 2018 

Implementation 
Date: May 22, 2018 

History: Practice of Long Standing 
Revised and Approved by the Board of Governors: 
Scheduled Review Date: May 2021 

Origin: Human Resources 
Department 

RATIONALE 

The H. Lavity Stoutt Community College “HLSCC” recognizes that staff motivation, productivity and retention are 

dependent on employees working in areas that are suited to their knowledge, skills and abilities. This policy 

provides employees with an opportunity to apply for open positions which may enhance their career growth. 

Administrative transfers may also be initiated in an effort to utilize an employee’s skills based on the needs of the 

institution. 

DEFINITION 

Internal transfer - Defined as a change in an employee’s position as a result of a lateral move, promotion, 

department change or job change. This transfer can be voluntary or involuntary. A change in job title, reporting 

structure, and change in responsibilities or other adjustment to a current position is not considered as a transfer. 

Voluntary Transfer - A voluntary transfer takes place when an employee submits an application for an open 

position and is selected. 

Administrative Transfer - An Administrative transfer may be initiated by the President or recommended by a 

Department Head based on the needs of a new or existing department to maintain/ensure efficient and productive 

workflow. Factors such as reorganization or reclassification may be the basis for an involuntary transfer. 

POLICY 

TRANSFER ELIGIBILITY REQUIREMENTS 

An employee may be considered for a voluntary or involuntary transfer provided that they meet the following 
eligibility requirements: 

The employee must be in the continuous service of the H. Lavity Stoutt Community College for a minimum period of 
one year. 

• The employee’s performance appraisals must be satisfactory, and the employee must not have been 
subjected to disciplinary measures. 

• The employee must meet the minimum job requirements for the position; and 
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• The employee’s efforts to further develop skills will also be considered.  
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PROCEDURE 

VOLUNTARY TRANSFER PROCESS 

1. An interested employee should notify his/her immediate supervisor of his/her interest in being transferred 
to another department. 

2. The employee should submit an application for the advertised position to the Human Resources 
Department. The application must be accompanied by documentation which supports their qualifications 
for the position as well as their performance history. This may be in the form of a performance evaluation 
or a recommendation from their immediate supervisor. 

3. Applicants will be interviewed after the deadline for applications for position advertised. The successful 
candidate will be notified in writing within five days following the interview. 

4. An employee who was unsuccessful will be notified in writing by the Human Resources Manager. 

ADMINISTRATIVE TRANSFER PROCESS 

1. In the case of an administrative transfer, the Human Resources Manager will meet with the employee to 
inform him/her of the transfer decision once the Supervisor (s) have been notified. The employee will then 
be informed of the transfer in writing. 

2. Transfer decisions are based on the needs of the institution; therefore, transfer decisions are final. 

3. A transfer date will be agreed upon by the Human Resources Manager and the affected Managers. 

4. The Human Resources Department will provide the Fiscal Services Department with the necessary written 
transfer instructions so that remuneration and other benefits can be coded to the appropriate department. 

COMPENSATION 

An employee’s salary will not change if the transfer is lateral since there is no increase or decrease in the level of 
responsibility. 

If the transfer is for a job in a higher pay grade, a promotional increase will be considered. In such instances the 
Human Resources Manager, in consultation with the President, will determine the amount of the increase. 

EXCEPTION 

An employee may be considered for an internal transfer outside the usual policy requirements on the basis of a 
medically documented condition. 

APPEAL 

An employee may request a reconsideration in instances where they may have been judged ineligible for a 
transfer or have been denied a transfer. In such instances, the decision of the president in consultation with the 
Human Resources Manager is final. 
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MANAGEMENT OF CONTRACTS AND APPOINTMENTS 

Title: Management of Contracts and Appointments   Number: 4.14.1022.1 

Approved by the Board of Governors 
Date: 18 October 2022 

Implementation Date:  

History: Previously titled Contract Duration and 
Renewal Administration; Merged with Faculty 
Qualifications Policy 
Scheduled Review Date: October 2025 

Office Responsible for Review:  Human 
Resources/Personnel 

RATIONALE 

The H. Lavity Stoutt Community College (“HLSCC” or “the College”) embraces the philosophy that its employees are 
its primary asset and therefore seeks to establish fair and equitable working relations.  Thus, the College seeks to 
institute clear terms and expectations regarding the recruiting, hiring, retention and promotion of all employees.  

DEFINITIONS 

Continuing Scholarship – ongoing professional accomplishments and or activities, including books, scholarly 
publications, additional graduate work, attendance at workshops and professional conferences, professional 
registrations, specialty certifications, patents, exhibitions, consulting, or research. 

External Inward Secondment – the temporary deployment of a member of staff from an external institution, including 
government or statutory bodies, to the College for a specific purpose and specified period. 

External Outwards Secondment – the temporary deployment of a member of the College to another institution, 
including government or statutory bodies for a specific purpose and specified period.  

Fixed Term Appointment – a contractual relationship between an employee and the College that lasts for a specified 
period. 

Permanent Appointment – an appointment for which there is no defined employment end date once probation has 
been satisfactorily completed, and the employee receives a benefit package. 

Scholarship/Creative Activities – this includes but is not limited to typical professional growth and development 
activities, disciplinary and interdisciplinary activities that focus on knowledge expansion, community-based 
scholarship, creative activities (e.g., performances or other artistic creations), and the development of cutting-edge 
teaching approaches. 

Secondee – the employee being seconded to or from the College. 

Secondment – the temporary transfer of an employee to another place of employment to increase the number of 
employees, replace other employees, or to exchange experience or skills. 

Service Outreach – this applies to service within the community as defined by the College’s role and mission; service 
to the College and active committee membership; and service within the assigned academic department or specific 
budgeted appointment. 

Special Faculty Classification – this classification may be assigned to an employee or non-employee of the College 
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who enriches its offerings as lecturer, researcher, clinical, or laboratory resource person in any of its activities. 

Successful Teaching Experience – this shall be determined by an examination of syllabi and related materials; class 
visitation; submitted samples of directed work of students; interviews with colleagues, students, and with the lecturer; 
and recognition by students and colleagues by receiving of awards, positive evaluations, and other relevant 
evidence. 

Teaching – this applies to any way information is imparted so that others may learn, and may include, but is not 
limited to, a variety of techniques including instruction, development of course materials and courseware, and 
development of innovative approaches to teaching. 

Temporary Appointment – an appointment under which an employee is hired into a position of limited duration or for 
completion of a specific task or project without a formal process of recruitment and selection.  

POLICY 

HLSCC considers four (4) types of appointment: 

1. Temporary: This is for a period of not more than one (1) year at a time. Adjunct Faculty fall into this 
category. 

2. Secondment: There can be two types of secondment, internal and external.   

3. Fixed Term: This is for a period of not more than five (5) years.  

4. Permanent: On satisfactory completion of probationary employment of up to four (4) months, an employee 
is considered to be permanent, if there is no fixed employment end date.  

Temporary Appointments  

Temporary appointments can: 

• be fulltime or parttime to complete the timeframe or project assigned.  

• be renewed or extended in three-month intervals with approval from the President.  

Temporary employees serve at the pleasure of the appointing authority. Any appointment of less than four (4) 
months can be terminated with a valid and fair reason with twenty-four (24) hours’ notice. Beyond this period, the 
employment contract of an employee may be terminated according to the notice stated in the employment contract, 
or pay in lieu of notice, ‘for any valid and fair reason connected with the capacity or conduct of the employee, or the 
operational requirements’ of the College.  (BVI Labour Code 2010: 89:1)  

Temporary employees are not eligible for benefits other than those mandated by law. 

Secondment 

Secondments are typically mutually beneficial to all institutions/organizations and individuals involved and can be 
external inward and external outward.  The maximum period for any type of secondment is two (2) years. Other 
details pertaining to each secondment must be negotiated between institutions, with required College representation 
from the President’s Office, Human Resources and Fiscal Services.  

Fixed Term Appointments  

A fixed term appointment is employment that expires after a limited time, on its own terms.  A fixed term appointment 
does not carry any expectancy, legal or otherwise, of renewal or conversion, irrespective of length of service. 
Individuals employed under the fixed term employment unless otherwise stipulated in the contract: 
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• are required to give three (3) months’ notice if there is no intention to renew the contract. 

• are required to request renewal of the appointment with three (3) months’ notice if there is intention to renew 
the contract. 

• Should receive three (3) months’ notice from the College if there is no intention to renew the existing 
agreement. 

• are eligible to receive benefits such as paid vacations, holiday, sick leave, and end of contract benefits. 

• can have appointments converted to permanent employment after at least three (3) contracts or six (6) 
years of consecutive employment. Conversion from fixed term appointment to permanent employment 
transitions these employees from fixed term contracts with gratuity to a pensionable appointment in 
accordance with the College’s Pension Policy. 

Provision for Fixed Term Appointments: 

1. The fixed term appointment for the President is for a period of up to five (5) years. 

2. The fixed term appointment for the Vice Presidents is for a period of up to three (3) years. 

3. The fixed term appointment for other administrators/heads of department and faculty is for a period of up to 
two (2) years. 

Some senior officers may qualify for permanent employment but because of the position held will be required to 
maintain fixed appointments. These include the President, Vice Presidents, and other Cabinet members. These 
employees are still evaluated according to the College’s Employee Evaluation policy and must maintain good 
standing to retain employment with the College. 

Fixed term appointments vary in contractual provisions, which should be known and adhered to by both parties. 

Acting Appointment 

An acting appointment occurs when an employee temporarily assumes the responsibilities of a similar or higher 
position, often requiring greater professional responsibility and competence due to the absence or reassignment of 
the incumbent of three months or more. 

Acting appointments must be approved by the President and should not exceed one year in the first instance. 
Extensions to the acting appointment must be approved by the President, with supporting justification to consider the 
request for extension. The extension should not exceed (12) twelve consecutive calendar months. 

The appointee to an acting appointment must possess the minimum requirements as stipulated in the job 
description. 

The appointment must be in writing and the appointee must agree in writing to the terms before any increase in 
salary due to the acting appointment. 

Salary increases for an acting appointment should increase the appointee’s salary to at least the minimum of the 
grade of the acting position. A salary increase for an acting appointment should not exceed the salary that would be 
given should the acting role become permanent.  

If the appointee is not selected to serve in a permanent capacity, the individual will revert to the previous substantive 
post or an equivalent. 

The appointee is evaluated based on the current acting appointment.  

The appointment of an employee in an acting capacity does not create a right or legitimate expectation to be 
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appointed when the vacant post is advertised. 

Permanent Employment 

Permanent employment provides employees with job security, career development opportunities and access to full 
benefits. Permanent employment does not have an expiration date but remains valid until either the employer or 
employee determines to end the employment.   

The agreement with a permanent employee contains the obligations of both parties and stipulates what is required 
for either party to end the agreement, including the amount of notice required, and the form the notice should take.   

The College should determine what, if any restrictive covenants should form part of the agreement, including, but not 
limited to, confidentiality agreements, non-compete clauses and intellectual property. 

Permanent employees who meet eligibility criteria are required to join the College’s Pension Plan as a condition of 
employment or continued employment with the College. 

Employees are designated as permanent when: 

1. As a non-fixed term employee, the probationary period of up to four (4) months has been satisfactorily 
completed. 

2. As a fixed term employee, at least three (3) contracts or six (6) years have been completed before the 
employee is transitioned to permanent employment. 

Non-fixed term employees are to become a member of the College’s pension plan on the first day of the month 
coincident with or next following the successful completion of their probationary period.   

Non-fixed term employees transitioning to the College’s pension plan must meet with HR, and the effective date will 
be the first day of the month agreed upon with the HR Department. 

Fixed term employees who are transitioning to permanent employment are to become a member of the plan: 

• on the first day of the month coincident with or next following the voluntary cessation of a current fixed 
appointment, or 

• on the first day of the month coincident with or next following the completion of the fixed appointment. 

If any employee has attained the age of 55 on the day prior to the effective date of the implementation of the Pension 
Policy, that employee is not eligible to become a member of the plan.   

Employees on permanent appointments must still meet stated performance requirements to maintain continued 
employment. This will be measured through the employee evaluations.  

Recruitment, Hiring and Job Advancement 

Vacancies can be identified by a Head of Department or by the HR Department. Once there is notification that a post 
is being or has been vacated, the job description and specifications should be reviewed prior to the vacancy being 
announced by the Head of Department and the HR Manager.  

If a new post is being created, the Head of the Department should assist the HR Department with the development of 
a job description that includes job requirements and specifications. 

The College advertises most vacancies internally prior to being advertised external to the College. Internal 
advertisements run for a period of seven (7) days. If no qualifying applications are received, the position is advertised 
externally.  If a qualifying internal application is received, the applicant is interviewed. If the result is favorable, an 
offer will be made. If the result is unfavorable, the position will be advertised externally. 
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Applicants should meet the stated criteria, and incomplete or non-qualifying applications will not be considered.  

In accordance with the College’s Institutional Ethics and Integrity Policy, participation in any employment decision 
involving an immediate family member is a conflict of interest, and therefore all conflicts of interest must be identified 
early in the recruitment process and noted with the HR Department, and carefully managed. 

Applications are to be submitted to the HR Department and shared with the relevant supervisor/head of department 
prior to shortlisting and interviewing. Interviews are conducted with a panel of interviewers including the HR 
Department, and the unit/department where the vacancy exists. HR may also select individuals from other relevant 
groups, such as the Faculty Association. 

Job offers and terms of employment are the responsibility of the HR Department. No other individual or department 
is authorized to give or alter terms of employment other than the HR Department. 

Promotions/Job Advancement 

There is not a system of automatic promotion. Most vacancies are advertised internally, and qualifying members of 
staff may apply for the position. Within some departments, there is a level of succession planning which occurs and 
helps to prepare staff members for promotion opportunities. 

Employees are also free to apply for lateral transfers which may better position them for job advancement 
opportunities once they possess the required qualifications.  

In certain instances, appointments are made by the HR Department through the College’s Internal Job Transfer 
Policy or the identification of individuals through succession planning processes or exemplary work demonstrated. 
The Internal Job Transfer Policy can be referenced for additional information. 

All College employees are evaluated on an annual basis regardless of the duration of the appointment in accordance 
with the College’s Employee Evaluation Policy, and this information will be used as part of the promotion process.  

Staff and Administration  

Recruitment and Hiring 

For certain positions, such as the President and Vice Presidents, the process of recruiting and hiring is led by the HR 
Committee of the Board of Governors. The HR Department facilitates the process. 

Appointments 

Staff are employed on a variety of appointments. Fixed term appointments are typically offered from the level of 
Head of Department up through to the President. The terms of appointment are: 

1. The fixed term appointment for the President is for a period of up to five (5) years. 

2. The fixed term appointment for the Vice Presidents is for a period of up to three (3) years. 

3. The fixed term appointment for other administrators/heads of department and faculty is for a period of up to 
two (2) years. 

Other staff appointments are designated as permanent, with no fixed expiration date once the staff member has 
completed the designated probationary period.  

Qualifications 

Staff positions cover a wide range of areas. For each position, a job description with job specifications is provided 
which details the duties of the post, as well as the skill and qualification requirements. This information is 
communicated in job advertisement and form a foundation for hiring and promotions.  



| 271 
 

Faculty  

Recruitment and Hiring 

Within each academic department, a determination is made regarding the optimal staffing level with clear 
identification of the numeric designations of faculty. As such, there will be an indication for each academic 
department of the number of principal lecturers, senior lecturers, etc. with the department to fulfil its mission.  As a 
position within the department becomes available, the advertisement circulated is based accordingly on the level 
vacated. 

Recruitment of fulltime faculty, whether for a newly created or vacant position, require the approval of the Vice 
President of Academic Affairs. This is typically done during the budgeting cycle but can occur at various times 
throughout the academic year as the need arises. 

The Vice President of Academic Affairs has the responsibility for faculty selection and works with the HR Manager, 
and or other designated individuals to review applications, conduct interviews, and make 
recommendations/selections. 

Adjunct lecturers are hired under temporary appointments. The hiring process for adjunct lecturers is detailed in the 
corresponding guide for this policy. 

Heads of academic departments are typically selected from within the department from the Principal Lecturers or 
Senior Lecturers. The headship is rotating, with the post being reviewed every two years. If an internal applicant 
cannot be found, the post will be advertised externally.  

If faculty members within the department do not wish to serve as the head of department, the existing head of 
department may continue to serve for an additional term. Training and professional development at both the 
individual and institutional level should be undertaken to prepare faculty members for upward mobility. 

Faculty Appointments 

Faculty typically begin employment with the College on a fixed term appointment, with a contract up to two (2) years. 
Faculty members seeking to renew employment with the College are required to submit a written request, which 
must be accompanied by an updated résumé and portfolio. After employment with the College for six (6) years, the 
faculty member can convert from fixed appointment to permanent appointment. Heads of Academic departments are 
also considered as members of faculty as there is still a teaching requirement in addition to administrative 
responsibilities.  

Faculty Qualifications  

The following summarises qualifications and requirements for faculty designations, and promotion requirements. 

To provide effective teaching, the College verifies that faculty are qualified to teach based on credentials that 
describe earned degree requirements as well as proficiency in content related to the discipline or field in which they 
instruct. The College considers professional competence including work experience in the field in which they instruct, 
professional certifications, publications, presentations, honors, or other documented achievements in specific areas 
of work or study as important skills that can contribute to desired student outcomes in College programmes. All 
faculty are expected to engage in professional development activities as a means of maintaining currency in their 
teaching field as well as enhancing their teaching skills. 

1. Qualifications for Academic/General Education/Non-Vocational  

Any of the following two educational, credential, or experiential requirements satisfies the qualifications for teaching 
in the general education/academic programmes of the College:  
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a. a Master’s degree in the teaching discipline, and two to three (2 – 3) years of working or teaching 
experience in the content area, or 

b. a Bachelor’s degree and fifteen to eighteen (15 – 18) graduate credit hours in the content area plus 
three to five (3 – 5) years’ experience working or teaching in the relevant area. 

2. Qualifications for Vocational/Technical 

Any of the five (5) following educational, credential, or experiential requirements satisfies the qualifications for 
teaching in the technical and occupational programmes of the College: 

a. a Master’s degree in content area, plus one to two (1 – 2) years working or teaching experience in 
content area, or 

b. a Bachelor’s degree and fifteen to eighteen (15 – 18) credit hours in the content area, plus three to five 
(3 – 5) years’ experience working or teaching in the relevant area, or  

c. Relevant industry certification or recertification, plus two to four (2 – 4) years industry experience in the 
content areas, or  

d. An Associate degree plus five to seven (5 – 7) years occupational experience in content area, or  

e. Relevant industry certification plus significant teaching experience of eight to ten (8 – 10) years in 
content area. 

Faculty Designations 

The College currently recognizes four general categories of faculty, namely Assistant Lecturer, Lecturer, Senior 
Lecturer, and Principal Lecturer. The designation and qualifications are detailed in the accompanying Guidelines for 
this Policy.  

There are other categories of faculty designated as special faculty classifications, which are considered as temporary 
appointments. These appointments detail the requirements and the specific financial (if any) and other arrangements 
that shall govern it. The duration of the classification is also specified.  

Special faculty classifications are not of themselves continuous appointment track positions, and if appointees are 
not already employed with the College, no credit is received towards retirement and subsequent benefits. 

The College grants the following Special Faculty Classifications: 

1. Adjunct Lecturer 

2. Clinical Lecturer 

3. Guest Lecturer 

Affiliate Rank 

Faculty members employed by and holding rank at an institution affiliated with HLSCC and who also teaches on 
behalf of HLSCC may be given the designation of Affiliate. The rank shall have the Affiliate designation preceding the 
title of the rank held at the affiliated school such as Affiliate Lecturer of English or Affiliate Senior Lecturer of 
Mathematics, etc., for the duration of the appointment. The College currently provides for two such ranks: 

1. Emeritus 

2. In Residence 

Faculty Ranking/Promotion 
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Promotion in rank recognizes past achievements of faculty members, as well as acknowledging future potential for 
greater accomplishments and increasing levels of responsibility. Promotion is not an automatic process. Faculty can 
apply for a change in rank as a position of higher rank becomes available within the department once the 
qualifications are met. Alternately, faculty can apply for a change in rank and have the review processed prior to a 
vacancy becoming available. This would shorten the processing filling the post as the faculty review would have 
already been completed, and the faculty would have early indication of eligibility. For consideration to be given for an 
adjustment in rank, the minimum rank qualifications must be met. 

All faculty at HLSCC are to possess effective teaching skills. Candidates recommended for promotion or permanent 
status will also be judged based on their contributions to the College in service/outreach and scholarship/creative 
activities.   

To facilitate an objective, equitable and impartial process, a point system will be used comprising of teaching at 70%, 
and service outreach, scholarship/creative activities and continuing scholarship comprising the other 30%. Each 
application for promotion must contain documentation as evidence of completion of each of the three components.  

The College will make all judgments regarding the appropriateness of the degree and equivalent work credit and will 
make its own determination on whether nor not the teaching or service experience from another institution will be 
accepted or discounted. 

Faculty promotion can occur in the following areas, with the details on qualifications for each rank change indicated 
in the associated guidelines: 

Assistant Lecturer to Lecturer 

Lecturer to Senior Lecturer 

Senior Lecturer to Principal Lecturer. 

 

Related policies: 

Employee Evaluation     Institutional Ethics and Integrity 

Job Transfer      Pension Policy 
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MATERNITY LEAVE 

Title: Maternity Leave Number: 4.01-7.1111.1 

Approved by the Board of Governors 
Date: 14 November, 2011 

Implementation 
Date: November 14, 2011 

History: Faculty/Staff Guidelines 1999 

Scheduled Review Date: May 2014 

Origin: Human Resources 
Authority: BVI Labour 
Code 2010 / Social 
Security Board 

RATIONALE 

The College supports its employees and their families by providing fair maternity leave. Employees who have been 

employed with the College for twelve continuous months are eligible for maternity leave. 

POLICY 

The entitlement for maternity leave is three (3) months (denoted as 13 weeks for social security purposes). The 
policy ensures that employees on maternity leave receive full salary (100%) during the approved period. As an 
insured person with Social Security Board, it is expected that the employee will file for and receive social security 
benefits (66 2/3 percent of their insurable earnings) which are designed to cover lost wages. For employees filing 
with the Social Security Board, the College will provide the remaining wages not received from the Social Security 
Board. If  an employee opts not to  file with the Social Security Board, the College will only pay the remaining 
wages that the employee would have received had she applied. 

ABUSE OF MATERNITY LEAVE PRIVILEGES 

(a) Abuse of maternity leave privileges may be grounds for disciplinary action. 

(b) It is not permitted to seek gainful employment elsewhere while out on maternity leave. 

PROCEDURES 

Purpose: To outline the policy and procedures for College female employees’ maternity leave. 

Authority: HLSCC Board of Governors and BVI Labour Code 2010 

Eligibility: To be eligible for maternity leave an employee must have been employed with the College for 
twelve (12) continuous months. 

ACCRUAL RATES:  

An employee is eligible for 3 months (13 weeks) paid leave, which can be credited to the employee when 
required by Human Resources, not to exceed 3 months (13 weeks) in any 12-month period. 

USE OF MATERNITY LEAVE: 

Maternity leave will be granted under the following conditions: 

1. The employee must be expecting (pregnant). 

2. At least six (6) of the thirteen weeks must be taken after the date of confinement. 
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3. At the discretion of the President, leave may be granted to the adoptive parent of a child (subject to the age 
of the child) 

SCHEDULING OF LEAVE: 

(a) Application for maternity leave must be made to the Human Resources Department via the immediate 
supervisor. 

(b) Faculty members are required to give at least three (3) months’ notice prior to the commencement of the leave 
period. Staff members are required to give at least two  (2) months’ notice prior to the commencement of the 
leave period. 

(c) Applications for leave must be accompanied by a medical certificate from a Physician stating date of expected 
confinement and prior to the commencement of leave a copy of the Social Security claim form must be 
submitted to the Human Resources Department. 

(d) When an employee is out on maternity leave, to receive wages not provided by the Social Security Board, a 
copy of the related maternity leave benefit correspondence received must be submitted to the Human 
Resources Department. 

(e) When maternity leave expires the employee is required to return to work. Failure to promptly return to work 
when bereavement leave expires, or obtain approval for additional leave, may result in disciplinary action. 
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OUTSIDE EMPLOYMENT 

Title: Outside Employment of HLSCC Employees Number: 4.06.0117.1 

Approved by the Board of Governors  
Date: January 10, 2017 
Revised Date: 

Implementation 
Date: January 10, 2017 

History: New 

Scheduled Review Date: November 2020 
Origin: Human Resources Department 

RATIONALE 

The H. Lavity Stoutt Community College recognizes that outside employment activities may be of benefit to the 
community, to the College, to the country, as well as to individual employees. Although the College recognizes the 
right of an employee to engage in outside employment, it wishes to establish policies and procedures requiring that 
such outside employment be disclosed to the College on an annual basis; that such employment not interfere with the 
responsibilities of employees; and that such employment not conflict with the employee’s responsibilities or obligations 
to the College or with the mission of the College. 

DEFINITIONS 

Employees - all full-time employees of the H. Lavity Stoutt Community College, including faculty, administrators and staff 
– whether fixed or contractual. 

Outside employment is defined as any non-HLSCC activity for which economic benefit is received, including but not 
limited to: 

(a) Employment with any non-HLSCC employer; 

(b) Contracts to provide consulting, personal or professional services to non-HLSCC employers; 

(c) Self-employment or operation of a business. 

Economic benefits - include cash payments or such other non-cash economic benefit as share of profits, shares of 
stock, equity etc. as the employee and outside employer may agree; provided that such non-cash economic benefit 
shall not have a present value significantly in excess of fair compensation for the services rendered. Compensation 
rates for outside employment need not be related to HLSCC salary rates but should be based on normally accepted 
private sector levels for similar services. 

POLICY 

Outside employment shall be performed only outside of assigned working hours or responsibilities, or during a period of 
paid or unpaid leave. 

Outside employment shall not conflict, delay or in any manner interfere with instructional, scholarly, administrative, 
support and/or other services which the employee is obligated to render to the College. 

The President and members of the President’s Cabinet are prohibited from engaging in employment outside the 
College. They are, however, allowed five (5) days of un-paid leave which may be used for consulting services to other 
organizations. All full-time employees of the College are expected to abide by this policy.   
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PROCEDURES 

All Full-time employees are required to complete, and to provide to the Office of Human Resources a Disclosure of 
Outside Employment each year – prior to the beginning of the Fall term, or at such time during the year that a decision is 
reached by the employee to engage in outside employment. 

The Disclosure will be reviewed; and a decision of approval or disapproval provided to the Human Resources 
Committee of the Board by the President. Such action shall also be communicated to the employee within 15 working 
days of completion of the Disclosure of Outside Employment. 

Approval of the Disclosure of Outside Employment will be reviewed in the context of (a) outside employment that is 
defined as acceptable, and (b) the College’s Employee Conflict of Interest Policy. 

OUTSIDE EMPLOYMENT THAT IS ACCEPTABLE 

Outside employment that is acceptable includes the following: 

(a) Commonly accepted forms of outside employment; 

(b) Self-employment or business ownership activities; 

(c) Serving as an expert in an area based upon the employee’s training and experience; 

(d) Consulting by faculty, administrators and staff members of the College, where the consulting services are 
related to the academic discipline or expertise of the faculty or staff member. 

Generally, HLSCC faculty and staff members will not be approved for consulting agreements that are contrary to the 
College’s Employee Conflict of Interest Policy. Such activities include employment that requires the faculty or staff 
member to participate directly in the supervision of activity where the outside employer currently does business with 
the College. However, the proposed employment will be considered for approval where the activity is designed to 
increase the opportunity for the workforce to succeed through innovative skills training within that faculty or staff 
member’s academic discipline, the activity will further the economic development of the country; and the activity 
cannot be otherwise achieved through contract with the College under established policies and procedures. 

OUTSIDE EMPLOYMENT THAT ARE NOT ACCEPTABLE 

Outside Employment will not be approved in those instances where: 

(a) The outside employment constitutes a conflict of interest; 

(b) The outside employment occurs at the same time that an employee is expected to carry out his/her HLSCC 
duties. 

(c) The outside employment affects the employee’s efficiency in performing his/her duties to the College. 

(d) Blanket approvals for outside employment are requested. 

(e) Employment or contractual relationships are in violation of the BVI Government Code of Ethics, or HLSCC 
Code of Ethics and Criminal Laws of the Virgin Islands.  
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H. LAVITY STOUTT COMMUNITY COLLEGE 
Date of Disclosure: 

All full employees are required to complete, and to provide to the Office of Human Resources,  a Disclosure of 
Outside Employment each year – prior to the beginning of the Fall term, or at such time during the year that a decision is 
reached by the employee to engage in outside employment. The Disclosure will be reviewed; and a recommendation for 
approval provided to the Human Resources Committee of the Board by the Office of Human 
Resources. 

Policy No. 5.40.01717.1 DISCLOSURE OF OUTSIDE EMPLOYMENT 

EMPLOYEE DISCLOSURE 

Employee Name: Department: 

Job Title: Supervisor: 

Name of Outside Employer: 
 
Location of Employer: 

Proposed Period or Duration Employment: 

Kind of Employment: 
 

(  ) Traditional public/private hourly/monthly employment  (   ) Business ownership/partnership (   ) Professional 

Consulting ( ) Expert 

( ) Other: Briefly describe   

  . 

Briefly describe your weekly work schedule as it pertains to your outside employment: 

Employee Certification of / Recommendation: 
( ) The outside employment activities are not within the scope of my duties to the College for which am being compensated 
by HLSCC; 

( ) The outside employment activities do not directly conflict, delay or in any manner interfere with instructional, scholarly, 
administrative, support and/or services that I am obligated to perform for the College. ( ) The consulting activities are within 
my instructional or professional discipline or are related to the area of expertise in which I am employed by the College. 

Signature of Employee Date:   
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PATERNITY LEAVE 

Title: Paternity Leave Number: 4.1-8.1111.1 

Approved by the Board of Governors 
Date: November 14, 2011 

Implementation 
Date: November 14, 2011 

History: 

Scheduled Review Date: November 2014 

Origin: Human Resources 
Authority: BVI Labour 
Code 2010 

RATIONALE 

The College wishes to support its employees and their families by providing paternity leave. Employees who have 

been employed with the College for twelve continuous months are eligible for paternity leave. 

POLICY 

The entitlement for paternity leave should not exceed one (1) month. During the duration of the paternity leave, 

according to the BVI Labour Code 2010, the employee is not entitled to a salary. However, in an effort to promote 

family, the College will provide three (3) days of paid leave under the paternity leave provision. To cover additional 

lost wages, an employee may choose to subsidize the leave with unused vacation days. 

ABUSE OF PATERNITY LEAVE PRIVILEGES 

(a) Abuse of paternity leave privileges may be grounds for disciplinary action. 

(b) It is not permitted to seek gainful employment elsewhere while out on paternity leave. 

(c) Management reserves the right to request proof related to the case for which paternity leave is granted. 
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PROCEDURES 

Purpose: To outline the policy and procedures for College male employees’ paternity leave. 

Authority: HLSCC Board of Governors and BVI Labour Code 2010 

Eligibility: To be eligible for paternity leave an employee must have been employed by the College for 
twelve (12) continuous months. 

ACCRUAL RATES:  

An employee is eligible for one (1) month leave (three days paid and the reminder unpaid), which can be credited 

to the employee as required by Human Resources, not to exceed one (1) month in any 12-month period. 

USE OF PATERNITY LEAVE: 

Paternity leave will be granted under the following conditions: 

1. The employee must be the husband or de facto spouse of an expecting (pregnant) female. A de facto spouse 
is defined as a domestic partner in a two-person relationship outside of marriage of legal age to be married. 
Neither partner may be legally married to another individual and must have shared the same home for a period 
of not less than two years immediately preceding the week in which the benefit becomes due. Acceptable 
evidence of cohabitation is a notarised letter indicating the same. 

2. Leave must be taken during the period the female partner is on confinement or not later than six months after 
the birth of the child. 

3. At the discretion of the President, leave may be granted to the adoptive parent of a child (subject to the age 
of the child) 

SCHEDULING OF LEAVE: 

(a) Application for paternity leave must be made to the Human Resources Department via the employee’s 
immediate supervisor. 

(b) Faculty members are required to give at least three (3) months’ notice prior to the commencement of the leave 
period. Staff members are required to give at least two  (2) months’ notice prior to the commencement of the 
leave period. 

(c) Application for paternity leave must be accompanied by a copy of the spouse’s medical certificate from a 
Physician stating date of expected confinement or a copy of the Social Security claim form being submitted 
on behalf of the spouse. 

(d) When paternity leave expires the employee is required to return to work. Failure to promptly return to work 
when bereavement leave expires, or obtain approval for additional leave, may result in disciplinary action. 
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RETIREMENT 

Title: Retirement  Number: 4.07.0117.1 

Approved by the Board of Governors Date: January 10, 2017  
Revised Date: 

Implementation 
Date: January 10, 2017 

History: 
Scheduled Review Date: January 2020 

Origin: 

RATIONALE 

The H. Lavity Stoutt Community College (HLSCC) aims to maintain high standards in both teaching and administration. 
Toward this end, it seeks to plan for staffing that allows for performance effectiveness across all units. While the College 
values the contributions of its employees regardless of their age, the need for succession planning and for the 
introduction of new skills that ensure the success of the organization is integral to the institution’s growth and 
development. HLSCC also recognizes its need to retain specific skills sets that may be held by employees who are 
beyond the expected age of retirement. 

The purpose of this policy is to establish an expected age of retirement, and where such need exists, to provide 
guidelines for a fair and consistent assessment of applications by persons for extension to continue their employment 
at the College beyond such age. 

POLICY 

RETIREMENT AGE 

Each full-time employee will be expected to become an official College retiree at: 

• age 65 years; or 

• at any age, having worked at the College for a period of 25 continuous years. 

COMPULSARY RETIREMENT 

Full-time employees at age 65 years or having attained 25 years of service may be required to retire on the 
recommendation of the Board. 

EXTENSION BEYOND THE EXPECTED RETIREMENT AGE 

The College may grant an extension beyond the expected retirement age to an employee who has made 65 years. Such 
extension will be for up to a period of one year, in the first instance, with the possibility of further extension. Any such 
extension is determined by the needs of the College, and the employee’s knowledge, skills and performance. Any 
extension beyond normal retirement age must be approved by the Board. 

EFFECTIVE DATE OF EXPECTED RETIREMENT 

For record keeping purposes, the effective date of expected retirement is the first day of the month following in which 
the employee meets the minimum College retirement requirement. Retirement is required at the end of the academic 
year in which the employee meets the minimum requirements. 
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NOTIFICATION 

Employees who are expected to retire, must notify the Human Resources Department and the Head of their 
department, in writing at the beginning of the said academic year or at least 90 days before the official date of their 
retirement, of their intent to retire. 

An employee who had rendered 25 years of service to the College, and who wishes to voluntarily retire from the College 
must advise the Human Resources Department and his or her immediate supervisor of such planned retirement at least 
one year prior to the date of its effect. 

HLSCC’S DEFINED VOLUNTARY RETIREMENT OPTIONS: 

In planning for their retirement, an employee may choose one of three options when they become employed at the 
College. The first two options are part of the College’s Pension Plan. The third option is a Gratuity Plan. 

Pension: Called the Retirement Benefit Plan, here an employee may choose to invest 4% of his/her wages each pay 
period that is matched by 8% of the same by the College. Such investment is made by Zurich International Life. The 
plan offers a wide range of investment choices however there are designated funds where both the employee’s and 
the College’s contributions will be invested if employees have not made an investment election. Access to these funds, 
on or after the employee’s expected or voluntary retirement, is negotiated between the employee and Zurich. The 
employee is eligible to receive a full surrender of his or her 4% plus the 8% contribution by the College from the Plan 
either at the age of expected retirement (65 years), or at any age, having contributed for 25 continuous years, if the 
employee had selected this option at the time of their initial enrolment in the Plan. 

Gratuity-Option #1: An employee may choose to invest 4% of his/her wages each pay period toward his or her 
retirement benefit plan and receive 8% gratuity from the College at the expiration of his/her contract. Employees who 
do not wish to surrender their retirement benefit plan at the age of 65 may opt to continue contributing towards his or 
her pension. 

Gratuity Option #2: Employees who are employed on a recurring contract may choose, instead of Option 1 or 2, to 
receive a gratuity at the end of each contract period. The gratuity represents the 8% of the employee’s wages that 
would have been paid to the Pension Fund (Zurich International Life) by the College on behalf of the employee at the 
end of each contract period. 

RETIREMENT BENEFITS 

In cases where employees continue to work beyond the age of 65 or after 25 years of continuous service, and choose 
to surrender their retirement benefit account when it matures instead of continuing to make contributions until the 
expiration of their employment, the retirement benefits received beyond the maturity date will be calculated based on 
the College’s provision that calls for set-aside by the employer of 8% of the employee’s earned wages toward their 
retirement. 

EMPLOYMENT MOBILITY 

The Employee Mobility Act of 2012 allows easy movement of public officers from the Public Service to Statutory Bodies 
or the Royal Virgin Islands Police Force (RVIPF); and an employee of a Statutory Body to the Public Service or to the 
Force. In accordance with the Act, an employee of the College who has moved from the Public Service, RVIPF, or 
other Statutory Body remains a member of the pension plan of their previous place of employment (hereafter referred 
to as the Home Fund) and becomes a member of the College’s Retirement Plan (hereafter referred to as the Secondary 
Fund). Pension payments will be made from the Home Fund as well as the Secondary Fund in accordance with the 
applicable pension laws or the rules applicable to the pension scheme, of each respective Fund. 
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SOCIAL SECURITY 

An employee is eligible for Age Pension from the Social Security Board at the age of 65 after paying at least 500 
contributions (10 years). Employees, at the age of 65, who contributed fewer than 500 contributions (10 years) but at 
least 50 contributions (1 year) may qualify for an Age Grant, which is a lump sum payment. 

ADDITIONAL COLLEGE BENEFITS 

Employees who retire from the College after 25 or more years may exercise the opportunity to enroll in classes offered 
by the College; as well as attend College-sponsored events (such as, but not limited to Performances and Lectures) 
without charge. 

RETIREMENT PLANNING WORKSHOPS 

Retirement planning workshops offered by the Human Resource Department are designed to provide employees with 
information that would assist them in planning their financial roadmap. The workshops cover such issues as 
determining he necessary savings for retirement, balancing investments, applying for Social Security Age Pension or 
Age Grant and understanding the College’s Retirement Plan. These workshops are offered once each semester and 
are open to all employees of the College. 
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SICK LEAVE 

Title: Sick Leave Number: 4.01-9.1111.1 

Approved by the Board of Governors 
Date: November 14, 2011 

Implementation 
Date: November 14, 2011 

History: Faculty/Staff Guidelines 1999 Scheduled 
Review Date: November 2014 

Origin: Human Resources 
Authority: VI Labour 
Code 2010 / Social 
Security Ordinance 

RATIONALE 

The College believes that healthy employees are more productive and supports employees as they care for 
themselves and recover from medical conditions. The College’s position on sick leave meets the requirement of 
the Virgin Islands Labour Code Act, 2010. 

POLICY 

HLSCC subscribes to the policy of providing sick leave to continue the salary of eligible employees who are 
absent from work due to illness or medical appointments. Fulltime employees are eligible for twelve (12) days 
sick leave per annum. The policy is further guided by the clauses below. 

1. Medical Practitioner’s Statement 

(a) An employee who is absent from work due to illness for a period exceeding two (2) days must provide a 
medical certificate. 

(b) Under the Social Security Ordinance, an employee who is absent from work due to illness for a period 
exceeding three (3) days  is eligible to receive sickness benefit.  As an insured person  with the Social 
Security Board, in addition to providing a medical certificate for periods of illness exceeding three (3) 
days, employees are asked to file a sickness benefit claim with Social Security Board within thirty (30) 
days from the day on which the illness commenced. Benefits received from Social Security Board will 
serve to cover wages lost for the duration of the illness which will be deducted from wages upon receipt 
of documentation from the Social Security Board. 

(c) It is within the discretion of the employee’s immediate supervisor to require documentation concerning 
illnesses resulting in absences of two working days or less. If the employee does not provide proof when 
requested disciplinary action may be taken. 

2. Abuse of Sick Leave Privileges 

(a) Abuse of sick leave privileges may be grounds for disciplinary action. 

(b) Any employee taking sick leave immediately prior to or immediately after a public holiday or authorized 
leave is required to submit a medical certificate. 

(c) It is not permitted to be gainfully employed elsewhere while out on sick leave. 

(d) Management reserves the right to request a medical certificate from suspected policy abusers on the 
first day of illness. 
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PROCEDURES 

Purpose: To outline the policy and procedures for College employees’ sick leave. 

Authority: HLSCC Board of Governors and BVI Labour Code 2010 

Eligibility: An employee is eligible for paid sick leave if he/she has been employed with the College for 
the probation period prior to the commencement of the leave, and for the unpaid leave from the date of 
employment. An employee must be employed on a contract of more than 50% and be a permanent worker to be 
eligible. 

ACCRUAL RATES:  

Sick leave does not accrue, and an employee is eligible for 12 days paid leave per annum, which can be credited 

to the employee as needed by the Human Resources Department. 

MAXIMUM ALLOWABLE ACCUMULATION:  

Unused sick leave cannot carry over from one year to another. 

USE OF SICK LEAVE: 

Sick leave will be granted under the following conditions: 

1. The employee becomes ill. 

2. The employee must attend a medical appointment. 

3. Sick leave must be taken in not less than half day increments. 

SCHEDULING OF SICK LEAVE: 

(a) An employee must promptly notify his/her immediate supervisor, who notifies the Human Resources 
Department, of inability to report to work due to illness. The employee must notify his/her supervisor in 
accordance with departmental policy (within the first hour of the workday on the first day of absence). If 
the employee’s situation prevents him/her from notifying the supervisor, someone acting on behalf of the 
employee must do so. The employee must also 

(b) keep the supervisor informed if the absence continues for more than one day, until a medical certificate 
is submitted. 

(c) When an employee expects to be absent from work to attend a medical appointment, the employee must 
notify the Human Resources Department via the immediate supervisor. If the time required for the 
medical appointment is less than a half day, the Human Resources Department requires no notification. 
When an employee knows in advance the date, he/she may need to be absent that qualifies the 
employee for sick leave, the employee is required to give at least two (2) weeks’ notice. When days are 
not known in advance, as much notice as  may be reasonably given under the circumstances is expected. 

(d) When the need for leave is known in advance, the employee will be expected to complete the appropriate 
document for the approval of leave and submit it to the immediate supervisor. When an employee could 
not have foreseen the need for leave, the employee must notify the supervisor of his/her nonattendance 
promptly on the first day of absence and must complete the appropriate document for leave within two 
days of returning to work. 

(e) If a member of faculty is unable to conduct classes due to illness, the Head of Department and/or Dean 
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should be notified at the earliest possible time. All actual time missed from the normal work week due to 
illness should be reported, even if classes are not scheduled for the affected times. 

(f) If an employee is absent from work for more than 30-calendar days, due to the employee’s own health 
condition, certification from a medical practitioner will be necessary to certify fitness to return to work. 
Absence of 30 days or less, based on the nature of the health condition in relation to the job assignment, 
may also require medical certification from a medical practitioner to certify fitness to return to work. 

(g) When a staff member has exhausted his/her sick leave allotment, further absences will be allocated as 
leave without pay or, with the employee’s permission, charged to vacation leave. If the need arises for 
an extension, due to a prolonged illness, this may only be granted on the certificate of a Medical 
Practitioner. Applications for extension of sick leave together with medical certification should be 
forwarded to the Human Resources Department via the immediate supervisor. 

(h) Under the Social Security Ordinance and the Labour Code 2010, an employee should not receive full 
pay from his/her employer and retain sickness benefit payments claimed from the Social Security Board. 

(i) When sick leave expires the employee is required to return to work. Failure to promptly return to work 
when sick leave expires, or obtain approval for additional leave, may result in disciplinary action. 
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SPECIAL LEAVE 

Title: Special Leave Number: 4.01-10.1111.1 

Approved by the Board of Governors 
Date: November 14, 2011 

Implementation 
Date: November 14, 2011 

History: Faculty/Staff Guidelines 1999 
Scheduled Review Date: November 2014 

Origin: Human Resources 

RATIONALE 

The College believes that continuous acquisition of knowledge by employees is vital to providing consistently 
excellent service to the college community. To strike the appropriate balance between employees’ needs and 
that of the College, paid special leave is available to eligible employees. 

POLICY 

Special Leave is available to eligible employees to enable them to write an academic examination or to attend a 
course of study or meeting relative to the position held, not under the umbrella of College sponsorship. It entitles 
the employee to up to ten (10) days paid leave during a calendar year. 

1. An employee may be granted paid special leave if he/she has successfully completed the probation prior to 
the commencement of the leave. 

2. Temporary employees (individuals contracted for employment not exceeding three months per appointment), 
student employees and employees with a contractual appointment of less than twelve months are not eligible 
for special leave. 

ABUSE OF SPECIAL LEAVE PRIVILEGES 

(a) Abuse of special leave privileges may be grounds for disciplinary action. 

(b) It is not permitted to seek gainful employment elsewhere while out on special leave. 
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PROCEDURE 

Purpose: To outline the policy and procedures for College employees’ special leave. 

Authority: HLSCC Board of Governors 

Eligibility: An employee may be eligible for paid special leave if he/she has successfully completed 
his/her probationary period prior to the commencement of the leave. An employee may be eligible for unpaid 
special leave if he/she has not completed his/her probationary period prior to the commencement of the leave. 
An employee must be employed for twelve continuous months, or more, to be eligible. 

ACCRUAL RATES 

Special leave does not accrue and may not exceed 10 days in any 12-month period. 

USE OF SPECIAL LEAVE 

Special leave will be granted under the following conditions: 

1. The employee needs to write an academic examination. 

2. The employee needs to attend a course of study or meeting relative to the position held. 

3. At the discretion of the President. 

SCHEDULING OF SPECIAL LEAVE 

(a) All applications for special leave, including documentation of same, must be made in writing to the 
President via the immediate supervisor at least four weeks before the leave is due to be taken. Special 
leave usage must be approved in advance by the President. Supporting documentary evidence must be 
provided. 

(b) When special leave expires the employee is required to return to work. Failure to promptly return to work 
when special leave expires, or obtain approval for additional leave, may result in disciplinary action. 
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STUDY LEAVE 

Title: Study Leave  Number: 4.01-1.1098.2 

Approved by the Board of Governors 

Date: October 1998 

Revised Date: May 13, 2014 

Implementation: 

Date: October 1998 

History: 

Scheduled Review Date: May 2019 
Origin: 

RATIONALE 

The College believes in the recognition of individual potential and thus encourages employee development and 
performance by the granting of equitable study leave to eligible employees. The College further believes that it is 
institutionally enriched by this investment in talented personnel, and their subsequent contribution to the life of the 
College. 

DEFINITION 

Study Leave - paid leave for short term (up to eleven months) or long-term training (one year or more) and 
development opportunities to obtain certificates or degrees. 

POLICY 

The College subscribes to a policy of granting paid study leave to all full-time employees, based on job relevance. 
Credentials and degrees obtained must be related to the employee’s current employment role or a possible future 
position with the institution. New employees on probation and temporary, part-time, and adjunct employees are not 
eligible for study leave, but may apply for staff development opportunities. To be eligible for study leave, an employee 
must have been employed for a minimum of five (5) years of consecutive service, excluding any leave of absence. 
The maximum limit for approved study leave will be thirty-six months, except for distance learning, which may occur 
over an extended period of time on a part-time basis while the employee continues their professional duties at the 
college. If study leave extends past thirty-six months, the employee may apply for an extension. 

An Application for Study Leave form must be completed for all study leave requests. An applicant must enter into 
an agreement to return to the College on completion of an approved course of study and remain in the service of 
the College in accordance with the Study Leave Policy Terms of Service. If an employee is granted additional paid 
or unpaid time, the period of service required begins immediately after completion or termination of the course of 
study. Employees on approved study leave do not accrue any vacation leave during their absence.  

CRITERIA 

The decision concerning the approval of study leave is dependent on the following 

• The needs of the College (needs are identified during the employee evaluation process, and upgrade of 
faculty and staff qualifications are addressed in response to departmental or institutional needs or goals.) 

• A minimum of five (5) years of employment excluding any leave of absence; 

• Satisfactory academic preparation; 

• Satisfactory job performance appraisals; 



| 290 
 

• A qualified surety for leave of a year or more; 

• Clearly set out individual or institutional planned performance improvement goals 

• Contributed meaningfully to the institution in a variety of ways during their employment. 

FUNDING 

Funding for any course of study will be as follows: 

• Salary: Full salary up to one year, and half-salary thereafter. 

• Allowances: No allowances will be provided to employees on study leave. 

• Tuition: The Board, on the recommendation of the President, may choose to pay no tuition, full tuition, or a 
portion thereof. 

• Student Fees: Once a determination on the rate of tuition to be paid has been made,  the same rate shall 
be applied to all course fees. 

• Room & Board: The Board, on the recommendation of  the President, may choose to  pay no room and 
board, full room and board, or a portion thereof. 

• Insurance: The Board, on the recommendation of the President, may choose to pay no insurance, full 
insurance coverage, or a portion thereof. 

The decisions pertaining to the level of financial coverage to be provided by the College for the period of leave will 
be communicated to the employee prior to the commencement of leave. 

If a book, dissertation, article, or other work is created during an employee’s study leave, the College requires that 
one copy be included in the reference collection in the College’s Learning Resource Centre upon publication of the 
document, and that pertinent information is shared with the College community through workshops, lectures, 
electronic mail, or other appropriate format. 

If a candidate’s application is turned down by any of the College review processes, the candidate may appeal using 
the College’s procedures for Grievance and Due Process. See Related Policies 
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PROCEDURE 

To obtain study leave, any eligible employee must give one year’s notice and submit an Application for Study Leave 
form, available from the Department of Human Resources. Applications for study leave must first be submitted to 
the Department Head for review. The Application package should contain a narrative description of two to five pages 
describing the specific course of study, and the potential benefits to the applicant and to the College. The applicant 
should attach relevant credentials, demonstrate acceptance to professionally- credentialed institutions and 
programmes, and give an account of the cost of pursuing the course of study, with sufficient information to allow 
Department Heads, administrators and the Board of Governors to make an informed decision. 

After Departmental review and recommendation with supporting documentation, applications are forwarded to the 
relevant Dean in the case of faculty, and to the relevant cabinet officer in the case of staff. After recommendation 
by the Dean, cabinet officer, in consultation with the Human Resources Department, the application shall be 
forwarded to the President who will carry it to the Board of Governors. No employee shall proceed on study leave 
without written approval of the Board of Governors. Any employee who proceeds on leave without the proper 
authorisation from the College shall be subject to disciplinary action and may forfeit any provisions which may have 
been made available under the study leave agreement. The exact repayment amount and any disciplinary action 
will be determined by the Board of Governors. Except in extraordinary circumstances any employee who does not 
complete an approved course of study will be liable for repayment of all monies paid during the approved absence. 

BONDING 

All employees on study leave must comply with the bonding agreement of the College. Any employee who does not 
comply with said agreement will be liable to repay the College all or part of any salary, allowance, tuition, and course-
related expenses paid during the period of study. The bond shall be distributed so that one original is retained by 
the Human Resources Department, one copy to the employee, one copy to the surety, and one copy in the Fiscal 
Services Department. 

FUNDING 

To be eligible to receive funding for training, the employee must be enrolled at an approved, accredited institution 
as a full-time student. The employee must maintain a cumulative G.P.A  of at least 3.0 or equivalent or pass on a 
pass/fail grading system for the duration of the course of study. Additionally, an official grade report of academic 
performance at the end of each semester and an official transcript upon completion of the programme of study must 
be submitted the Human Resources Department of the College. Before an applicant can change a programme of 
study, he/she must request and receive written approval from the Board through a written application to the President 
of the College. The applicant must maintain contact with the Human Resources Department at the College and keep 
the Department apprised of any changes of name or address or other relevant information.  

TERMS OF SERVICE 

All employees being funded by the College for study purposes shall return to the College in accordance with the 
formula of time plus 1 year for leave of less than 11 months, or time plus 2 years for leave longer than 11 months. 
That is, duration of service required upon return to the College for employees on study leave 11 months or less shall 
be the amount of time on study leave plus one year. For employees whose study leave extends past 11 months, the 
time shall be the amount of time on study leave plus two years. Employees who have received Tuition Assistance 
will be required to work for a period of time equivalent to the study period for which Tuition Assistance was received. 

DISTANCE LEARNING 

The College recognises that there are some employees who will seek to pursue their studies via distance learning 
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and remain actively employed by the College. In such cases the College will calculate their service requirement to 
the College as equivalent to the time invested in the course of study plus one year. Time allowed for completion of 
a distance learning programme will be determined based on the requirements of the institution and at the discretion 
of the College. (Additionally, a signed bond will not be required for those employees pursuing degrees or 
credentialing by distance learning.) As the Board has the discretion to offer varying levels of support for study leave 
the Board shall also determine the bond amount and the required terms of service in repayment of the study leave 
grant. 

 
Categories of Study Leave 

Full Package Partial Package Tuition Assistance 

Full salary for one year and half 
salary for remaining years; tuition; 

room; board, books 

Full salary for one year and half 
salary for remaining years; and 
possibly including one or more of 
the following: 
tuition, books, room, board 

Fixed amount every semester as 
approved by the Board of 
Governors. 

No Salary or other benefits 

REQUEST FOR EXTENSION 

Request for extended leave shall be forwarded to the President, who will examine the circumstances and make a 
determination. The President will then make a recommendation to the Board. Employees on study leave are not to 
engage in any employment except in the satisfaction of a requirement for the course of study being pursued, such 
as an internship, or if the nature of the employment would enhance their performance upon return to the College. If 
any remedial training is required, the applicant shall be responsible for any costs associated with tutoring, remedial 
classes, or other training. 
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VACATION LEAVE 

Title: Vacation Leave Number: 4.01-11.1111.1 

Approved by the Board of Governors 
Date: November 14, 2011 

Implementation 
Date: November 14, 2011 

History: Faculty/Staff Guidelines 1999 
Scheduled Review Date: November 2014 

Origin: Human Resources 
Authority: BVI Labour Code Act, 
2010 

RATIONALE 

The College believes that paid vacation leave encourages employees to renew themselves physically and 

mentally. Vacation leave also supports employees by covering absences due to personal obligations, minor 

emergencies which may arise and, in lieu of sick leave, illness in the immediate family. Vacation leave is credited 

to eligible employees who are in pay status (working or on paid leave). It is expected that employees will take 

vacation leave every calendar year. 

POLICY 

Employees are granted annual vacation leave on completion of the probation period. The following conditions 

pertain: 

1. Eligible employees are those who have completed their probationary period. 

2. Accrual rates vary according to job classification and grouping. 

3. Vacation leave requires approval from the employee’s immediate supervisor and is to be scheduled consistent 
with the operational needs of the unit. 

4. The total allowable accumulation of vacation leave that can be carried over to the next year, without written 
approval from the President, is the actual annual vacation leave entitlement for the employee. Any accrued 
vacation leave not taken which exceeds this amount at the end of the year is lost, and employees will not be 
compensated for lost time, unless a prior arrangement exists. If, based on the operational needs of the 
College, an employee may be called upon to defer vacation leave, this leave will be cumulative.  

5. Upon termination of employment, an employee will be paid a lump sum for any unused  vacation leave. If the 
employee is overdrawn on leave, deductions will be made from the final salary payments. 

6. In the event of an employee’s death, any accumulated vacation leave will be credited to the employee’s estate.  

7. Faculty is entitled to leave at the end of each semester. Leave at the end of the spring semester commences 
after graduation exercises. As part of their administrative responsibility, Academic Department Heads are 
required to report to work during the Spring Break unless otherwise arranged with the Dean and Vice 
President, and in keeping with the recommended number of days leave for their position. 

8. Under certain conditions, employees may be required to report to duty during periods of approved leave. This 
leave will be credited to the employee to be taken at another approved time. Based on the position held, 
contact information should be provided for employees who will be on leave. 
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9. The dates of taking earned vacation leave shall be fixed by agreement between the immediate supervisor and 
the employee and approved by the Human Resources Department. 

10. If an employee is on approved vacation leave and he/she is hospitalized and/or has a documented illness, 
conversion of approved leave to sick leave is available and is at the employee’s discretion. The request for 
conversion and supporting documents must be submitted within five working days of the employee’s return to 
duty. 

11. Public holidays and weekends are not counted as part of vacation leave. 
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PROCEDURES 

Purpose: To outline the policy and procedures for College employee’s vacation leave. 

Authority: HLSCC Board of Governors and the BVI Labour Code Act, 2010 (Part IV, Section 64–69). 

Eligibility: An employee is eligible for paid vacation leave if he/she has been employed with the College for the 
probation period prior to the commencement of the leave, and for the unpaid leave from the date of employment. 
An employee must be employed on a contract of more than 50% and be a permanent worker to be eligible. 

ANNUAL RATES 

Category 1 Grades 13 - 17 30 days per annum 2.5 per month 
Category 2 Grades 7 - 12 24 days per annum 2 per month 
Category 3 Grade 6 and below 18 days per annum 1.5 per month 

 

Employees must be in an active payroll status in order to accrue vacation leave. Vacation leave is credited to an 

employee’s account at the end of each month. Employees on study leave and/or during terminal leave period do 

not accrue leave. 

MAXIMUM ALLOWABLE CARRY-OVER: 

The annual vacation days assigned per employee. 

USE OF ACCUMULATED VACATION LEAVE: 

For employees who currently exceed the maximum allowable accumulation of leave, an eighteen (18) month 

window (opening) will be established to strategically reduce the accumulated days to the stated amount. This will 

be done through agreement between the employee and employer. If the full amount of leave has not been taken 

during the stated period, and doing so would create hardship for a department, an additional six (6) months can 

be granted or an arrangement made in lieu of leave. These situations will be reviewed on an individual basis. 

SCHEDULING AND USE OF VACATION LEAVE: 

(a) All applications for vacation leave must be submitted to the Human Resources Department via the 
immediate supervisor. 

(b) Vacation leave usage must be approved in advance by the supervisor, and mutually agreed upon 
between the employer and employee. 

(c) Vacation leave will be scheduled consistent with the operational needs of the unit, and some periods are 
subject to blackouts based on departmental needs. 

(d) Leave not exceeding 10 days should be requested at least five days prior to the commencement of the 
leave. Leave equal to or exceeding 10 days should be requested at least four weeks prior to the 
commencement of the leave. 

(e) Public holidays and weekends are not counted as part of vacation leave. 

WHEN A HOLIDAY OCCURS DURING VACATION LEAVE 

A holiday occurring during an employee’s approved vacation leave period is not considered as a day of leave. 

The following will be recognized as public holidays and will be paid in addition to vacation paid leave for staff: 
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New Year’s Day H.L. Stoutt’s Birthday Commonwealth Day 
Good Friday Easter Monday Whit Monday 
Sovereign’s Birthday Territory Day Festival Monday 
Festival Tuesday Festival Wednesday St. Ursula’s Day 
Christmas Day Boxing Day  
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VOTING LEAVE 

Title: Voting Leave Number:  4.01-3.0109.1  

Approved by the Board of Governors 
Date:  January 27, 2009 

Implementation  
Date:  March 1, 2009 

History: 
Scheduled Review Date:   January 2012 

Origin:  Human Resources 
Authority:  Election Act 1994 

 with Amendments 

POLICY 

Every employee of the H. Lavity Stoutt Community College who is a registered voter in the Virgin Islands will be granted 
up to four hours paid leave to fulfill his/her civic responsibility to vote within the Territory. 

Supervisors are expected to monitor this process to ensure that a skeleton staff is always present. 

Individuals requiring additional time will be dealt with on a situational basis. 
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WORK FROM HOME 

Title: Work from Home  Number: 4.05.1116.01 

Approved by the Board of Governors Date: November 8, 2016 

Revised Date: 

Implementation 

Date: November 8, 2016 

History: 

Scheduled Review Date: November 8, 2019 
Origin: President’s Office 

RATIONALE 

By virtue of the presence of mould at the College, some employees may be requested by their physicians to avoid their 
work environment. While the College continues to take the steps necessary to improve and create a healthy working 
environment for its employees at all levels, it also recognizes the importance of, and values their health. Under such 
circumstances, provision is made for permitting full- and part-time employees who may be so affected, to perform their 
duties from their homes. The policy assumes that the employee’s home environment is a safe and healthy one. 

The policy ensures that such employees are able to reach agreement with the College to perform their work 
responsibilities in a manner that ensures that their performance, productivity and accessibility to students, faculty, 
supervisors and other colleagues are not compromised during such absence. It also provides guidelines that ensure 
that work from home agreements between an employee and the College are for a specific period of time. Agreement 
between an employee and the College to work at home is not an employee’s right or benefit, hence employees will be 
permitted to work at home at the discretion of the College. 

POLICY 

CONTENT OF THE AGREEMENT 

Full-time employees may be permitted to work from home only in instances of mould-related medical considerations 

that have been documented by a physician. The employee is required to enter his or signature on an agreement that 

describes, at minimum, the extent of their work capacity as defined by their physician, the specific goals and expected 

outcomes that are in keeping with their job description and as assigned by their supervisor, for which they will be 

responsible, the schedule for completion of tasks related to their goals or related assignments, the frequency and manner 

of their in-person and other consultation with their immediate supervisor, and the duration of the agreement that may 

be considered for renewal based on a follow-up and documentation of the employee’s suspected mould-related 

condition by a physician. The employee’s working hours from home is the same as those required, had the employee 

been able to work at the College, except on legal holidays or College identified non-working days. 

LIABILITY AND WORKING HOURS 

In entering into a Work from Home Agreement, the College assumes that the employee’s home environment is a safe 

and healthy one, and that the employee will not be exposed to any physical, toxic or other conditions that may be harmful 

to the employee in the course of carrying out his or her responsibilities. The College is not responsible for liabilities of 

any kind, should the employee choose to carry out the work responsibilities from a location outside his or legal 
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residence during the hours stated in this policy. 

EQUIPMENT AND SOFTWARE 

The College agrees to provide any specialized equipment and software that is present at the employee’s immediate 

workstation and is willing to provide the technical support of its staff that is necessary to install and maintain such 

equipment in working condition. Specialized equipment does not include computers, printers or internet modems; 

however, computers may be requested. For employees whose responsibilities entail regular interactions with students 

and faculty or who are required to attend regularly scheduled meetings in the course of carrying out their responsibilities 

(e.g. faculty, counsellors, members of the President’s Cabinet), the College must ensure that provisions are made, 

from both the campus and from equipment provided to the employee, for the use of a suitable visual means of 

interaction(such as Skype) between the employee and members of the College community. The employee is required 

to return all College equipment that may be provided, in working condition, when the agreement ends or is terminated. 

SIGNATURES AND APPROVALS 

The Work from Home Agreement must be signed by the employee and the immediate supervisor and must be 

approved by the President. 

PERIODIC REVIEW AND RENEWAL OF THE AGREEMENT 

Medical re-assessment of the employee’s condition must be submitted consistent with the physician schedule 

reassessment, so that the College can be advised concerning the employee’s need for continuing absence related to 

the original assessment that was the basis for the Work from Home Agreement. It is the responsibility of the College 

to provide to the physician, on request, any description of work completed or test results that bear on steps to remediate 

the conditions of the employee’s work environment. The College may on occasion and at its expense, choose to 

request that the employee provide a medical certificate from a physician approved by the College. 

EMPLOYEE BENEFITS 

Employees with an approved Work from Home Agreement are entitled to all leave and other benefits that pertain to 

them. They are required to continue to make request for such benefits as vacation, sick or other leave for which they 

are eligible from the College in writing (or by using the People Trak system) during the time that the Work from Home 

Agreement is in effect. They are also required to report any absence or other variance from their expected accessibility 

during working hours at home directly to their immediate supervisor; so that their records may reflect the integrity that 

is expected while employed at the College worksite. 

EMPLOYEE PERFORMANCE EVALUATION 

Employees who are approved to work from home are subject to the same requirements for performance review as all 

other employees. The schedule, forms and requirements for such review is consistent with the requirements of the 

category of employees to which they belong (faculty, administrator, staff). 

SOCIAL SECURITY REQUIREMENTS AND THE POLICY 

For employees whose medical condition indicates that they are unable to work from home due to other medically 
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substantiated circumstances, the policy affirms the requirement of the Social Security Ordinance (Cap 266) which states 
that employees are required to submit application for a review of social security benefits within thirty (30) days of their 
receipt of a medical certificate that indicates their need to absent themselves from their work environment. Where such 
benefits are approved, the employee may receive payment totalling 66.67% of their salary each month. The College 
is under no obligation to pay the remaining 33.33% of their full-time salary until such time as the social security benefits 
are discontinued. 

In instances where an employee receives social security benefits related to the illness that duplicates any payments 
made by the College, it is the responsibility of the employee to return such duplicated salary payments to the College. 
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PROCEDURE 

ELIGIBILITY / WORK FROM HOME CRITERIA 

To be eligible for consideration of a Work from Home Agreement, an employee must: 

1. be a full-time or part-time that has completed his or her probationary period, 

2. be unable to perform the duties of their job description on campus due to environmental considerations. 

3. submit a request to work from home that is accompanied by a medical certificate signed by a local or specialized 
physician which states that their presenting medical condition is related to evidence of mould that is present in 
their work environment. 

4. have portable job duties (duties do not involve face-to-face interactions with faculty, staff, students, and/or 
guests); 

5. have a portion of their workload that can be performed away from the office without diminishing the quality of 
customer service; 

6. have a work site and equipment (telephone, computer, internet, printer etc.) suitable for working at home - the 
College is under no obligation to provide equipment to work, unless a laptop is assigned to the holder of a 
particular position. 

7. be able to work independently and productively; 

8. be accessible to customers, colleagues, and supervisors during scheduled work hours. 

TERMS OF AGREEMENT 

Work at Home requests must: 

1. be recommended by the supervisor and approved by the President. 

2. have agreed-upon start and end dates, with the maximum length of time for work-at-home arrangement being 
one semester. Arrangements may be reviewed, approved and renewed for a new semester. 

3. indicate work hours which are agreed upon with supervisor and documented on approval form. Hours not worked 
should be accounted for with the appropriate leave designation (vacation, sick, family, comp time, bereavement, 
leave without pay etc.) 

4. be considered after the applicability of other policies (family leave, sick leave, one-time adjustment to work 
schedule, etc.) 

5. Include objectives, expected results, and evaluation procedures for work completed that are formulated by the 
manager and employee working from home. 

6. Agreement will be terminated if suitable arrangements are identified on campus, if criteria aren’t met, or if the 
arrangement is otherwise deemed not successful by the supervisor, unit or college. 

WORK AT HOME DOCUMENTATION 

The supervisor must complete the “Work at Home Approval Form.” Work at home documentation must include the 
following components: 

1. The Work Schedule 

2. A telephone number where the employee can be reached during the agreed upon work schedule 
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3. A record of College equipment (if any) that is used at the home. 

4. A description of the work to be completed and clearly defined performance requirements that are measurable 
and result oriented. 

5. Medical report (work at home medical form) completed by employee’s physician. 

EQUIPMENT, SUPPLIES AND TELEPHONE/DATA CONECTION 

1. The employee will use his/her own equipment, telephone/internet connection in order to perform his/her job 
duties. 

2. In special cases where the supervisor determines it is in the best interest of the department, the College may 
provide the equipment necessary for the employee to perform the desired work at home; such equipment must 
be returned to the College at the termination of work at home arrangement or upon the request of the College. 

3. In the event of equipment malfunction or technological difficulties, the employee will immediately notify the 
supervisor. 

4. The Department establishing a work from home arrangement with the employee is responsible for providing 
supplies required for the employee to perform his/her duties during the approved work-from- home period. 

SECURITY 

1. When using the organization’s computer equipment, the employee must follow the “College Property and 
Equipment Guidelines and the Electronic-Mail System and Communication Guidelines which are in the Human 
Resources Faculty and Staff Handbook. 

2. Employees are expected to maintain the same security procedures at home that they employ on campus, 
including the use of locked file cabinets, password maintenance and any other appropriate security measures. 

3. The College reserves the right to terminate remote access privileges to individuals when necessary to protect 
the security, integrity, and availability of the organization’s network. 

COLLEGE POLICY AND THE VIRGIN ISLANDS LABOUR CODE 

1. Work at home employees are subject to the same Labour Code of 2010, policies and procedures applicable to 
employees at the regular College worksite. 

2. The employee must report work-related injuries immediately to the supervisor and comply with all College 
reporting requirements established for the purpose of reporting such claims. 

3. Employees who become ill while working from home must notify their supervisor. The employee must adhere to 
the Colleges Sick Leave Policy. 

PERSONAL BUSINESS 

1. An employee who is working under this policy shall not conduct personal business during their assigned work 
hours unless during their lunch. No personal business may be conducted on organization-owned equipment. 
Supplies owned by the organization cannot be used for personal business. 

LIABILITY 

HLSCC is not liable for injuries to third persons, including family members, at the home worksite. The College 
is not liable for damages to the employee’s property.  
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Facilities and Information Technology (IT) Policies 
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CAMPUS HEALTH AND SAFETY 

Title: Campus Health and Safety Policy  Number: 5.01.1015.1 

Approved by the Board of Governors 
Date: 5 October 2021 

Implementation 
Date:  

History: New/Combined 
Revised/Approved by the Board of Governors:  
Scheduled Review Date: October 2024 

Origin: Office of the Vice President of 
Operations 

RATIONALE 

It is one of the College’s top priorities to create and maintain an environment that promotes a healthy, safe, and 
comfortable environment for students and staff to study and work, and to ensure the safety of all its assets. This policy 
applies to all employees, students, and visitors to any HLSCC-owned or operated property, or sponsored event. 

The following areas are covered under this policy: 
➢ Campus Access 

➢ Campus Safety and Security 

➢ Smoking, Alcohol and Illegal Drug Use 

➢ Weapons on Campus 

➢ Vandalism 

➢ Emergency Closure 

CAMPUS ACCESS 

DEFINITION 

Visitor - refers to anyone who is not a currently enrolled student or employee.  Contractors, vendors, and family 
members are considered approved visitors.   

POLICY  

Access to College facilities is established under the provisions of this policy.  

The Paraquita Bay Campus is open from 8:00 a.m. to 9:00 p.m. Monday through Friday, with department specific 
hours over the weekend.  The Centre at Virgin Gorda is open from 8:30 a.m. to 8:30 p.m. Monday through Thursday, 
and 8:30 a.m. to 4:30 p.m. on Fridays.   

Any person entering the facilities outside of these hours is required to check in with College security and complete the 
necessary documentation. Requests for weekend and holiday use of the Virgin Gorda Centre should be submitted to 
the Director for approval prior to use. Under no circumstance should employees or students, including parents 
and family members, or visitors enter College facilities outside of regular hours without the approval of 
authorised personnel.  

Employees already on campus who wish to remain and work outside the regular hours should notify security of their 
presence.  

Temporary adjustments can be made regarding access according to any emergency or crisis situation which may 
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arise, such as pandemics, according to territorial governmental regulations or area specific situations.  

Employees and Students 

Employees and students have access to College premises during the hours indicated.  Access outside of those hours 
must follow the security protocols in place at that time. 

During times of a pandemic or other event with national or institutional impact which require limited human interaction, 
employees and students are encouraged to minimise on-campus presence outside of the hours stated.  Students 
would report to campus according to their semester schedule for class sessions and examinations.  Access to services 
such as the Learning Resources Centre may remain available but in a limited capacity.  Students are encouraged to 
not linger on the campus unless there are additional classes. 

Visitors 

Prior approval, including in some instances, appointments, may be required before visitors are permitted access to 
College facilities.  All visitors should present themselves with government or school issued photo identification to 
security prior to proceeding to their destination.  The visitation of minors for non-college related business purposes 
without the presence of a parent or guardian is not permitted. 

During times of a pandemic or other event with national or institutional impact which require limited human interaction, 
visitors would require appointments to access College owned or rented property in conduct of College business. 

+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++ 

CAMPUS SAFETY AND SECURITY 

Leadership and Oversight: 

The Facilities Department shall maintain oversight for all matters related to the physical safety and well-being of students, 
employees and visitors while on any College campus. The Department shall maintain Security Directives that can be 
used to easily and effectively communicate to students and employees when posted in visible locations, and that may 
be updated from time to time. 

Training and Support: 

Security Offices shall be trained and equipped to respond to incidents of crime, fires, medical emergencies (including 
first aid), traffic accidents, and other incidents requiring police or security assistance.  Such officers shall also be 
equipped to communicate immediately with all other officers on College property, as well as with the closest Police 
Department. 

Deterring and Preventing Criminal Activity 

Security Officers shall provide 24-hour-a-day protection for College buildings, grounds, and parking lots. 

Security Officers shall take reasonable steps to maintain a safe and secure environment within and outside all facilities 
that are used by the College and shall take immediate steps to alert the closest Police Department in those instances 
where any form of criminal activity, or injury to persons or to themselves may be suspected. 

Security Officers may require any person on the College property to identify themselves by showing an official College 
and/or government identification card. Security Officers may request searching of student and employee property if 
suspicion or a threat is assumed or presented. 

All students and employees are expected to carry a College-issued identification card when on campus or at a College 
event. Students and employees must be prepared to show this identification card when requested by a Campus Security 
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Officer or other Law Enforcement Officer while on College property or attending a College-sponsored event.  

Reporting and Statistics: 

Security Officers shall report any incidents of crime or other emergency to the Facilities Department (cc to the Director 
in the case of the Virgin Gorda Centre) at the end of each shift. The Facilities Department shall report emergencies and 
incidents that called for the active involvement of the Police or Health Department to the President within 12 hours. 

The Facilities Department shall maintain and report statistical data concerning incidents of criminal activity (including 
assaults and threats, possession and sales of weapons or narcotics, thefts, burglary, suspected stalking, etc.) and 
emergencies to the Office of Planning and Institutional Research at the end of each month. 

Prospective students and the public are entitled to information concerning the safety of the campus. For this reason, 
inquiries concerning this should be directed to the Director of Communications, Marketing and Public Relations, who will 
obtain statistical information and communicate this in an appropriate manner. 

+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++ 

SMOKING, ALCOHOL AND ILLEGAL DRUG USE 

DEFINITIONS 

Electronic cigarettes - (e-cigarettes, e-cigars, vapour pens or personal vaporise) are any device used for the 
inhalation of a substance. 

Illegal drugs - are defined as those that are not prescribed by a doctor or bought at a drugstore.  They are also called 
‘street drugs’. 

Smoking - in relation to a tobacco product includes sniffing or sucking the product. 

Tobacco - includes tobacco leaves or any extract of tobacco leaves. 

POLICY 

HLSCC believes that the illegal use of drugs and alcohol can present a serious health and safety hazard to the College 
community and interfere with educational and occupational success.  In this regard, the College is guided by the 
Education Act, 2004, which states:  

(1)‘The sale, consumption, offer or exposure for sale of any alcoholic beverage or tobacco on the premises of any 
school, whether public or private or at a school function is prohibited.  

(2) A person who sells, consumes, offers or exposes for sale any alcoholic beverage or tobacco on the premises of 
any school whether public or private or at a school function commits an offence and is liable on summary conviction 
to a fine not exceeding one thousand five hundred dollars or to a term of imprisonment not exceeding one year or both.   

While not covered under the Education Act, 2004 or the Tobacco Products Control Act, e-cigarettes are likewise subject 
to the same restrictions as tobacco products on HLSCC property or at HLSCC-sponsored events.  Smoking is also 
prohibited within any College vehicle.   

The illegal possession, consumption and distribution of drugs on College property or in connection with any activity 
sponsored by the College is likewise prohibited.  The College will report offenders to the Police Department.  
Regardless of whether the legal action is pursued by the College or outside agencies, disciplinary action will be 
taken by the College for violation of College policy. 

+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++ 
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WEAPONS ON CAMPUS 

DEFINITIONS 

College property -  means the facilities and land owned or leased by H. Lavity Stoutt Community College, including 
passenger vehicles. 

Weapons - refer to all firearms, compressed gas operated weapons, any electric weapons, knives (any instrument with 
a blade), explosives of any type (including fireworks), dangerous chemicals and substances, or any other instrument 
that can inflict harm to any individual or damage College property, or any device which the College, in its sole discretion, 
shall deem dangerous. 

POLICY 

The College prohibits the possession or use of weapons of any kind while on College property, conducting College 
business or attending a College-sponsored event. Tools required by virtue of employment or programme are exempt. 
Anyone violating this prohibition is subject to the College’s disciplinary process, removal from College property or event 
and or legal action. Only law enforcement personnel, issued with a weapon as part of their duties are permitted to 
carry weapons on campus. The College reserves the right to use fireworks as part of scheduled celebratory College-
related events if permission has been granted by the designated legal authority of the Virgin Islands and approval 
given by the President. 

The College’s security shall be responsible for the appropriate enforcement of this policy.   

+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++ 

VANDALISM 

DEFINITION 

Vandalism - is defined as any intentional behavior that causes destruction of College and/or private property. Examples 
of vandalism include, but are not limited to, destruction of signs, tearing down bulletin boards, graffiti, damage to 
furniture, deliberate defacement of library materials, buildings, sidewalks, walls, trees or furnishings, and the deliberate 
setting of unapproved fires, even bonfires, on College property, whether leased or owned. 

POLICY  

All vandalism is strictly prohibited. Any individual found responsible for vandalism of College property or private 
property on College property will be subject to disciplinary and/ or legal action. 

+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++ 

EMERGENCY CLOSURE 

DEFINITIONS 

Emergency College Closing - An unscheduled interruption of the scheduled College workday, classes, or other events 
sponsored by the College.  This interruption may be weather related, related to the ineffective operation of facilities, 
utilities, or other condition that presents a hazard to students and employees who must travel to and from the College 
that significantly hinders the teaching/ learning process; or the ability of employees to travel safely, or be productive. 

Delayed Opening - Indicates that work hours will begin at a later hour than the usual 8:30 a.m. 

Early Release - A release from regularly scheduled work by employees, usually weekdays between 8:30 a.m. and 4:30 
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p.m.  delay 

Emergencies - Any occurrence or incident that is observed by an individual; and that is judged to have the potential of 
immediate or impending harm to the welfare of any individual(s) or to College property. 

Hazard - A Hazard is defined as either an unavoidable danger or risk or something that causes unavoidable danger, 
peril, risk, or difficulty even though some can be foreseeable.  

Meteorological Hazards - This is the most common category of hazard that can cause disasters in the British Virgin 
Islands.  Meteorological hazards may threaten any part of the country or the entire country at the same time. 

• Storms – Disaster agents associated with storms include high winds, high surf, and heavy rains resulting in 
floods. 

• Hurricanes – Are potentially very serious threats to life and property as they occasionally threaten the 
country during the hurricane season.  Disaster agents associated with hurricanes include extremely high 
winds, storm surge, damaging surf, heavy rains, and flooding. 

Geological Hazards - Geological hazards causing disasters are less frequent but can be more severe than other 
hazards. 

• Earthquakes – The BVI is located in a high-risk zone for earthquakes.  

• Tsunami – Pose a very serious threat to life and property.  A high magnitude earthquake may generate a 
tsunami that could threaten the shores of the BVI.  

Other Hazards - Most other natural hazards in the BVI are associated with weather or geologic hazards, or due to the 
actions or activities of human beings. 

• Landslides – Usually associated with meteorological hazards but can be caused by a combination of 
weather and man’s development activities. 

• Mudslides – Associated with meteorological hazards and/or geologic events and are rare in the BVI. 

• Forest/Brush Fires – Occurs during dry weather but are more often associated with the careless acts of man 
or arson. 

• War (Nuclear or Conventional Attack) - Poses a minimal threat to the BVI but could occur in another part of 
the world and affect the BVI. The hazards of nuclear attack include blast and radioactive fallout and its 
damaging effect on life and property. 

• Terrorist Attack – Poses a potential threat to people and facilities.  Terrorist activity can take various forms 
with the most devastating being the use of bombs, chemical or biological weapons. 

• Bomb Threat/Explosion – Poses a potential threat due to man’s activities where material that can cause 
explosions are used on a regular basis. 

• Biological Outbreak - Poses a potential threat and can occur naturally, through man’s activities, terrorist 
attack or through biological warfare. 

• Pandemic – Poses a potential threat through the spread of infectious disease.  

• Hazardous Material Spill – Poses a potential problem at College facilities where hazardous materials and 
chemicals are used on a regular basis.  The establishment and adherence to operational procedures and 
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safety standards are important factors in keeping spills to an absolute minimum. 

• Fire – Always poses a potential problem at College facilities.  The use of fire-retardant materials and the 
establishment and adherence to fire safety codes and procedures are important factors in minimizing the 
potential for building fires. 

• Aircraft Accident – Poses a potential problem, as College facilities are located under aircraft flight paths. 

• Major Utility Outage – Always poses a potential problem at College facilities due to the size and amount of 
personnel that work at, attend, or visit our campus and facilities.  Electricity and water are the primary utilities 
where outages can cause problems and seriously affect the College’s daily operations. 

• Civil Disturbance – Poses a potential problem at College facilities because we are a public institution. 

Incident - is something that happens, often something that is unpleasant.   

Mass Casualty Events - May be the result of any of the hazard and incident categories listed above.  Mass casualty 
events may occur on campus, at an off-campus facility, or in the general area of the College.  College assets, including 
personnel, supplies, equipment, and facilities may be requested to support mass casualty events. 

Emergency Management Team (EMT) - A Team of members drawn from the Senior Administrative and Academic 
Leadership and other key personnel from the College who are responsible for the direction, coordination, and support, 
necessary to create the policy and major decisions necessary. The EMT has tiered levels of personnel who are 
responsible for support dependent on the nature of the emergency. More information can be found in the Emergency 
Management Plan (draft). 

Security Officer - Persons that are trained to respond, and that are assigned with responsibilities for providing security 
services. Such persons may be employees of the College or may be employees of a contracted security service 
company or organisation. 

Tier 1 Emergency Contacts 

• President 

• Vice President - Academics 

• Vice President - Operations 

• Bursar 

• Facilities Director  

• Director, Communications & Public Relations 

• Director, Information Technology 

Tier 2 Emergency Contacts 

• Dean, Workforce Training 
• Dean, Arts, Sciences and General Studies 
• Registrar 
• Director, Student Affairs  
• Director, Learning Resource Centre 
• Director, Planning and Institutional Effectiveness 
• Director, Virgin Gorda Centre 
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• Human Resources Officer 
• Security Supervisor 
• Security, Virgin Gorda Centre 

POLICY 

Incidents and emergencies may occur which require action on behalf of the College to safeguard College employees, 
students, visitors, and property.  The type of incident/emergency is assigned a level, and that level determines the 
involvement of various College personnel, outside assistance, and the engagement of the College Emergency 
Management Plan.  The levels are detailed below, as well as personnel involvement and actions to be taken. 

Level 1 – Minor Incident – A minor incident is defined as a local event with limited impact or contained in a small 
area. It can be quickly resolved with existing campus resources – typically security or maintenance personnel or with 
limited outside help. Type 1 incidents have little or no impact on personnel or normal operations outside of the 
affected area and would not require notification beyond needed personnel. The Emergency Plan would NOT be 
activated. Examples of Level 1 incidents: odour complaints; localized chemical spills; plumbing failures; water 
leaks. 

Level 2 – Emergency – An Emergency is defined as a serious event that disrupts a sizeable portion of the campus 
community. These incidents can escalate quickly and have serious consequences for mission-critical functions and/or 
life and safety and require assistance from external organisations. This includes off-campus emergencies that may 
impact campus operations and/or personnel. The Emergency Management Plan would be activated to the extent 
necessary. The Tier 1 Emergency Contacts for H. Lavity Stoutt Community College are to be notified when possible. 
Examples of Level 2 incidents: building fire or explosion; biological or terrorist threat; major chemical or hazardous 
materials spill; severe storm and/or flooding; extensive utility outage; vehicular or medical emergencies; armed 
intruders on campus. 

Level 3 – Disaster – A Disaster is defined as a very serious event that involves a large part of the campus and its 
surrounding community, with the effects wide-ranging and complex. Normal campus operations are curtailed or 
suspended. A timely resolution of disaster conditions requires campus-wide cooperation and extensive coordination 
and support from external jurisdictions. The Emergency Management Plan is fully activated. Tier 1 and Tier 2 
Emergency Contacts for H. Lavity Stoutt Community College are contacted. Examples of Type 3 incidents: 
hurricanes, major weather disruptions, terrorist attack, biological outbreak, pandemic; civil disturbance. 

For Level 2 and Level 3 type events, the President will consult with the Vice Presidents and Chairman of the Board of 
Governors and will inform the Director of Facilities and the Director of Marketing, Communications and Public Relations 
concerning College closings on those occasions when the College needs to be closed due to inclement weather, or in 
the event of mid-workday closing (early release) or the cancellation of late classes due to loss of electricity or other 
unforeseen conditions. 

Students and faculty should always assume that classes are in session, unless and until a specific announcement 
cancelling or suspending classes is issued. In certain situations, faculty, and students could be released, but 
administrators and staff would be expected to continue a normal work schedule. 

Under all conditions that require College closing, provisions must be made to ensure the safety and security of College 
facilities. For this reason, Security Officers should expect to report to work, regardless of conditions, unless otherwise 
notified by the Director of Facilities. 

When the College is not closed, but inclement weather exists in varying degrees, faculty, staff, and students must use 
their judgment if travel conditions in their area make it unsafe for them to come to the College. If employees determine 
that conditions preclude their travel, then emergency leave must be used. In addition, the normal notification of absence 
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procedures must be followed so that students and visitors are not unduly inconvenienced by the absence. When an 
unusual occurrence prevents local travel to work, an employee may, in instances where a supervisor is unable to 
provide a suitable emergency work from home assignment, request consideration of an exception to this provision. 

The attendance of full and part-time faculty and staff should be recorded on a day that the College is closed, or that 
employees are released early. When it becomes necessary to cancel classes after classes have begun for the day, 
faculty are relieved of their classroom responsibilities. Faculty should, however, make every effort to ensure that 
students receive the instruction needed to acquire the expected learning outcomes intended of the course. 
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Statement Policies 
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EMPLOYEE CODE OF CONDUCT 

The basic principles of dignity and value commonly advocated by all persons of goodwill are assumed to be 

integrated into the statement of good principles and good practices at HLSCC. Specifically, the faculty and staff 

should endeavour to adhere to this code. 

RELATION TO THE PROFESSION 

1. Maintain a sympathetic interest in the search for meaning and truth, be it in one's own field of general 

knowledge or not, and, become involved in cooperative as well as original and independent research. 

2. Aim toward reaching a high standard of professional competence in one's own field of study or work. 

3. Obtain a thorough knowledge of the teaching and working techniques in one's field but be flexible 

enough to correlate these techniques with needs of students. 

4. Utilize all possible avenues of professional growth by such means as participating effectively in professional 

societies of a general or specific nature, and taking the initiative in attending conventions, conferences or 

workshops which deal specifically with one's field of study. 

5. Maintain sound scholastic standards in course requirements, teaching, work efficiency, examinations and 

tests, and other criteria of progress and achievement. 

RELATION TO COLLEAGUES 

1. Give colleagues cooperation and encouragement professionally and refrain from disparaging criticism 

and from saying or doing anything to weaken their status with administrators, students, and others 

except in the line of duty and only to those with the right to know. 

2. Secure permission and give credit for the use of materials borrowed from colleagues or elsewhere in 

lectures, publications, or other public presentations. 

3. Show regard for colleagues by providing students with special coaching or teaching only after consultation 

with the lecturer or Department Head. 

4. Preserve in strict confidence all committee and faculty/staff discussions and actions that are of a privileged 

nature. 

5. Be alert and cooperative in the detection and reporting to appropriate administrative personnel or 

committees of all cases of dishonesty among colleagues in academic issues and of other misconduct 

that is seriously harmful to the objectives and ideals of the department or the institution. 

6. Hold in confidence the ideas, needs, weaknesses and failures of colleagues, whether the information 

has been gathered in the course of routine activities or from personal consultation and not to reveal 

such facts to others except in the line of duty and only to those with the right to know. 
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RELATION TO STUDENTS 

1. Give due time and attention to the prompt and regular meeting of classes and appointments as an ethical 

obligation of effective teaching and service and ensure adequate preparation and the delivery of current 

subject matter in the most effective manner. 

2. Strive for a timely, just and unprejudiced appraisal of all student work in terms of whatever grading system 

may be commonly accepted throughout the institution, and give students the right to request a review of 

their work and grades given as allowed by policy 

3. Foster a professional relationship with students. 

4. Give credit for the use of original student contributions in lectures and publications as well as for borrowed 

material from other sources, and under no circumstance should students be exploited. 

5. Accord students the privilege to express divergent views within the academic setting 

6. Refrain from tutoring students from own classes for pay, likewise, those from the classes of colleagues 

in the same department or another department except under conditions known and approved by the 

President or his designate. 

7. Be alert and cooperative in the detection and reporting to appropriate disciplinary personnel or committees 

of all cases of student dishonesty in academic issues and of other misconduct that is seriously harmful to 

the objectives and ideals of the department or institution. 

8. Hold in confidence the ideas, needs, weaknesses and failures of students, whether the information 

has been gathered in the course of routine activities or from personal consultation and not to reveal 

such facts to others except in the line of duty and only to those with the right to know. 

RELATION TO THE INSTITUTION 

1. Recognize allegiance to the College by observing the guidelines and policies adopted by the Board, 

administration and faculty/staff, and by respecting the organizational structure of the College. 

2. Be informed as to the principles of rank, classification, promotion, structure, conduct and dismissal adopted 

by the Board when contracted to serve the College, and, on acceptance of appointment, feel obliged to 

support these principles. 

3. Maintain the right to speak outside of the institution so far as this does not interfere with proper attention of 

educational duties or so far as it does not unfairly represent the College. 

4. Preserve the right of untrammeled investigation in one's own field, or in a field specifically germane 

to it, assuming no right, however, to take advantage of one's position to introduce into classes the 

discussion of subjects not pertinent to one's special field. 



| 315 
 

5. Accept administrative responsibilities as may from time to time be determined by the administration. 

6. Avoid, generally and specifically, being the instrument, directly or indirectly, of outside agencies, groups, 

or individuals for the teaching or promotion of partisan ideas and/or projects either within or outside of the 

College. 

7. Render due respect to the institution by refraining to use the equipment, time, resources or any other 

instrument of conduct of the institution's business for personal gain or profit. 

RELATION TO THE PUBLIC 

1. Show a wholesome response to the needs of good causes, supporting them by attitude, effort, and 

sacrifice. 

2. Participate in public affairs, as an obligation of a private citizen to the extent that one can do good for the 

country and its citizens. 

3. Regard as unworthy any hindering discrimination on account of race, religion, economic status, or social 

antecedents. 

4. Maintain a high professional morale: that is, to have respect for and to believe in what the institution is 

aiming to do and what one is doing as an individual faculty/staff. 

5. Have a high sense of loyalty to the ideals of education and the institution. 

6. Uphold the ideals of academic freedom as the precious heritage of education and recognize that the 

principles of academic freedom are not violated by the demands made on a faculty/staff member to 

do the following: 

• regulate one's life by and support the universally approved canons of truthfulness, decency, loyalty, and 
moral integrity 

• manifest conscientious and scrupulous loyalty to the Territory, its constitution and its ideas of a free 
citizenry 

• support by conduct and teaching the standards of HLSCC. 

• refrain from any activity, which will, because of connections with the College, imperil the reputation of 
HLSCC or cause its objectives and standards to appear to be compromised. 
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SEXUAL HARASSMENT 

H. Lavity Stoutt Community College prohibits sexual harassment in its employment practices and in its educational 
programmes and activities. Sexual harassment consists of unwelcomed sexual advances. These include unwanted 
touching, verbal remarks of a sexually suggestive or derogatory nature, requests for sexual favours, and other verbal or 
physical behaviour of a sexual nature that have as their consequences an adverse effect on the recipients' morale, work 
status, or academic or job performance. Such conduct is absolutely prohibited whether the perpetrators are students, 
employees of the College, or contractors or other non-employees who have reason to be on College premises where: 
 
Submission to such conduct is either an expressed or implied condition of employment, education, academic, financial 
or counselling assistance; 
 
Submission to or rejection of such conduct is used as a basis for an employment decision or the performance evaluation 
of students, faculty or staff; 
 
The conduct has the purpose or effect of substantially interfering with an affected person's work or scholarly performance, 
or creating an intimidating, hostile or offensive work or educational environment.  
 
The College will actively investigate any allegations of sexual harassment by students, faculty, staff, or officers and if it is 
determined that sexual harassment has occurred, will take prompt and appropriate disciplinary action. Anyone who 
believes that sexual harassment has occurred is expected to report such conduct promptly under appropriate operational 
procedures. 
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COURSE EVALUATION FOR FACULTY AND STAFF 

COURSE EVALUATIONS 

Continuous assessment shall take place throughout the semester. Examinations and tests shall be given at the discretion of 

the lecturer. There should be at least two major evaluations inclusive of the final examination. 

Continuous assessment accounts for forty percent to sixty percent of the course grade, and the final examination for 

the remaining percentage of the course grade. Under no circumstance should the continuous assessment grade or 

final evaluation grade account for less than forty percent of the final course grade. There will be a final oral, 

written or practical examination for every course. 

SUPPLEMENTAL EXAMINATIONS 

A student who completes a course satisfactorily but fails to obtain a passing grade may apply to take a final 

supplemental examination. The supplemental examination should be given and scored before the beginning of the 

ensuing semester. The Department Head is responsible for the supplemental examination process. 

GRADING SYSTEM 

When requirements for each course are satisfactorily completed, credits are assigned. The quality of 

performance is indicated by the grade given at the end of the semester. 

 
 GRADE GRADE POINTS 

A+ Superior 4.0 

A Outstanding 4.0 

A- Excellent 4.0 

B+ Very High 3.0 

B High 3.0 

B- Good 3.0 

C+ Above Average 2.0 

C Average 2.0 

C- Below Average 2.0 

D Weak 1.0 
F Failure 0 

I Incomplete 0 
W Withdrawn 0 

WP Withdrawn Passing 0 
WF Withdrawn Failing 0 

AU Audited 0 
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COLLEGE PUBLICATIONS FOR FACULTY AND STAFF 

BOOKS AND SUPPLIES 

Department Heads should contact the Director of the Learning Resource Center through the Academic Dean to order 

textbooks for their classes. Books should be ordered knowing that they will be used for several semesters. 

 

Faculty members are asked to recommend to the Librarian titles of periodicals, journals and other resource materials 

that would enhance the collection in the Library. A listing of new library acquisitions should be made available annually. 

FIELD TRIPS 

All field trips and public appearance of student groups on behalf or as representatives of the HLSCC must be approved 

by the Director of Student Services, Academic Dean and the President or his designate. The appropriate forms and 

waivers must be signed and approved. 

PUBLICATIONS 

All notices, announcements, and advertisements must be reviewed by the Office of the Vice President before being 

released for publication. Under no circumstance should faculty/ staff members release any statement regarding 

institutional activities, endeavours, or programmes without the expressed prior consent and approval of the 

administration. 

FACULTY OFFICE EQUIPMENT 

The office and laboratory space made available by the College shall be allocated by the Academic Dean after 

consultation with the Department Head. Requests for office and laboratory or similar equipment should be presented 

to the Bursar through the Department Head and Academic Dean. 
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FACULTY TERMS AND CONDITIONS OF SERVICE AND APPOINTMENT 

The systematic ranking of faculty is based upon criteria including qualification, leadership, teaching, and 

service. The H. Lavity Stoutt Community College assumes the responsibility to put into operation an acceptable 

method by which all of its faculty will be regularly ranked 

CLASSIFICATION AND CONSIDERATIONS 

The Board of Governors of the H. Lavity Stoutt Community College appoints full time members of the faculty in the 

ranks of Assistant Lecturer, Lecturer, Senior Lecturer, and Principal Lecturer. 

 

The following are the basic criteria considered in the ranking of faculty members. It must be understood that promotion 

in rank is not automatic when these minimum requirements are met. They provide only a basis for consideration. 

CRITERIA FOR PROFESSIONAL EXPERIENCE AND SUCCESSFUL TEACHING 

In addition to basic academic requirements, the criteria are as follows: 

 

1. Three years of related professional experience are recognized as one year of teaching at the tertiary level. 

2. Three years of teaching at the primary level are recognized as one year of teaching at the tertiary level. 

3. Two years of teaching at the secondary level are recognized as one year of teaching at the tertiary level. 

4. A maximum of six years credit at the tertiary level may be given. 

ASSISTANT LECTURER 

A full-time faculty member satisfying the following 

1. The holder of a minimum of a Bachelor's Degree from an accredited or recognized institution and less than 
three years of teaching experience. 

LECTURER 

A full-time faculty member satisfying one of the following 

1. The holder of an earned Doctoral Degree from an accredited or recognized institution and less than three years 
of teaching experience. 

2. A Master's Degree or its equivalent from an accredited or recognized institution and three years of teaching. 

SENIOR LECTURER 

A full-time faculty member satisfying one of the following: 

1. The holder of an earned Doctoral Degree from an accredited or recognized institution  and a minimum of four 
years of teaching or other academic experience with evidence of continuing scholarship. 
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2. A Master's Degree or its equivalent from an accredited or recognized institution and seven years-of successful 
teaching or other academic experience as a Lecturer, and evidence of continuing scholarship. 

 

A significant portfolio of professional accomplishment and activities shall ascertain continuing scholarship. Such 

activities may include: books, scholarly publications, additional graduate work, attendance at workshops and 

professional conferences, professional registrations, specialty certifications, patents, exhibitions, professional practice, 

consulting, or research. 

 
Successful teaching experience is characterized by the presentation of the material in an organized and interesting 

manner, motivation of students, effective use of classroom time, clearly written classroom policies and course 

objectives, and timely grading. There should be willingness and availability for help, perception of fairness, mastery of 

material on the part of lecturer, keeping of accurate records, and a willingness to admit mistakes and unknown 

information. The development of organized learning activities display of professional ethics and attitudes, a general 

enjoyment of students and desire to impart knowledge, the encouragement of critical thinking and the development of 

creativity in students will also be taken into consideration. 

 
Successful teaching experience shall be determined by an examination of syllabi and related materials; class visitation; 

submitted samples of directed work of students; interviews with colleagues, students, and with the lecturer; and 

recognition by students and colleagues by receiving of awards, positive evaluations, and other relevant evidence. 

PRINCIPAL LECTURER 

A full-time faculty member satisfying the following: 

1. An earned Doctoral Degree from an accredited or recognized institution and ten years of teaching as a senior 
lecturer or other academic experience at the tertiary level. 

2. Notable recognition on the part of the departmental colleagues, professionals in the field, and the College of 
the faculty member's dedication and excellence in teaching, scholarly activity, and support of the ideals of the 
College and higher education. 

Excellence in teaching shall be determined by an examination of syllabi and related materials, evidence of 

curriculum development, leadership in departmental activities, and dedication to student advising. Class 

visitation; submitted samples of directed work of students; the success of former students; interviews with 

colleagues, students, and with the faculty member; teaching awards received; and the gathering of other relevant 

evidence including evaluation will also be considered. The faculty member must exhibit a special dedication and 

expertise for teaching. 

 
Scholarly activity shall be demonstrated by means of some of the following: published research in books or 

recognized scholarly journals, development and publication of textbooks, a regular pattern of published articles, 

patents, or presentations, and significant research and development activities in industry or academic areas. 

Involvement in national professional societies, continuing education professional practice, consulting, successful 

writing of grant proposals, and other recognized activities would also be considered. 
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Not all the faculty need to have demonstrated equal proficiency in the areas of teaching, scholarly activity, 

and commitment, but significant accomplishment is expected in all, with excellence in one of these. 

RANKING PROCEDURE 

Eligibility for promotion in rank shall be evaluated by the President's Cabinet and the Faculty Rank Committee, 

which is appointed each year by faculty. The general procedure is as follows: 

1. Accurate data on each faculty member is assembled and kept on file for annual review and reference. Results 
of all four evaluation instruments (student, peer, self, and department head) or copies thereof become part of 
the permanent file of each faculty member and  are used in the ranking procedure to help determine whether 
the faculty member has had "successful teaching experience." Applications for ranking will be processed only 
if accompanied by these supporting documents supplied by the respective faculty, Department Head, and 
Academic Dean. 

2. Each year the committee performs the following tasks: 

Recommendation from the Faculty Rank Committee with respect to each faculty member eligible for promotion 

is submitted to the President's Cabinet. (In addition to already mentioned criteria, faculty members may be eligible 

for adjustment in rank on reaching the end of the salary scale, attaining advance qualifications, or when there is 

a vacancy in the scale above. Faculty members may apply, or administration recommend a review of their present 

rank.) Recommendations are forwarded to the Board. 

 
• The President of the College informs the faculty of the actions taken by the Board. 
• Copies of letters or other formal notifications to individual faculty members with respect to the Board's 

actions are sent to the Faculty Rank Committee for inclusion in its files. 

SPECIAL FACULTY CLASSIFICATION 

The Board of Governors may assign a person special faculty classification on the recommendation of the 

President. 

 
Special classification may be assigned to an employee or non-employee of the College who enriches its offerings 

as lecturer, researcher, clinical, or laboratory resource person in any of its activities. Each appointment shall 

contain the specific financial (if any) and other arrangements that shall govern it. The time period during which 

the classification shall remain valid shall also be specified at the time that the classification is assigned.  

 
Special faculty classifications are not of themselves continuous appointment track positions. Special faculty 

classification appointees if not already employed by HLSCC also do not additionally receive credit toward 

retirement. 

 
The College grants the following Special Faculty Classifications: 
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ADJUNCT LECTURER 

One who is not employed full time in an academic unit of the College, but who is fully qualified professionally and 

who performs on a part time basis, duties which would otherwise be assigned to members of the full time faculty 

The person should possess at least a Bachelor's Degree or equivalent from an accredited or recognized 

institution. The person should also have significant experience in their given field of specialty. 

CLINICAL LECTURER 

One who, on an occasional or part time basis, supervises student clinical experiences and who possesses at 

least a Bachelor's Degree or equivalent from an accredited or recognized institution. The person should also have 

significant experience in a given field of specialty. 

GUEST LECTURER 

One who teaches a course or presents a series of lectures occasionally for the College, either for a short period 

or for a semester. 

AFFILIATE RANK 

The HLSCC Board of Governors may assign faculty members employed by  and  holding rank at an institution 

affiliated with H. Lavity Stoutt Community College and who also teach on behalf of HLSCC, a special classification. 

The rank tide shall have the "Affiliate" designation preceding the title of the rank held at the affiliated school, such 

as Affiliate Lecturer of English or Affiliate Senior Lecturer of History, etc., for the duration of the appointment. 

OTHER SPECIAL CLASSIFICATIONS 

Retired faculty members with twenty or more years teaching experience in the professional ranks may be 

given the rank of "Principal Lecturer Emeritus" or "Senior Lecturer Emeritus." All other retired faculty who 

continue to teach on a part-time or temporary basis retain the rank held-at the time of retirement. Emeritus 

is an honorary distinction conferred by the action of the Board of Governors. 

 
Distinguished artists or writers who reside in the community and contribute to the academic programme in a 

significant way may be given the title "Artist, Poet, Writer, Sculptor, etc., In Residence." 

 
The normal load for the different faculty categories is as follows: 
 

• Principal Lecturer: 9 - 12 semester hours of teaching and not more than three courses plus activities as 
outlined under "principal lecturer;" 

• Senior Lecturer: 15 - 19 semester hours of teaching and not more than six courses (if appointed as 
department head, will teach 12 credit hours and not more than three courses); 

• Lecturer: 15 - 19 semester hours of teaching and not more than six courses; and 
• Assistant Lecturer: 15 - 19 semester hours of teaching and not more than six courses. 

 
Co-curricular and extracurricular activities such as service outside of the institution, consulting, community 

involvement, leadership, etc., may also be considered in determining teaching load. 

 



| 323 
 

The President of the College is responsible for the recruiting and hiring of faculty and staff. The Vice Presidents, 

Academic Dean, Bursar, Registrar, Academic Coordinators, Department Heads and other members of the faculty 

may share this responsibility by making available to the President any relevant information they may possess  

concerning available candidates. 
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GENERAL DUTIES AND RESPONSIBILITIES OF FACULTY 

Faculty and Staff (where applicable) are advised to: 

1. become acquainted with the guidelines governing the H. Lavity Stoutt Community College; 

2. submit to the College a copy of the course outline for each course to be taught for each semester. A course 
may be taught only after it has been discussed with the Dean and approved by the College. Course outlines 
should be consistent with institutionally accepted standards; 

3. create the kind of academic, social, and economic climate that will engender mutual respect between faculty, 
staff and students; 

4. spell out simply and clearly what is expected of students, especially how they will be informed of their academic 
progress; 

5. distribute to each student an outline of the course to be taught, during the first-class session; 

6. make every effort to establish, within the course being taught, linkages between the theoretical knowledge 
being offered and the world of work or practice; 

7. select and use appropriate resources to stimulate and challenge students; 

8. ensure that students receive the number of hours of instruction or practice for which a course is designed Any 
course that is timetabled for one semester should be completed during that semester; 

9. notify the College in the event that a class is cancelled All cancelled classes must be rescheduled (see 
class/work cancellation, p. 42); 

10. verify the class list during the first two class meetings and notify the Registrar of any discrepancies between 
this list and the individuals attending classes; 

11. use the Attendance Register to record attendance of each class; 

12. administer a minimum of two major academic evaluations per semester, which should be well spaced, varied, 
properly weighed and balanced :Minor evaluations should also be conducted. Excessive use of objective type 
questions should be avoided; 

13. submit a copy of each major academic evaluation to the Department Head at least two weeks before the 
evaluation is due. Each instructor is responsible for the examination given; 

14. attend workshops and seminars organized by the College for professional growth/ development; 

15. return to the College all textbooks and other resource materials that are loaned; 

16. focus on teaching, learning and customer care. Assist the student to understand the content of the course, and 
let the final grade for that course reflect the degree of the student's experiences; 
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All courses are subject to internal and external evaluation. The final evaluation for all credit courses must be 
second marked. 

RESPONSIBILITIES AND FUCTIONS OF THE EXECUTIVE OFFICERS 

The Executive Officers of the College are designated as President, Vice P resident for Administration, and 

Associate Vice President for Operations. The President is the Chief Executive Officer. The Vice Presidents are 

empowered by the President to exercise due authority to the extent of their functions and are responsible to the 

President. 

PRESIDENT 

The President is the Chief Executive Officer of the College and is responsible for the general direction of its 

operating units. The President represents the College before the public, presides at all public academic 

occasions, represents the College on the Board of Governors,  renders an annual comprehensive report to the 

Board that includes the annual audited financial statement, and presents the annual budget of the College. The 

President exercises such specific powers as are vested in the position by the British V1rgin Islands Community 

College Act, 1990 ("the College Act") or by direct action of the Board of Governors. 

DEPARTMENT HEADS 

The Department Head shall coordinate the specialized functions of the department to advice of the Academic 

Dean. The Department Head shall teach and serve for two years on a rotational basis at the discretion of the 

President and shall be directly responsible to the Academic Dean. 

 
Responsibilities and functions of Department Heads include the following: 

1. Advise department programme majors with assistance from department faculty in the planning of individual 
programmes and the selection of courses. 

2. Plan and implement appropriate orientation activities for department faculty and propose faculty development 
activities for refinement and funding within the department. 

3. Resolve student problems involving programme/class schedule and grading and mediate 

4. disputes between and among student s and faculty. 

5. Restructure and upgrade the department course outlines on a regular basis. 

6. Demonstrate administrative and instructional leadership through exemplary organization, teaching, advising 
and approving syllabi of all courses  taught within  the department ._ 

7. Coordinate official hours and schedules for the department faculty in collaboration with  the Academic Dean. 

8. Call and preside over the regular meetings of the department faculty. 

9. Collaborate with the Academic Dean in the assignment of faculty to courses. 
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10. Coordinate the revision and submission of accurate catalogue data and schedule copy for the above. 

11. Work with the department faculty in identifying emerging needs and appropriate candidates 

12. for appointments for recommendation to the Academic Dean . 

13. In consultation with the Academic Dean, recommend  faculty  to  the Academic Rank 

14. committee for promotion according to the established criteria and procedures. 

15. Assume responsibility for the preparation of a preliminary department budget proposal, management of the 
approved budget, and planning for and prioritizing anticipated needs. This budget should be presented to the 
College Bursar through the Academic Dean. 

16. Assume joint responsibility with the Director of Student Services, Registrar, Academic Dean, Vice Presidents, 
and the President for planning and implementing  recruitment, retention, image enhancement and other 
marketing  activities  beneficial  to  the department and the College. 

17. Encourage the appropriate use of technology in the classroom and keep equipment up to date. 

18. 15 . Maintain an ongoing programme for the improvement of instructional procedures, visit classes, and 
schedule regular discussions with the department personnel in order to become better acquainted with the 
academic and instructional progress of students and the department. 

19. Assist faculty in the timely interpretation of the results of the evaluative instruments along with the development 
of ameliorative strategies. 

20. Recognize and encourage  the department faculty. 

21. Care foe the welfare of faculty, students, and supporting personnel and promote a healthy climate within the 
department. 

22. Provide professional and academic leadership for Lecturers. 

23. Promote good teaching using a variety of teaching and learning methods. 

24. Provide incentives for the department faculty. 

25. Coordinate departmental planning and present recommendations to the Academic Dean. 

26. After consultation with the Academic Dean assume responsibility for the continuous evaluation and 
implementation of courses and programmes offered within the department. 

27. Maintain security (oversight) of the department office, laboratories, and supply rooms. 

28. Develop new programmes and restructure existing programmes in response to changes in academia and the 
human resource requirements of the College's markets. 

29. Engage in outreach activities as they relate to enrollment management and marketing opportunities. 
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30. Recommend faculty to be assigned to classes. 

31. Oversee and assume responsibility for reasonable care and maintenance of physical facilities and equipment 
of the department. 

32. Make requisitions to the College Bursar through the appropriate channels for academic supplies, textbooks, 
and equipment 

LECTURERS 

The Lecturer shall facilitate teaching and learning opportunities for the effective functioning and optimum 

realization of the objectives of the College and the course being taught. 

 

Responsibilities and functions of Lecturers are as follows: 

1. Assist the Department Head in the interpretation and application of the objectives, policies, and regulations of 
the Department and of the College. 

2. Teach competently such courses as may be assigned by the Department Head in consultation with the 
Academic Dean. 

3. Display a positive attitude and team spirit and work harmoniously with all colleagues. 

4. Select textbooks for courses in counsel with the Department Head who shall ensure  that the requested orders 
for the textbooks are passed on to the Academic Dean in accordance with the policy for ordering textbooks. 

5. Prepare and administer semester examinations to all students of appropriate classes and such other tests as 
may be deemed advisable to conform to the continuous assessment requirements, unless prior arrangements 
had been made with the Department Head . 

6. Make the required grade reports to the Department Head who shall pass them on to the Academic Dean by 
the deadline dates established for the turning in of grades . 

7. Assist in educational research and study the effectiveness of the curriculum. 

8. Serve creatively on various committees/teams and engage in co-curricular activities to which one may be 
appointed or elected. 

9. Lead students in meaningful learning experiences that will help them to achieve a sense of personal 
responsibility, to develop the ability to evaluate ideals and standards of personal living, and to strive for a high 
level of scholarship. 

10. Prepare a syllabus/course outline for each class with definite objectives against which progress and 
achievement can be periodically checked. Syllabi for all classes taught must be placed on file with the 
Department Head and the Academic Dean. 

11. Maintain a high level of professional efficiency by personal study and progressive schooling and research. 
Become a member of a learned society and attend meetings of this society within the provisions of College 
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policy. The Academic Dean should be consulted in making the choice of which learned society to join if the 
College is covering the expenses involved in attending the meeting or attendance is on College time. 

12. Serve as sponsor, advisor, counselor, or head of student groups as  may  be arranged  by the administrative 
officers. 

13. Attend and participate in assemblies and general faculty and staff meetings, departmental activities and 
meetings, colloquiums, and graduation. Attendance at co-curricular campus activities is encouraged. 

14. Be concerned with and assist in the cultural, moral, and ethical development of students. 

15. Administer the class attendance regulations as outlined in the College Catalogue. 

16. Arrange in advance, whenever possible, with the Department Head for necessary absences from class 
appointments for field trips or other activities and assist in obtaining substitutes. 

17. Participate as requested in co-curricular activities of the College. 

18. Schedule and post regular office hours for student conferences of not less than eight hours weekly. 

19. Be responsible for all classroom guest speakers, audio-visual equipment/materials, and programmes to ensure 
that they meet the ethical and professional standards of the College. 

20. Become acquainted with students on a one-to-one basis and within the bounds of professional conduct. 

TERMS AND CONDITIONS OF SERVICE 

FACULTY RANK 

The systematic ranking of faculty is based is based upon criteria including qualification, leadership, teaching, and 

service. The H. Lavity Stoutt Community College assumes the responsibility to put into operation an acceptable 

method by which all of its faculty will be regularly ranked. 

CLASSIFICATION AND CONSIDERATIONS 

The Board of Governors of the H. Lavity Stoutt Community College appoints full time members of the faculty in 

the ranks of Assistant Lecturer, Lecturer, Senior Lecturer, and Principal Lecturer. 
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DETERMINATION OF GRADES  

The authority to determine grades rests with the lecturer of the course in the first instance. In order for a student 

to pass any course taken he/she must complete at least fifty percent of the continuous assessment assignments 

given. The official grading system of the College should be adhered to at all times and courses should be taught 

for the specified number of hours within the semester. The Department Head and the Academic Dean of the 

College may counsel the lecturer regarding grading. In cases where the Department Head is the lecturer, the 

Academic Dean may counsel the Department Head. 

REPORTING REVISION OF GRADES 

Grades shall be reported on forms provided by the Office of the Registrar to the Academic Dean and copied to 

the Registrar. Grades are due (hand delivered by Department Heads) two weeks after the close of the regular 

scheduled examination period at the end of each semester under normal circumstances. Grades shall be 

validated and made official by the Academic Dean and forwarded to the Office of the Registrar for data entry and 

recording, after which they shall be issued from the Office of the Registrar.  
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FACULTY OFFICE EQUIPMENT 

The office and laboratory space made available by the College shall be allocated by the Academic Dean after 

consultation with the Department Head. Requests for office and laboratory or similar equipment should be 

presented to the Bursar through the Department Head and Academic Dean. 
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USE OF COLLEGE EQUIPMENT 

Use of College equipment including computers and telephones by individuals other than those to whom such 

equipment has been assigned is prohibited. The use of College equipment for private or personal use or hire is 

also strictly prohibited. Faculty and staff are entitled to discretionary use of sporting, library, and physical facilities. 

The use of some facilities may require specific approval. 

  



| 332 
 

EMPLOYEE GRIEVANCE/DISCIPLINARY PROCEDURES AND DUE PROCESS 

GRIEVANCE PROCEDURE 
 
A grievance is defined as any real or imagined feeling of personal injustice, which an employee has concerning 
employment relationship. 
 
When a grievance procedure is initiated by faculty/staff, they are recognizing the authority of the College and are 
voluntarily submitting themselves to College channels and authority in the search for the solution to their grievance. 
Therefore, any legal process throughout the duration of this procedure would be out of harmony with this objective. 
 
When employees have grievances, they should discuss the issues with their immediate supervisor. 
 
If employees are not satisfied with the response of this person, they may seek assistance through the normal line of 
authority or from the officer responsible for personnel matters. 
 
If employees are still not satisfied, they may take their case to the Chair of the Grievance Committee for full 
investigation. The Committee should make a recommendation to the President's Cabinet. 
 
If employees are still not satisfied, they may request that their problems be considered by the officers of the College or 
the President's Cabinet and may request to meet with the Cabinet to present their position. 
 
If the grievance has not been resolved at this point, employees may request that the Executive Committee consider their 
case. The faculty/staff must present their position in writing to the Committee at least fourteen days before the date of the 
meeting. They may request to appear before the Committee to present the statement. The decision of the Executive 
Committee is final and binding. 
 
DISCIPLINARY PROCEDURES 
 
There are four steps of recourse available to the administration whenever the policies, regulations, and guidelines of the 
College are ignored or violated: 
 

1. Oral reprimand 

2. Written reprimand 

3. Suspension 

4. Dismissal 

 
The President may suspend a member of the faculty/staff for gross neglect of duty or misconduct 
calculated to injure the reputation of the College. The following reasons for suspension may also be 
interpreted under the foregoing: 
 

1. Gross neglect of duty 

2. Misconduct calculated to injure the reputation of the College 

3. Incompetence 

4. Illegal possession and/or misuse of drugs 
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5. Sexual misconduct including sexual offenses under BVI law and sexual harassment as defined in these 

Guidelines 

6. Violation of work rules as laid down by management 

7. Falsification of records 

8. Gross insubordination 

9. Breach of confidentiality 

10. Conflict of interest 

11. Discrimination of any kind whether sexual, racial, philosophical, or otherwise. 

12. Dishonesty. 

DUE PROCESS 

ORAL REPRIMAND 

Oral reprimands shall be presented with high regard for minimizing embarrassment to the employee before 
other employees or the public. The immediate supervisor should notify the officer responsible for personnel 
matters in writing that an oral reprimand was issued to an employee, and the reasons why. Should an oral 
reprimand fail to eliminate the cause of such reprimand, a written reprimand may be issued.  

WRITTEN REPRIMAND 

Written reprimands made by an immediate supervisor shall be made known to the officer responsible for 
personnel matters in writing. When approved by the officer responsible for personnel matters this letter shall be 
placed in the employee's personnel file. Written reprimands may be followed by an employee's request for an 
appointment with the immediate supervisor, which in all instances shall be honored by the immediate 
supervisor. 

SUSPENSION 

Forthwith upon such suspension of a member of the faculty/staff from the pursuit of assigned duties, the 
President shall report the same and the circumstances thereof in writing to the Chairman of the Board of 
Governors. Within seven days of the receipt of the President's report, the Chairman of the Board shall 
summon a meeting of the Board to inquire into and adjudicate upon the matter. 

DISMISSAL 

The Board may dismiss any member of the faculty/staff appointed to a post on the permanent staff of the 
College subject to the following conditions: 

(a) such member shall be given due notice that his/her dismissal is under consideration together with a 
statement of the charges alleged against him/her; 

(b) such member shall be given an opportunity to defend himself/herself against any such charges. 
 
In cases where any member of the faculty/staff is appointed and employed under written contract of service, 
the terms of such contract in relation to the termination thereof shall have effect. Should employees be 
dismissed, they will be given benefits in conformity with the existing laws of the Virgin Islands or as stipulated 
by contract. The President shall issue a letter of dismissal. Exit interviews shall be conducted whenever 
possible. 
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All forms of leave herein outlined hold valid for all employees of the College unless where individual short-term 
contracts otherwise specify. 
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INSTRUCTIONAL/SERVICE FEEDBACK AND EVALUATION 

Apart from opportunities provided to students by faculty/staff during the semester to offer feedback on the quality 

of instruction and service being offered by them, there should be a series of evaluations within and without each 

faculty/staff member's classes/offices at the end of each semester. These evaluations should serve as a learning 

tool. The results of the evaluation should indicate both courses/services and teaching/personnel strengths and 

weaknesses. A summary evaluation data sheet should be forwarded to faculty/staff who are expected to 

review and analyze the data with the intent of instructional/service improvement. These evaluations should 

be one of the factors considered during rank promotion review. 

 


