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PVCC is an Equal Employment Opportunity/Affirmative Action Institution 
 

It is the policy of PVCC and the VCCS to maintain and promote equal employment and 
educational opportunities without regard to race, color, sex, or age (except where sex or 
age is a bona fide occupational qualification), religion, disability, national origin, marital 
status, veteran status, political affiliation, sexual orientation, or other non-merit factors. 
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Piedmont Virginia Community College (PVCC) is a public community college that offers 
an affordable pathway to prepare learners for transfer and the workforce by awarding 
associate degrees, certificates, workforce credentials, and providing adult education. As 
part of the Virginia Community College System (VCCS), the College serves the city of 
Charlottesville and the counties of Albemarle, Buckingham, Fluvanna, Greene, Louisa, 
and Nelson. 
 
VISION 
 
We will transform the lives of students and the 
communities we serve through accessible, 
equitable, and innovative education, training, and 
cultural enrichment. 
 
MISSION STATEMENT 
 
We strengthen our community by empowering 
students to realize their full potential and achieve 
economic and social mobility through the transformative power of education. 
  
VALUES 
 
We are committed to a welcoming, inclusive, and student-centered learning environment 
where we prioritize student success, lifelong learning, and community engagement. 
 

• Access: We believe that a high-quality, affordable education should be accessible 
to everyone, providing students with the preparation for transfer to baccalaureate 
degree programs and/or to enter or advance in high-demand occupations aligned 
with the needs of our regional economy.  

• Community: We take pride in developing innovative programs that meet the 
needs of our students and the community while contributing to the economic, 
civic, and cultural well-being of our region and beyond.  

• Compassion: We approach education with a culture of care, recognizing the 
individual needs and potential of everyone in the college community. 

• Equity: We embrace impartial and fair policies and practices that ensure the 
success of all students, faculty, and staff. 

• Excellence: We strive for excellence in all aspects of education, including 
teaching, support services, and facilities. 

SECTION 1 
GENERAL INFORMATION  
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• Learning: We encourage intellectual curiosity, creative problem-solving, lifelong 
learning, and the exchange of ideas among our students, staff, and faculty. 

 
PROGRAMS 
Career/Technical Education 

 
Career and technical education programs are 
designed to meet the specific needs of area 
employers and to provide workers with increased 
career opportunities. These programs, which 
normally require two years or less of education 
beyond high school, may include preparation for 
business, engineering, health, and medical, 
industrial, and other technical and occupational fields. The curricula are planned 
primarily to meet the need for workers in the region being served by the College. 

 
College Transfer 

 
PVCC offers diverse transfer degree programs, providing the first two years of 
baccalaureate study and a solid foundation for successful transfer to four-year colleges 
and universities. PVCC and a number of public and private Virginia colleges and 
universities have Guaranteed Admissions Agreements (GAA) that allow our students to 
transfer with ease. 
 
Workforce Development 
 
The Division of Workforce Development provides state-of-the-art workforce training and 
services to businesses, industry, and government agencies. As an active member of 
the community, Workforce Development collaborates with regional employers on an 
ongoing basis to maintain a competitive workforce in today’s global economy. To 
support the goals of business and industry, the division provides customized job 
training offered at PVCC or the client’s site, as well as open enrollment courses for 
professional and personal development. 

 
MULTICULTURAL DIVERSITY STATEMENT 
PVCC values the multicultural diversity of its students, faculty, and staff. We are 
committed to creating and nurturing a campus environment which both welcomes and 
empowers all individuals. We recognize cultural differences of background, 
experience, and national origin, and we seek to promote a genuine understanding of 
and appreciation for these differences. We seek as well to recognize and promote the 
common bonds of humanity, which cross the boundaries of cultural difference. 

 

http://www.pvcc.edu/admissions/transfer-opportunities/guaranteed-admissions
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EQUAL EMPLOYMENT OPPORTUNITY / AFFIRMATIVE 
ACTION POLICY 
It is the policy of both PVCC and the Virginia Community College System (VCCS) to 
maintain and promote equal employment and educational opportunities without regard 
to race, color, sex, or age (except where sex or age is a bona fide occupational 
qualification), religion, disability, national origin, marital status, veteran status, political 
affiliation, sexual orientation, gender identity or other non-merit factors. 

The Virginia Community College System, an EEO employer, welcomes applications 
from people of all backgrounds and recognizes the benefits of a diverse workforce. 
Therefore, the VCCS is committed to providing a work environment free of 
discrimination and harassment. Employment decisions are based on business needs, 
job requirements, and individual qualifications. We prohibit discrimination and 
harassment on the basis of race, color, religion, sex, national origin, age, sexual 
orientation, mental or physical disabilities, political affiliation, veteran status, gender 
identity, or other non-merit factors. 

NON-DISCRIMINATION STATEMENT 
PVCC is an equal opportunity institution providing educational and employment 
opportunities, programs, services, and activities. PVCC does not discriminate on the 
basis of age, color, disability, family medical history or genetic information, military 
service, national origin, parental status, political affiliation, race, religion, sex 
(including pregnancy and gender identity), sexual orientation, or any other non-merit 
factor. PVCC also prohibits sexual harassment including sexual violence or 
misconduct. The following person has been designated to handle inquiries regarding 
this policy:  
 
Associate Vice President of Human Resources, 501 College Drive, Main Building, 
Room M810A, Charlottesville, VA 22902, 434.961.6567. 

 
TITLE IX 

 
PVCC complies with Title IX of the Higher Education Amendments of 1972 that 
prohibits discrimination on the basis of sex in any federally funded institution. Sexual 
assault and sexual harassment are also forms of sex discrimination and will not be 
tolerated on the PVCC campus. The Office for Civil Rights of the US Department of 
Education enforces this law.    

 
PVCC’s Title IX Coordinator is the Human Resources Director, 501 College Drive, 
Main Building, Room M810A, Charlottesville, VA 22902, 434.961.6567. 

 
ACADEMIC FREEDOM AND RESPONSIBILITY 
To ensure the College maintains an instructional program marked by excellence, the 
Virginia Community College System supports the concept of academic freedom. In 
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the development of knowledge, research endeavors, and creative activities, college 
faculty and students must be free to cultivate a spirit of inquiry and scholarly criticism.  
 
Faculty members are entitled to freedom in the classroom in discussing their subjects 
but should be careful not to introduce teaching matters which have no relation to their 
fields. Faculty and students must be able to examine ideas in an atmosphere of 
freedom and confidence and to participate as responsible citizens in community 
affairs. 

 
The VCCS also recognizes that commitment to every freedom carries with it attendant 
responsibilities. Faculty members must fulfill their responsibility to society and to their 
profession by manifesting academic competence, professional discretion, and good 
citizenship. When they speak or write as a citizen, they will be free from institutional 
censorship or discipline, but their special position in the community imposes special 
obligations. As professional educators, they must remember that the public may judge 
their profession and their institution by their utterances. Hence, they should at all times 
be accurate, exercise appropriate restraint, show respect for the opinions of others, and 
make every effort to indicate that they are not an institutional spokesperson. At no time 
shall the principle of academic freedom prevent the institution from making proper 
efforts to assure the best possible instruction for all students in accordance with the 
objectives of the institution. 

 
AVENUES FOR FACULTY REPRESENTATION 
Standing Committees 

 
PVCC is committed to shared governance, a formal partnership between the 
administration and the constituencies of faculty, support staff, and students. The 
president holds ultimate responsibility for all operations. The administration manages 
the College. The partnership with faculty, staff, and students enriches and aids the 
management process. The mechanism for sharing governance involves seven 
standing committees and the College Senate, whose members are representatives 
from each constituency. All committee work takes place under the purview of the seven 
standing committees: 

 
1. Administrative Services 
2. Curriculum and Instruction 
3. Information Technology 
4. Diversity and Inclusion 
5. Planning and Budgeting 
6. Student Services 
7. Sustainability 

 
These committees perform a dual function: 

 
1.   Inform the administration directly on all matters under its specified purview, 

excepting policy and procedure. Each standing committee is charged by 

http://www.pvcc.edu/about-us/shared-governance/administrative-services-committee
http://www.pvcc.edu/about-us/shared-governance/curriculum-instruction-committee
http://www.pvcc.edu/about-us/shared-governance/information-technology-committee
http://www.pvcc.edu/about-us/shared-governance/planning-budgeting-committee
http://www.pvcc.edu/about-us/shared-governance/student-services-committee
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and reports to a specified administrator. This partnership facilitates the 
ongoing management process. 

 
2.  Report to the College Senate on all policy and procedure matters under its 

specified purview. 
 

College Senate 
 
The College Senate, as a body of representatives, is responsible for review of the 
College policies and procedures, and for making recommendations on such matters to 
the president or vice presidents. In so doing, the College Senate serves as the official 
voice of the College. Membership of the College Senate includes: 

 
• 3 faculty (1 from each academic division) 
• 1 representative from Workforce Development  
• 1 faculty (counselor or librarian) 
• 1 at-large faculty (full-time or adjunct) 
• 1 administrator (not a member of President’s Cabinet)  
• 1 representative from President’s Cabinet 
• 3 support staff (full-time or part-time)  
• 3 students (full-time or part-time) 
• 7 standing committee representatives from: 

a. Administrative Services 
b. Curriculum and Instruction (must be teaching faculty) 
c. Information Technology (must be teaching faculty) 
d. Diversity and Inclusion 
e. Planning and Budgeting (must be teaching faculty) 
f. Student Services (must be teaching faculty) 
g. Sustainability (must be teaching faculty) 

 
Elections or assignments are made no later than April of each year and terms are 
staggered. A term begins July 1 and ends June 30. More detailed information is 
available in the College Senate Constitution and Bylaws document. 
 
The Faculty Senate 

 
The Faculty Senate meets monthly and will: 
 

1.  represent the faculty in all matters involving their professional interests and 
work with the administrators toward the mutual goal of strengthening PVCC; 

2.  represent the faculty in making recommendations to the President and Vice 
President for Academic Affairs and Workforce Development and the Vice 
President for Student Affairs concerning matters of educational policy, 
general faculty interest, student affairs, or administrative procedures; and 
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3.   represent the faculty of PVCC in making recommendations to the 
Chancellor of the VCCS and the State Board for Community Colleges in 
matters concerning the entire community college system of the state. 
 

ORGANIZATIONAL CHARTS 
PVCC organizational charts include 

 
1.  President’s Cabinet College Leadership Team, pg. 1 
2.  Vice President for Finance and Administrative Services, pg. 2 
3.  Director of Financial Services, pg. 3 
4.  Director of Facilities, pg. 4 
5.  Chief of Police, Department of Public Safety and Campus Policy, pg. 5  
6.  Vice President of Instruction and Student Affairs (Pending Restructuring to Vice 
President of Academic Affairs and Workforce Development and Vice President of 
Student Affairs, pg. 6   
7.   Dean of Humanities, Fine Arts and Social Sciences, pg. 7 
8.   Dean of Business, Mathematics and Technologies, pg. 9 
9.   Dean of Health and Life Sciences, pg. 12rg 
10. Dean of Student Affairs, pg. 16 
11. Dean of Workforce Development, pg. 19 
12. Director of Library Services, pg. 20 
13. Dean of Community Self Sufficiency (Network2Work), pg. 21 
14. Vice President of Institutional Advancement and Development, pg. 22 
15. Associate Vice President and Chief Information Officer, pg. 23 
16. Associate Vice President of Institutional Research, Planning, and Institutional 
Effectiveness, pg. 24 
17. Associate Vice President of Human Resources, pg. 25 

 

 

 

 

 

SECTION 2 
COLLEGE ORGANIZATION 

https://www.pvcc.edu/sites/default/files/2024-02/2023-2024_pvcc_full_org_chart_2.6.24_0.pdf
http://www.pvcc.edu/files/organizational_charts.pdf
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ACADEMIC POLICIES 
Absence from Class (Faculty) 
 
If a faculty member must be absent because of illness 
or emergency, the respective division office must be 
notified via phone or email prior to the scheduled class 
session. The faculty member is responsible for class 
coverage or make-up of missed material. The 
appropriate dean must approve arrangements for class 
coverage in advance. 

 
Faculty members must have a written plan for 
instruction and must arrange their files and records so 
that the division dean can gain access in the event of 
emergency absence. The College does not 
compensate substitute instructors. For a planned 
absence, faculty must complete HR procedures by 
submitting the appropriate leave request. Faculty must 
work with the division dean or designee on course coverage during the planned 
absence.  
 
Academic Calendar 
 
PVCC offers 15-week,12-week and two seven-week class sessions during the fall and 
spring semesters. During the summer semester, PVCC offers a 10-week, seven-week, 
and two five-week class sessions. The Academic Calendar is available on the PVCC 
website. 
 
Attendance Verification 
 
PVCC has an attendance verification process where faculty report on those students 
who have never attended and those who have stopped attending classes. Each 
semester, faculty receive an email for each course they teach asking them to list those 
students who never attended and who have stopped attending. Reporting is mandatory 
to be in compliance with federal financial aid policies. Students who never attended or 

SECTION 3 
TEACHING AT PVCC 
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stopped attending will be dropped by the Registrar’s Office. Questions about the 
attendance verification process should be directed to the division deans. 

 
Children on Campus 
 
PVCC cannot be responsible for the safety and welfare of unsupervised minors. Children 
must not be left unattended while parents are working or attending classes at the 
College. In addition, except with the permission of the instructor arranged prior to the 
class session, small children are prohibited from any College classroom in which 
instructional activities are taking place. Parents of unsupervised children shall be held 
responsible for any destruction of property or any disruption of the orderly function of the 
College that their children may cause. 
 
Consensual and Familial Relationships 
 
The VCCS prohibits consensual amorous and/or sexual relationships between 
employees and students for whom the employee has direct professional responsibility; 
familial relationships where a faculty member or supervisor will have a power differential 
over one’s immediate or extended family (activities generally prohibited are instruction, 
advising, counseling or supervising work activities); other potential conflicts of interest 
which have a negative impact on college operations. 
 
Copyright Law 
 
Faculty are responsible for being familiar with and complying with copyright laws. 
Copyright laws are posted in the Copy Center and Jessup Library. Information may be 
obtained from the Director of Library Services.  
 
Eating and Drinking in Classrooms 
 
Each instructor has the prerogative to decide whether food and beverages will be 
allowed in on-campus classrooms. Food and beverages will not be permitted, however, 
in laboratories, the auditorium (M229), the Dickinson Theater, and any classrooms with 
specialized equipment. 
 
Field Trips and Student Activity Trips 
 
Faculty must contact the appropriate dean to arrange for off-campus field trips and 
student activities. All students must complete an Assumption of Risk Form which is 
available on the college website. Faculty must then submit the form to the division office, 
where it will be kept on file. 
 
Final Examinations 
 
All courses must have a final exam or some form of appropriate evaluation of the student 
learning outcomes listed on the course syllabus. An end-of-course evaluative experience 

http://www.pvcc.edu/student-services/student-forms
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is required in each course and must be given during the designated exam time. A final 
exam period is scheduled for 15 and 12-week classes during the fall and spring 
semesters. For 7-week classes during the fall and spring semesters, and all summer 
sessions, final exams are held on the last day of class. 
 
Guest Speakers 
 
Faculty members may obtain guest speakers at their own discretion and cost. However, 
use of these speakers must not make up the majority of classes. Decisions on the 
invitation of guest speakers must be coordinated through the division dean to ensure that 
the guest speaker is relevant to the course content. The College does not provide 
compensation for guest speakers in classes. 
 
Incomplete Course Grades 
 
The “I” grade is to be used only for verifiable unavoidable reasons when a student is 
unable to complete a course within the normal course time. 
 
To be eligible to receive an “I” grade, the student must (1) have satisfactorily completed 
more than 60% of the course requirements, and (2) request the faculty member assign 
the “I” grade and indicate why it is warranted. 
 
The student must initiate the process by completing the student section of the 
Incomplete Grade Form and request that the instructor complete the form. 
 
The faculty member assigning an “I” grade must complete the faculty section of the form 
by stating (1) the reason for assigning the grade; (2) the specific work to be completed 
and its percentage in relation to the total work of the course; (3) the date by which the 
work must be completed; and (4) the default grade (B, C, D, F, P, R, or U) based upon 
course work already completed. The “A” grade may not be awarded as a default grade. 
All incompletes must be completed by the end of the subsequent semester (to include 
the summer term) or the instructor-determined default grade will be automatically 
assigned. 
 
Off-Campus Instructional Site Locations  
 
PVCC’s Eugene Giuseppe Center is in Greene County at 222 Main Street, Suite 201, 
Stanardsville, VA 22973. To contact the Giuseppe Center please call 434.990.1131 or e-
mail greene@pvcc.edu. 
 
PVCC’s Jefferson School Center is located downtown at 233 Fourth Street NW, 
Charlottesville, VA 22903. To contact the Jefferson Center please call 434.961.5255 or 
e-mail jefferson@pvcc.edu. 
 
 
 

mailto:greene@pvcc.edu
mailto:jefferson@pvcc.edu
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Student Engagement Policy 
 
To promote the availability of faculty to work with individual students, all full-time faculty 
members are required to include in their syllabus and in Canvas (or current LMS) ten 
(10) hours per week when they will be available to work with students outside of class 
meetings, including times, locations, and modalities.  Faculty will work with their 
supervisors to determine the distribution of these ten (10) hours.  Various modalities, 
including on-campus meetings and the use of technology to connect should 
be considered in determining how these services will be delivered.  
 
Each adjunct faculty member will ensure that all students are informed of their contact 
details, including location, time, and modality, in the faculty member's syllabus and in 
Canvas (or current LMS).  
 
Adjunct faculty members are required to be available to students at least one hour per 
week for each course taught. This time may be scheduled before or after the normal 
class hours or by mutual agreement with the students. Adjunct faculty members may use 
the adjunct office space provided in Room M260 in the Main Building or the adjunct 
office space in the Dickinson Building in Room D231.  
 
Exceptions due to distance learning, off-campus assignments, or use of technology to 
serve students may be approved by the Vice President for Academic Affairs and 
Workforce Development or designee. 
 
Privacy Rights of Students (FERPA) 
 
Faculty may not post grades on office doors, outside of classrooms, or other public 
areas. Faculty should use the learning management system to post course quiz and 
test grades, and final course grades. This will allow students to see their individual 
course progress throughout the semester. The Student Information System will provide 
students access to their official end-of-course grade. 
 
Graded papers should not be returned to students in a manner such that other students 
can see the grades. Nor should graded papers be left outside of offices for students to 
pick up. Grades must not be given out to anyone other than the student. Contact the 
Dean of Student Affairs, Registrar, or Vice President for Academic Affairs and 
Workforce Development if you have any questions regarding students’ privacy rights. 
 
As provided by the Family Educational Rights and Privacy Act (FERPA), colleges may 
disclose the following VCCS directory information items without the student’s prior 
consent: 
 

• Student’s name 
• Participation in officially recognized activities and sports 
• Weight and height of members of athletic teams 
• Degrees, honors, and awards received 
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• Major field of study 
• Dates of attendance 
• Grade level 
• The most recent educational agency or institution attended 
• Number of credit hours enrolled 
• Photos 

 
Students must provide official notification to the Office of the College Registrar to 
prevent the disclosure of directory information. Students may restrict disclosure of this 
information by editing their personal profile in PeopleSoft or by submitting written 
notification to the Registrar. 
 
Publicity 
 
All news releases concerning the College or events are made through the Office of 
Marketing and Media Relations, and no individual member of the faculty, administration, 
or staff is to issue press releases except through this office. 
 
All media inquiries are sent to the Office of Marketing and Media Relations.  
 
Purchase of Additional Educational Supplies 
 
Often students must purchase educational supplies (beyond textbooks) for a course, 
including film, computer media, calculator, paints, clay, or stethoscope. Instructors must 
provide students with a list of supplies needed at the beginning of a course. While 
instructors may provide information to students about where supplies may be purchased, 
they may not promote one business over another, including a business they own, 
operate, or by whom they are employed, nor require students to purchase supplies from 
a specific business. 
 
Professor Emeritus Policy 
 
The status of Professor Emeritus is an honorary title for retired teaching, professional, 
and administrative faculty bestowed for meritorious service to students and the college. 
The title of Professor Emeritus is reserved for those retired faculty who have had 
distinguished careers and whose significant contributions set them apart from their 
peers. Achieving the status of Professor Emeritus is the highest honor the college may 
bestow upon a faculty member. 
 
Minimum Eligibility Requirements:  

a) official retirement from the College 
b) at least 10 years of service at PVCC, 15 years of professional service in 

the relevant field. 
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Selection Process 
 
Teaching/Professional Faculty 
In February, each dean or supervisor will prepare a list of associate and full 
professors who: Meet the minimum requirement for length of service; are retiring 
either in the current calendar year or who retired in an earlier calendar year; and 
who have not already been considered for selection to emeritus status. The 
names of the eligible retirees will be referred to the next convened Teaching 
Faculty Promotions Committee meeting for consideration for emeritus status. 

 
Administrative Faculty 
In February, each vice president or supervisor will prepare a list of associate or 
full professors who: Meet the minimum requirement for length of service; are 
retiring either in the current calendar year or who retired in an earlier calendar 
year; and who have not already been considered for selection to emeritus status. 
The names of the eligible retirees will be referred to the next convened 
Administrative Faculty Promotions Committee for consideration for emeritus 
status. 
 
Alternate Routes 
A faculty member who does not hold an associate or full professor rank, but 
who does have the required years of service, may apply for emeritus status to 
the appropriate dean or supervisor. Application materials should include the 
following: 
 

1. Letter of application highlighting achievements and service to the College;  
2. Supporting documents illustrating contributions to the college over the 

course of many years; 
3. Recommendations from supervisors, colleagues and, if applicable, former 

students or clients. 

The dean or supervisor will submit the materials to the appropriate Promotions 
Committee for consideration of emeritus status. 
 
Criteria for the Awarding of Emeritus Rank 
 
Each year the Teaching Faculty Promotions Committee and the Administrative Faculty 
Promotions Committee will consider granting professor emeritus status to those whose 
names have been referred. Considering the candidate’s existing professional file, to 
which the candidate is allowed, but not expected, to add recent materials such as 
letters, the committee will evaluate each of the following: 

 
Professional Responsibilities 
 
Teaching Faculty: Evidence of outstanding teaching, including student 
evaluations, letters from the dean of the division, colleagues, and students; and 
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other supportive materials including yearly evaluations and records of multi-year 
appointments and promotions. 

 
Professional and Administrative Faculty: Evidence of outstanding service, 
including student evaluations, if applicable, letters from supervisors, colleagues, 
and students or clients; and other supporting materials such as records of multi-
year appointments and promotions. 

 
Service to the College Community 
 
Evidence of leadership in, or service to, the college, the community, and 
professional discipline. 
 
Professional Development 
 
Evidence of currency in the field over the course of the career, involvement in 
professional organizations, and scholarship. 
 

The committee is charged with weighing these components of a faculty member’s 
career to determine the extent to which they have made a significant and sustained 
contribution to the mission of the college. Meritorious contributions may be exemplified 
in different ways. Some professors may be recognized for excellence in one area; 
others may make outstanding contributions in diverse activities. It is expected that the 
committee look for a record of achievement that establishes the candidate as a faculty 
member of extraordinary distinction. 
 
Decision-Making Process 

 
The committee will make recommendations to the President. Final approval for emeritus 
status is granted by the President. 

 
The title granted will be at the rank held at the time of retirement (i.e., Professor 
Emeritus, Associate Professor Emeritus, Assistant Professor Emeritus). 

 
Retired Faculty Policy 
 
To recognize the many achievements of retiring faculty and to assist retired faculty in 
maintaining a connection to the College, PVCC bestows upon faculty who retire with 10 
years of service at PVCC the following benefits: 

 
• Invitation to participate in public ceremonies (commencements, other 

convocations, and academic processions) with academic regalia 
provided;  

• Invitation to attend College social functions open to faculty; 
• Physical facilities for College-related projects; 
• Use of recreational facilities; 
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• Unofficial enrollment in College courses, subject to availability of space 
and consent of the dean; 

• Faculty/staff health fair offerings, such as flu shots, blood pressure checks, etc.; 
• Off-site access to library databases for College-related business; 
• PVCC identification card; 
• Discounts available to faculty at the PVCC bookstore; travel agencies (for 

professional travel); special events such as athletic, dramatic, musical, and 
other cultural events of the institution or made possible by the institution, such 
as eligibility for membership in the University of Virginia fitness and recreation 
program; 

• Access to appropriate campus publications; 
• Up to two free tickets per semester for PVCC voucher-sponsored events. 

 
Retired faculty who have at least six months break in service after retirement are 
eligible to teach at PVCC based upon the staffing needs as determined by the 
appropriate division dean. Retired faculty are eligible to teach up to determined adjunct 
faculty limits as defined by VCCS policy. They will be paid at the maximum rate 
allowed by the VCCS (at the time the course is taught) for the rank held upon 
retirement. In matters related to hiring or teaching assignments, the decision of the 
division dean is final. 
 

RESOURCES FOR FACULTY  
 
Administrative Assistant Support 
 
Limited administrative assistant support for faculty members is available through the 
appropriate division office. The availability of administrative assistant support varies 
between divisions so please check with your respective division dean. 
 
Faculty/Staff Lounge 
 
A lounge is available for all employees in room M214 in the Main Building. A microwave 
and refrigerator are provided for employee use. 
 
Forms 
 

Additional forms required to complete College business can be obtained on the college 
website by logging into PVCC Central and selecting ‘Find a Form’. 
 
Mailboxes and Mail Procedures 
 
Faculty mailboxes are in room M214 in the Main Building. Mailboxes are used for 
messages, materials, and important College announcements. Students should be 
informed to leave messages with the division office staff rather than use the faculty 

http://www.pvcc.edu/faculty-and-staff/forms-and-documents
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mailbox for this purpose. Tests, papers, and other class documents should be left in the 
Testing Center. Outgoing college-related mail should be placed in the “out” box located 
in each division. 
 

Faculty should check their mailboxes regularly.  
 
Adjunct Faculty Office Locations 
 
Adjunct office space is available on a 
first-come, first-served basis. 
Locations include: 
 

In the Dickinson Building, Room 
D231 has desks, four computers, a 
printer and filing cabinets. 
 
In the Main Building, Room M260 
has 10 workstations with computers, 
a networked printer, and filing 
cabinets. 
 

Professional Development 
 
Faculty members are encouraged to participate in the College’s professional 
development activities. These activities include professional development workshops 
held during the College’s fall and spring convocation weeks as well as numerous 
sessions on a variety of subjects held throughout the academic year. There is also on-
campus professional development support for various classroom technology 
resources. Limited funding is available for in-state and out-of-state conferences/ 
seminars/ workshops. Contact your division dean to access available funds. 
 
COURSE AND CLASSROOM MANAGEMENT 
Room Assignments 
 
Division deans make room assignments. Faculty are not authorized to change room 
assignments without approval of the appropriate division dean. 
 
Checklist for Classroom Management 
 
One week before classes begin: 

1. Check the location of your class and obtain the push-button lock combination for 
classrooms from your division administrative assistant. This combination changes 
at the beginning of the fall and spring semesters. 
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2. Provide your current phone number, home address, and office hours to your 
division administrative assistant. 
 

3. Post course syllabus in Canvas (or other LMS) at least two days before classes 
begin for the semester.  
 

4. Obtain textbooks and ancillary materials – these are generally provided through 
the division office. Address inquiries to the division administrative assistant. 
 

5. Submit supply requests to your division administrative assistant. 

First week of classes: 

 1.  Make the course syllabus available to students and thoroughly review at first class 
meeting. 
 
 2.  Check your faculty mailbox location the Faculty/Staff Lounge in the Main Building           
and your PVCC email account for important notices.  
 
 3.  Download your class roster from PeopleSoft (SIS) and take to first class meeting.   

 
To be in compliance with Federal guidelines governing Title IV funds (Pell grants), 
colleges must determine a student’s enrollment in classes to establish eligibility for Title 
IV funds. Therefore, there are significant implications for students and the college if 
these procedures are not followed and a faculty member cannot document class 
attendance. Noncompliance in properly maintaining attendance records will necessarily 
result in disciplinary action. Faculty members will receive a warning on an initial offense; 
a second offense will be reported on the faculty member’s evaluation. 
 
Be sure the class roster is correct. Notify your division administrative assistant if there 
are errors. 
 
IT IS ESSENTIAL THAT FACULTY TAKE ATTENDANCE EVERY TIME A CLASS 
MEETS TO ENSURE THAT EVERY STUDENT ATTENDING IS ON THE ROSTER.  
 
Faculty will need to download a new roster before each class meeting to make sure they 
are working with the most current information. It is important from many perspectives to 
ensure that every student attending is enrolled. Canvas (or current LMS) may not 
provide accurate up-to-date enrollment data. 
 
IF A STUDENT IS ATTENDING AND NOT ON THE ROSTER: 
 
Allow the student to remain in the class (for that meeting only) and tell the student they 
must register for the course and pay before the next class meeting. If the student says 
they did register and pay, the student should go to the Admissions and Advising Center 
before the next class meeting to resolve why they are not on the roster. 
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If the student attends subsequent classes and is not on the roster, do not allow them to 
remain in the class.  
 
IF YOUR COURSE IS FULL, but you believe there is room for an additional student in 
the class, send the student to the appropriate dean for approval. Only a dean can 
approve and make the override. Do not send the student to the Admissions and Advising 
Center. 
 
IF A STUDENT IS NOT ATTENDING AND IS ON THE ROSTER: 
 
The first week of classes is add/drop week. Record all student absences and wait until 
the second week of classes to allow the student to show up. Record the students who 
have never attended via the attendance verification process. 
 
Second week of classes: 
 
Again, be sure the class roster is correct. Notify your division administrative assistant if 
there are errors. 
 
The second week of classes is beyond the registration period. Student requests to add a 
class during the second week will need the approval of the appropriate dean. Approval 
will be at the dean’s discretion. 

 
ADMINISTRATIVE WITHDRAWAL OF STUDENTS WHO NEVER ATTENDED: 
 
After the add /drop period, no student may add into your class and all students 
attending your class must be on the roster. 
 
PVCC’s attendance verification process will identify those students who have never 
attended your class. You will receive an email from PVCC Attendance asking you to 
identify all students who have never attended. Those students you have identified as 
having never attended will be dropped from your class by the Registrar’s Office. 
Distance education students who have not logged in to the course by this time must be 
identified through the attendance verification process and withdrawn as having never 
attended. 
 
In your syllabus you should clearly state that students who have never 
attended your course will be withdrawn from the course. 
Continue to check mailbox and email. 
 
Third week of classes: 
 

1. Be sure the class roster is correct. Notify your division administrative assistant if 
there are errors. 
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2. Continue to check mailbox and email. 

 
Weeks 12-14: 
 
ADMINISTRATIVE WITHDRAWAL OF STUDENTS WHO STOPPED ATTENDING: 
 
Students who have stopped attending courses between the add/drop period and 
through 60% of the course must be withdrawn from classes. 
 
You will receive an email from PVCC Attendance asking you to identify all students who 
stopped attending. Those students you have identified as having stopped attending will 
be dropped from your class by the Registrar’s Office. Distance education students who 
have not contacted you in two weeks should be identified through the attendance 
verification process and withdrawn as having stopped attending. 

 
ATTENDANCE VERIFICATION PROCESS—NEVER ATTENDED AND 
STOPPED ATTENDING 
Never Attended 

Federal financial aid regulations require all colleges to drop students who have never 
attended classes by the last day to drop with a refund. All faculty are required to take 
attendance starting the first day of classes through the last day to drop and qualify for a 
refund (see academic calendar). Your role as an instructor is critical as we comply with 
this federal regulation. 

Please report any student who has Never Attended your class between the first day of 
classes, and the last day to drop with a refund.  

Students in online courses who have Never Signed on to Canvas should be reported 
as never attended. If a student has signed on to the course, they are considered to have 
attended the class.   

To check whether a student has ever logged into your Canvas course: 

1. From your Canvas course home page, click New Analytics on the right-hand 
column. 

2. Select the Student tab. 
3. Look at the Last Page View column. 
4. If there is no date listed in Last Page View column, the student has never logged 

into the course. 
 

Select the link Click to Begin Entering Student Feedback and then mark your students 
accordingly. Each student needs to be marked either Active or Never Attended. 
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Stopped Attending 

Federal financial aid regulations require all colleges to drop students who have stopped 
attending classes by the last day to drop without grade penalty and to return a portion of 
any financial aid received. Your role as an instructor is critical as we comply with this 
federal regulation. 

Please report any student who has Stopped Attending your class between the first day 
of classes and the last day to drop with a grade of “W”. 

A student should be considered as Stopped Attending if they have accumulated the 
following number of consecutive absences or for online courses has not signed on 
consecutively, occurring before the last date to drop with a grade of W. 

• If the class meets one time per week: two consecutive absences 
• If the class meets two times per week: four consecutive absences 
• If the class meets three times per week: six consecutive absences. 

In order for you to be in compliance with federal regulations, click the link which says 
Click to Begin Entering Student Feedback and then mark your students accordingly. 
Each student needs to be marked either Active or Stopped Attending. 
 
In your syllabus you should clearly state that students who have stopped 
attending your course will be withdrawn from the course. 
 
Course Evaluations 
 
Course evaluations are conducted beginning in week 12, students will complete 
evaluations online. Evaluations close at midnight on the last day of class. Close to the 
time of the evaluations, you will receive an email with more details. Aim to achieve at 
least a 50% rate of return. 
 
Final Exam Week 
 
All courses must have a final exam or some form of an appropriate evaluation of the 
student learning outcomes listed on the course syllabus. An end-of-course evaluative 
experience is required in each course and must be given during the designated exam 
time according to the final exam schedule. The final exam schedule is located on the 
Academic Calendar webpage. 
 
For classes that meet at a time not listed on the exam schedule, please consult your 
division dean. 
 
Only the appropriate division dean may give permission for exceptions. 
 
Be sure that grades have been submitted by the date indicated by the Registrar. THIS 
DEADLINE MUST BE CLOSELY OBSERVED. Grades are posted in PeopleSoft and 

https://www.pvcc.edu/academic-calendar
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should also be posted in Canvas (or other LMS). Assistance with this process is 
available from the LMS administrator, at the help desk, and in the division offices. 
 
DISABILITIES/SPECIAL NEEDS ACCOMMODATIONS 
 

PVCC must provide reasonable 
accommodations to students with 
disabilities in compliance with the 
Americans with Disabilities Act of 1990 and 
Section 504 of the Rehabilitation Act of 
1973. 
 
Students needing accommodations will 
identify themselves to faculty and provide an 
accommodation letter early in the semester. 
Accommodations are designed to assist 
students with disabilities and allow equal 
access to educational opportunities. 

 
Accommodations do not require that faculty alter the fundamentals of their course or 
pass a student with a disability who has not demonstrated the knowledge/ 
competencies needed. Faculty may not make any accommodation unless prescribed 
by the Director of Student Accessibility and Accommodations. 
 
Teaching Students with Disabilities 
 

1. Include a statement in your syllabus every semester instructing students to inform 
you of any special needs as soon as possible to ensure that accommodations are 
met in a timely fashion. The PVCC syllabus template includes the following or 
similar paragraph: 

 
“If you are a student with a disability who needs classroom accommodations, you are 
required to meet with PVCC’s Disability Services Counselor to request 
accommodations. For an appointment, email the Director of Student Accessibility and 
Accommodations, stop by the Admissions and Advising Center (Room M144) or call 
434.961.5264. To receive academic accommodations for this class, please obtain the 
proper forms from the Director of Student Accessibility and Accommodations, and then 
meet with your instructor at the beginning of the semester.” 
 

2. Do not honor accommodations requested directly by students who have not 
obtained the proper documentation from the Director of Student Accessibility. 

 
3. Regard all disability-related discussions with confidentiality. 

 
4. When in doubt about how to assist, ask the student directly. They are the expert 

about their disability. 



24 
 

 
5. The Director of Student Accessibility and Accommodations is available for 

consultation. 
 

Working with a sign language interpreter when you have a deaf student in class 
 

1. Remember the interpreter’s role is to facilitate communication. It is inappropriate 
to address the interpreter directly. 

 
2. Maintain eye contact with the person who is deaf, not the interpreter. Allow the 

interpreter to be positioned near you. This will allow the person who is deaf to 
watch the interpreter and your expressions. 

 
3. The interpreter usually sits or stands to the side and a little behind the speaker. 

Constant moving around while speaking may cause the student and interpreter to 
become confused or distracted. 

 
4. The interpreter is bound by a Code of Ethics, which requires all communication be 

interpreted, whether it be signed or spoken. This includes any phone calls or 
comments you make in the presence of a person who is deaf. It is inappropriate 
for you to request that the interpreter keep anything from the person who is deaf. 

 
5. Provide the interpreter with a copy of any reading material, including outlines, 

notes, lists of new technical terms, and printed transcripts of audio and audio-
visual material. Interpreters must review material in advance to be effective. 
 

6. If the lights are dimmed (such as during a video or slide presentation), make sure 
there is enough light to illuminate the interpreter. 

 
7. Interpreters work a few words behind the speaker and should be allowed sufficient 

time to finish the speaker’s sentences. Speak in normal tones using complete 
sentences and speak clearly. 

 
8. When changing topics or speakers, allow for a brief pause to give the interpreter 

time to finish before the next topic or speaker begins. 
 
Frequently Asked Questions 
 
What is a disability? 
 
The Americans with Disabilities Act defines a person with a disability as an individual 
who has a physical or mental limitation that “substantially limits one or more major life 
activities.” Major life activities include reading, learning, writing, performing calculations, 
walking, seeing, hearing, and speaking. An eligible student must provide current 
comprehensive documentation of a disability that requires accommodation. 
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I just received an accommodation letter from a student. What do I do? 
 

Students are encouraged to meet with faculty members individually to discuss 
accommodations. The purpose of this meeting is for faculty members to become 
acquainted with the student and their needs and to work out the details regarding 
the provision of accommodations. Any questions regarding how to implement the 
accommodations or any concerns you may have about the appropriateness of 
certain accommodation requests should be directed to the Director of Student 
Accessibility and Accommodations. 
 
During my meeting, the student explained that they have “test anxiety” and have 
difficulties concentrating. Don’t all students struggle with these issues? 
 
These difficulties may be experienced by many students, but they typically do not rise to 
the level of a disabling condition. All students who need accommodations receive 
accommodations through the Office of Student Accessibility and Accommodations. 
Have had their documentation reviewed to ensure that they have a significant limitation 
and that the accommodations are appropriate. 
 
I have a student in my class who I believe has a disability. How do I refer the 
student to the Director of Student Accessibility without making it uncomfortable 
for the student? 
 
This can be a sensitive subject to discuss with a student. For students who continue to 
struggle despite what appears to be their best effort, you may want to refer them initially 
to determine whether their study habits or time management skills are appropriate. It is 
not advisable to say to a student, “I think you have a disability and need some help.” A 
better approach is to be supportive and inform the student of the resources on campus, 
including disability services. 
 
DISRUPTION IN THE CLASSROOM 
The continued presence of any student whose behavior in any way adversely affects 
the class is not permitted and may be a violation of the Student Code of Conduct. The 
responsibility for classroom discipline rests with the faculty member. Faculty members 
are encouraged to ask for guidance from the appropriate dean if unusual classroom 
situations occur. 
 
Every effort should be made to resolve classroom disruptions through informal methods, 
such as individual conferences and/or written communication. Consult the Dean of 
Student Affairs for assistance in handling student conduct issues. Contact Campus 
Police at 434.981.6362 for any situation that threatens the safety of students or faculty. 
Make sure to complete an Incident Report after any disruption in the classroom. 
 
 

https://cm.maxient.com/reportingform.php?PiedmontVirginiaCC&layout_id=0
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DISTANCE LEARNING COURSES: ASYNCHRONOUS (ONLINE 
ANYTIME) AND SYNCHRONOUS (SCHEDULED TIME) COURSES 
 

Online Anytime 
 
For online anytime classes, students are expected to log into Canvas regularly to 
complete assignments and observe the course due dates. Students who do not sign on 
to Canvas as required may be withdrawn from the course. A grade of “W” will be 
recorded for all withdrawals completed by “Last Day to Drop a Course with a Grade of 
“W” for the semester. Students withdrawn after this withdrawal deadline will receive a 
grade of “F” except under mitigating circumstances, which must be documented (i.e., a 
doctor’s note) and approved by the Vice President of Academic Affairs and Workforce 
Development. 
 

Online “Scheduled-Time” 
 

Unlike online “anytime” classes, synchronous or online “scheduled time” classes are 
virtual classrooms which operate much like traditional classrooms, with set study 
schedules and live discussions. For online “scheduled time” classes, students are 
expected to be present and on time at all regularly scheduled online classes. 
Attendance is noted by presence during Zoom class session. Students are 
permitted no more than: 

 
● 2 absences total if the class meets one time per week 
● 4 absences total if the class meets two times per week 
● 6 absences total if the class meets three times per week 

 
The online and hybrid course instructor is expected to: 
 

• Use the College’s current Learning Management System (LMS). 
 

• Use the PVCC email or LMS email tool for all course communication. 
 

• Maintain no longer than a 48-hour turnaround response time to student 
queries excluding weekends, holidays, or by previously posted 
announcement by instructor regarding unavailability. 

 
• Use the agreed upon course common assessment tool taught in face-to-face 

mode to ensure comparability of outcomes. 
 
The online and hybrid course student is expected to: 

 
• Make initial contact within seven days of the beginning of the course according 

to the syllabus using the VCCS Gmail address within the LMS for all course 
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communication. 
 

• Login and adhere to course attendance policies and syllabus. 

A distance education course is one in which instruction is delivered by one or more types 
of technology, including the internet, various wired and wireless media, or audio 
conference to students who are separated from the instructor(s). These technologies 
“support regular and substantive interaction between the students and the instructor or 
instructors, either synchronously or asynchronously. 

Regular interaction requires an institution to ensure, prior to the student’s completion of a 
course or competency, that there is the opportunity for substantive interactions with the 
student on a predictable and scheduled basis commensurate with the length of time and 
the amount of content in the course or competency. 

An emphasis on regular and substantive interaction is entirely consistent with well-
documented research-based effective practices in online course design and delivery. In 
online teaching and learning environments of any kind, (asynchronous, synchronous, 
blended/hybrid), regular and substantive interactions must: 

• Be with an instructor as defined by the institution’s accreditor. 
• Be initiated by the instructor. 
• Be scheduled and predictable. 
• Be academic in nature and relevant to the course. 
• Substantive interaction assumes direct interaction between the learner and the 

instructor and requires direct instruction from the instructor including: 
o Assessing or providing feedback on a student’s coursework. 
o Providing information or responding to questions about the content of a 

course. 
o Facilitating a group discussion regarding the content of a course or 

competency. 
o Other instructional activities approved by the institution’s or program’s 

accrediting agency. 

The institution also is responsible for monitoring the student’s academic 
engagement and success and ensuring that an instructor is responsible for promptly 
and proactively engaging in substantive interaction with the student when needed based 
on such monitoring, or upon request by the student. 

Academic engagement can include such activities as attending a class where the 
students and instructor can interact, turning in an academic assignment or taking a test, 
participating in an interactive computer-assisted instruction, participating in an 
institutional-directed group activity or online discussion, or interacting with the instructor 
regarding academic matters. 
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NETIQUETTE POLICY 

Netiquette is a way of defining professionalism 
through network communication. Meaningful and 
constructive communication is encouraged and 
requires willingness to listen, tolerance for 
different points of view, and mutual respect from 
all participants. Netiquette is a student 
expectation.  Verbiage for the policy can be found 
in the syllabus template.  
 
ELECTRONIC DEVICES POLICY 

PVCC is committed to educationally sound uses 
of technology in the classroom and to preventing 
technology from becoming disruptive to the 
learning environment. Any use of technology that disrupts the learning environment or 
enables dishonesty is prohibited. The course instructor decides whether any student 
behavior is 
disruptive. Violations are subject to disciplinary action for disruptive conduct as stated 
in the PVCC Code of Conduct. 
 
EMERGENCIES 
Each classroom is equipped with an Emergency Quick Reference Guide that lists the 
proper procedures for handling a crisis situation. The Department of Public Safety and 
Campus Police can be reached via cell phone at 434.961.6362 or internally at extension 
5319. Each classroom is also equipped with a phone. From classroom phones, the 
Department of Public Safety and Campus Police can be reached on speed dial by 
pressing 1. 
 
Copies of the Emergency Quick Reference Guide can be found at the Department of 
Public Safety and Campus Police located in Room M218 of the Main Building. 
 
CODE OF CONDUCT 

Student Conduct, Rights and Responsibilities 

Introduction 

Piedmont Virginia Community College is an academic community in which all members 
and visitors share the duty and responsibility of securing and maintaining the freedom to 
learn. Freedom carries responsibilities; chief among these is respect for the rights and 
the values of others.  In order to provide and preserve this freedom on the college 
campus and at college-sponsored and college-supervised functions, the Code of 
Conduct was developed by a committee of students, faculty, staff, and administrators. 
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Within the college community, individuals are accorded respect in a learning 
environment that is free of discrimination on the basis of race, color, religion, national 
origin, political affiliation, disability, veteran’s status, sex, age, or sexual orientation. All 
students are expected to exhibit and practice appropriate behavior when participating in 
instructional settings, including field experiences, internships, athletic and cultural 
events, or any other related college endeavor. 

The college faculty and staff recognize their role in developing this sense of responsibility 
through example and guidance.  Additionally, every student is presumed to have 
sufficient maturity, intelligence, and concern for the rights and values of others to 
preserve the standards of the academic community.  This Code enumerates clear 
expectations of students as members of the college community, the kind of unacceptable 
behavior that may result in disciplinary action, and sanctions and disciplinary 
proceedings utilized when the Code is not observed.  While on college property or at 
college-sponsored/supervised events, all persons, including guests of students, are 
required to abide by all college policies, procedures, practices, and related rules and 
regulations. 

The submission of an application to PVCC represents a voluntary decision on the 
student’s part to abide by the PVCC Code of Conduct. It is the student’s 
responsibility to become familiar with the PVCC Code of Conduct.  Lack of awareness is 
not an excuse for non-compliance with PVCC policies and regulations. All new students 
are oriented to the Code of Conduct in the PVCC SDV orientation course, and the Code 
of Conduct is referenced on the course syllabus in all classes.  The Code of Conduct is 
available on the PVCC website at http://www.pvcc.edu/files/media/code_of_conduct.pdf. 

Definitions 

When used in this Code of Conduct: 

1. The term “college” means Piedmont Virginia Community College (PVCC) and, 
collectively, those responsible for its control and operation. 

2. The term “student” includes all persons registered for credit courses and noncredit 
courses on a full-time or part-time basis. 

3. The term “faculty member/instructor” means any person hired by PVCC to conduct 
educational activities.  In certain situations, a person may be both “student” and 
“faculty member/instructor” and is subject to the rights and responsibilities of both. 

4. The term “college official” pertains to all college employees. 
5. The term “college community” includes students (credit and noncredit) and all 

college employees. 
6. The title “Dean of Student Affairs” refers to the current Dean or his/her designee. 
7. The term “student club” means a number of persons who have complied with the 

formal requirements for college recognition. 
8. The term “school days” means any day when PVCC is open for regular business. 
9. The term “college premises” includes all land, buildings, facilities, and any other 

property in the possession of, owned, used, or controlled by PVCC. 

http://www.pvcc.edu/files/media/code_of_conduct.pdf
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10. The “Misconduct Hearing Committee” refers to the body authorized to implement 
the conduct hearing process. 

11. The term “policy” includes all written regulations of PVCC as found in, but not limited 
to, the college catalog. 

12. The term “recommendation” refers to a remedy proposed by the Misconduct 
Hearing Committee.  A recommendation is not binding. 

13. The term “decision” refers to a determination by the Dean of Student Affairs or 
his/her designee, or the President or his/her designee.  A decision is binding. 

Judicial Authority 

1. The Dean of Student Affairs or her/his designee is responsible for the 
administration of the student Code of Conduct. 

2. The Misconduct Hearing Committee is the body authorized to implement and 
conduct the hearing process. 

3. Any decision(s) made by the Dean of Student Affairs or her/his designee shall be 
final unless the student(s) or complainant(s) initiates the appeal process within the 
specified time frame. 

Student Rights and Responsibilities 

The following statement of rights and responsibilities is designed to clarify those rights 
that the student may enjoy as a member of the community college.  It also defines the 
responsibilities and obligations of the student in joining the college community. 

Student Rights 

• Each student is guaranteed the privilege of exercising his or her rights without fear 
of prejudice. 

• Students are free to pursue their educational goals.  Appropriate opportunities for 
learning in the classroom and on the campus are provided by the college through 
the curricula offered. 

• Students have the right to freedom of expression, inquiry, and assembly, subject 
to policy, rules, and regulations. 

• Students have the right to inquire about and offer suggestions to improve policies, 
regulations, and procedures that affect their welfare. 

• Students are entitled to due process as required by law and by the Code of 
Conduct. 

• The student as a member of the college community has the right to expect safety, 
protection of property, and the continuity of the educational process. 

• A student has the right to access the college catalog and the Code of Conduct 
which lists the policies and procedures of the college. 

• Each student is informed at the beginning of each course how the course will be 
graded.  A written syllabus is provided to the student which will include a course 
outline and a grading and attendance policy. 
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Student Responsibilities 

• The student has a responsibility to demonstrate respect for self and others in the 
college community (including faculty, staff, and other students). 

• The student has the responsibility to know and abide by the regulations and 
policies of the college, including registration deadlines, payment of tuition, 
withdrawal dates, and graduation application deadlines. 

• The student has the responsibility to pay all fines and debts (including parking 
fines incurred at the college). 

• The student has the responsibility to maintain academic integrity. 

Student Conduct across the PVCC Campus 

Each student at Piedmont Virginia Community College is considered a responsible adult 
and is expected to maintain standards of conduct that are appropriate to membership in 
the college community.  Disorderly conduct threatens a positive learning environment 
and will not be tolerated.  Emphasis is placed on standards of conduct rather than on 
limits or restrictions of students.  The PVCC Code of Conduct applies to both conduct 
within the classroom and outside of the classroom. 

Conduct in the Classroom 

Faculty may establish their own policies addressing attendance and other standards of 
behavior in the classroom and in labs. Students are responsible for following the course 
syllabus which lists the requirements and expectations of the course. Exceeding the 
allowable number of absences permitted in an instructor’s attendance policy may 
adversely affect the course grade or result in withdrawal from the course.  Coming to 
class chronically late or engaging in inappropriate use of cell phones or other technology 
also violates acceptable conduct and may also affect the course grade or result in 
withdrawal from the course. If a student exhibits unruly or disruptive conduct in 
classroom or lab, the instructor may ask the student to leave the classroom immediately. 

If the student refuses to leave or continues the disruption, the faculty member can call 
security for assistance. If the student is asked to leave the classroom, it is the student’s 
responsibility to contact the instructor as soon as possible, and at the latest, before the 
next meeting of the class or lab to attempt to reconcile the problem.  If not resolved, 
and/or in the most serious cases, such as when the student has previously been 
removed from the class or when the behavior is a serious violation of the rights of others 
(i.e. threats of violence or other acts of hostility) the faculty member may deny the 
student’s return to the course.  In these cases, the faculty member must file a charge of 
misconduct with the Dean of Student Affairs.  Once a charge is filed, the case will be 
settled by following the College Disciplinary Process (see below). 
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Conduct Outside of the Classroom 

Appropriate behavior is also expected outside of the classroom on all college premises, 
such as hallways, offices, all common areas of the college, and the parking lots and 
grounds. Excessive fines and repeated violations of parking lot regulations or violations 
of the smoking policy may result in a charge of misconduct.  In addition, this same Code 
of Conduct applies to PVCC classes held online and off campus sites throughout the 
service area. 

Prohibited Conduct 

  The following misconduct, which is not all-inclusive, is subject to disciplinary action: 

1. Failure to furnish identification upon the request of a college official. 
2. Intentionally providing false information on any college application, transcript, or 

written document. 
3. Intentionally making false material statements to the college. 
4. Forgery, alteration, or misuse of any college documents, records, equipment, or 

identification. 
5. All forms of academic dishonesty including cheating and plagiarism (See section 

on Academic Dishonesty). 
6. Obstructing or acting in a manner disruptive or disturbing to the normal 

educational functions of the college, administration of the college, disciplinary 
procedure, or other college activities. 

7. Any disruptive behavior in the classroom that interferes with the faculty member’s 
ability to teach or the student’s ability to learn. 

8. All forms of violence, threatening behavior, verbal/non-verbal harassment, 
physical and/or psychological abuse, stalking and/or conduct that threatens or 
endangers the health and safety of any person. This includes harassment and 
threatening behavior using email and social media sites. 

9. All forms of sexual harassment and sexual assault (see PVCC Sexual Misconduct 
Policy). 

10. Engaging in any type of lewd or obscene language or conduct on PVCC property. 
11. Stealing, concealing, defacing, or damaging college property or the property of a 

member of the college community or campus visitor. 
12. Unauthorized entry to or use of college and off-campus properties, including the 

failure to leave any of the buildings or grounds after being requested to do so by 
an authorized employee of PVCC. 

13. Attending a course without being properly registered. 
14. Bringing unregistered visitors, including children, to class without prior approval of 

the instructor. 
15. Leaving a child for whom you are responsible unattended at any time. 
16. Use of alcoholic beverages including the purchase, serving, consumption, 

possession, or sale of these items on college property or at any college-
sponsored student event or activity. 
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17. Possessing, using, selling, or distributing illegal drugs or controlled substances as 
defined by Virginia law. 

18. Gambling or holding a lottery on campus or at any college function without proper 
college approval. 

19. Possession or use of firearms, explosives, or any other dangerous or deadly 
weapons, except as expressly permitted in writing by the college.  An instrument 
designed to look like a weapon, which is used by a student to cause reasonable 
apprehension or harm, is expressly included within the definition of weapon. (See 
PVCC Firearms and Dangerous Weapons Policy XII-4.0) 

20. Activating a fire alarm, making a threat to bomb or damage college property, or 
encouraging others to commit such an act. These acts will be disciplined by the 
college as well as turned over for criminal prosecution. 

21. Violation of the PVCC smoking policy. 
22. Failure to comply with PVCC’s computer use policies. 
23. Failure to comply with lawful directions of college officials acting in performance of 

their duties. 
24. Violations of the Code of Conduct or of other college policies or regulations, 

including those concerning the registration of student organizations, the use of 
college property, or the time, place, and manner of public expression. (See PVCC 
Expressive Activity Policy 11-6.0) 

Charges of Misconduct 

Any faculty member or college official may file a charge(s) of misconduct against a 
student.  The charge(s) of misconduct shall be submitted, in writing to the Dean of 
Student Affairs within ten (10) school days of the point at which the alleged misconduct 
occurred or within ten (10) school days of the point at which the alleged misconduct 
could reasonably have been known to occur.  An incident report submitted by a college 
public safety officer to the Dean of Student Affairs can also serve as a written charge of 
misconduct. 

Pending action on any charge of misconduct by the Dean of Student Affairs shall not 
alter the status of a student or his/her right to participate in all class(es), college-
sponsored, or college-supervised functions, or to be present on any college premises 
except in circumstances where: (a) there is concern for the student’s physical or 
emotional safety, the well-being of any other member of the college community, or 
potential damage to college premises; or (b) the student persistently disrupts or obstructs 
teaching/learning, or is continuously disrespectful in the classroom. 

Process for Charges of Misconduct 

When a charge of misconduct is received, the Dean of Student Affairs will: 

a. Review the charge of misconduct. 
b. Meet with the faculty or staff member who filed the charge of misconduct to get 

further details and explain the process for charges of misconduct. 
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c. Meet with the student who has been charged with misconduct to review the 
charge, explain the process for charges of misconduct and review the student’s 
due process rights. 

d. Investigate fully the charge of misconduct by interviewing witnesses and other 
parties involved. 

e. Decide the appropriate action(s) to be taken. 
f. If the charge(s) of misconduct involves more than one student, the process for 

charges of misconduct will be conducted separately for each student. 
g. If the misconduct charge violates another college policy, the student may be 

charged under that policy as well. 
h. If the charge of misconduct does not violate the Code of Conduct or the Dean of 

Student Affairs decides that the student is not guilty of misconduct, there will be 
no subsequent proceedings under the Code of Conduct policy. 

i. The Dean of Student Affairs has the authority to impose minor sanctions. Minor 
sanctions may include warnings, fines, restitution, or campus or community 
service. Once these sanctions are imposed, there will be no subsequent 
proceedings unless the student decides to appeal the sanction imposed by the 
Dean for Student Affairs. To appeal the sanction, the student must contact the 
Vice President for Student Affairs in writing, within seven (7) school days after the 
sanction was imposed. The decision of the Vice President is final and there is no 
further appeal. 

j. Any misconduct charge in which the possibility of a major sanction could be 
imposed shall be referred by the Dean of Student Affairs to the Misconduct 
Hearing Committee. The Misconduct Hearing Committee shall be convened no 
later than ten (10) school days after the Dean of Student Affairs refers the case. 

Misconduct Hearing Committee  

Purpose and Membership of Committee 

1. The Misconduct Hearing Committee is convened to review and take action on 
cases referred by the Dean of Student Affairs that are related to student conduct 
violations and that may result in a major sanction. 

2. The Misconduct Hearing Committee shall be composed of six voting members: 
two full-time instructional faculty, two students, one administrator, and one 
member of the classified staff.  The Misconduct Hearing Committee shall elect its 
own chairperson who must be a college employee. 

3. All Misconduct Hearing Committee members shall be present to conduct all 
business. 

4. If a Misconduct Hearing Committee member becomes unavailable during the 
hearing for reasons such as illness but is able to return within a reasonable time 
frame, the conduct hearing shall be postponed until all members of the 
Misconduct Hearing Committee are available. 

5. If a Misconduct Hearing Committee member becomes unavailable during the 
conduct hearing and is unable to return within a ten (10) school daytime frame, 
the Dean of Student Affairs will choose a replacement. 
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A. Procedures to Convene the Misconduct Hearing Committee 

1. All proceedings under the Code of Conduct may be carried out prior to, at the 
same time, or following any civil or criminal proceedings, criminal arrest, or 
prosecution at the discretion of the Dean of Student Affairs. 

2. The Dean of Student Affairs will brief both the faculty or staff member who filed 
the charge of misconduct, and the student accused of misconduct on the 
Misconduct Hearing process before the committee convenes. 

3. The Dean of Student Affairs will inform the accused student that he or she can 
have an advisor or support person present during the proceedings. The 
advisor/support person, however, cannot take an active part in the hearing. 

4. The Dean of Student Affairs will consult with all parties involved in the 
Misconduct Hearing process in an effort to schedule a reasonable and 
mutually acceptable date for the committee to convene. 

5. The hearing will be held within ten (15) school days after the Dean of Student 
Affairs has referred the case to the committee. 

6. All parties involved in the case will receive written notice of the date for the 
Misconduct Hearing Committee at least five (5) school days in advance of the 
hearing. 

7. The Dean of Student Affairs will provide all members of the Misconduct 
Hearing Committee with all documents pertaining to the case before the 
Misconduct Hearing committee convenes. 

8. The Dean of Student Affairs will instruct all parties involved in the Misconduct 
Hearing Committee to refrain from discussing the Hearing Committee 
proceedings with any person outside the committee. 

9. The hearing(s) will be conducted in such a manner as to afford due process 
and shall be private. Due to the confidential nature of the hearing, attendance 
is limited to the Misconduct Hearing Committee, Dean of Student Affairs, the 
complainant, the accused student, the student’s advisor/support person, and 
witnesses. 

A. Misconduct Hearing Procedures  

1. The Dean of Student Affairs meets with the Misconduct Hearing Committee 
first to present the case and answer any questions from the committee. 

2. The Misconduct Hearing Committee selects a chairperson to run the hearing. 
3. The burden of proof rests on the person filing the complaint. All decisions will 

be based on the evidence presented before the Misconduct Hearing 
Committee. 

4. The person filing the charge of misconduct proceeds first and presents the 
charge of misconduct to the committee. 

5. Following the presentation by the complainant, the Misconduct Hearing 
Committee may ask follow-up questions for more information and clarification. 

6. The student accused of misconduct proceeds next and responds to the charge 
of misconduct. 
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7. Following the presentation by the accused student, the Misconduct Hearing 
Committee may ask questions for clarification. 

8. Both the complainant and the accused student may present witnesses or 
provide additional documentation to support their case. 

9. In most cases, the complainant and the accused will meet separately with the 
committee to present their cases. 

10. The Misconduct Hearing Committee may impose reasonable time limits on all 
presentations. 

11. All procedural questions are decided by the chairperson of the Misconduct 
Hearing Committee. 

12. The Misconduct Hearing Committee reserves the right to go into closed 
session at any time in the proceedings. 

13. No ruling can be made, nor sanctions imposed solely on the failure of the 
accused to answer the charges or to appear at the hearing. In such a case, the 
hearing will continue and evidence in support of the charges will be presented 
and considered. 

14. Following all the presentations, the Misconduct Hearing Committee will go into 
closed session to render a decision on the case. 

15. The Misconduct Hearing Committee will determine, by majority vote, whether 
the student violated the Code of Conduct. In the case of a tie vote, the Dean of 
Student Affairs will cast the deciding vote. 

16. The committee may choose by majority vote any one of the following actions:  
 

a. Dismiss the case. 
b. Refer the case back to the Dean of Student Affairs for assignment of a 

minor sanction. 
c. Issue a warning, orally or in writing, that continuation or repetition of 

conduct found wrongful, within a period of time stated in the warning, 
may be case for more severe disciplinary action (minor sanction). 

d. Impose fines (minor sanction). 
e. Require restitution in the form of reimbursement for damage to or 

misappropriation of property (minor sanction). 
f. Assign disciplinary probation through a written notice that continuation 

or repetition of conduct found wrongful, during a designated period of 
time not exceeding one year, will be cause for more severe disciplinary 
action such as suspension or expulsion (minor sanction). 

g. Assign disciplinary probation with revoked privileges through a written 
notice that continuation or repetition of conduct found wrongful, during a 
designated period of time not exceeding one year, will be cause for 
more severe disciplinary action such as suspension or expulsion. 
During the probationary time period, the student is excluded from 
participation in privileged or extracurricular institutional activities (minor 
sanction). 

h. Assign interim suspension in cases where there is evidence that the 
continued presence of the student poses a substantial and immediate 
threat to him/herself or to others, or to the continuance of normal 
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college functions, during pending disciplinary proceeding or medical 
evaluation. A student placed on interim suspension who is unable to 
complete course work for the semester in which the interim suspension 
was issued will be given W grades (major sanction).   

i. Require mandatory counseling as a condition to return to the college, 
such as counseling sessions with a licensed professional counselor in 
the community to work on inappropriate behavior and promote positive 
change (major sanction). 

j. Place the student on suspension from the college. Exclusion from 
courses and other privileges or activities for a defined period of time not 
to exceed two years. Whether or not a student may make up missed 
academic work due to the suspension will be determined as part of this 
sanction (major sanction). 

k. Dismiss the student from the college for an indefinite period of time. The 
conditions for readmission, if any, shall be stated in the order of 
dismissal. In the case of dismissal, all document related to the violation 
shall be maintained permanently (major sanction). 

17. A written transcript of the proceedings will be kept in the Office of the Dean of 
Student Affairs for five (5) years. 

18. The Misconduct Hearing Committee will submit its recommendations in writing 
to the Dean of Student Affairs within two (2) school days of completion of the 
hearing. 

19. The Dean of Student Affairs will notify the accused student in writing of the 
College Hearing Committee’s decision within five (5) school days of the 
completion of the hearing. 

Appeal Procedure 

An appeal of the Misconduct Hearing Committee’s decision by either party can be made 
to the President of the College within ten (10) school days of the decision. The appeal 
must be submitted in writing and must state on what grounds the appeal is based.  The 
president shall take one of the three following actions:  1. Uphold the sanction, 2. Revise 
the sanction, 3. Dismiss the sanction. The decision of the president is final.  

Procedural Safeguards 

During the misconduct hearing process, the student t has the following safeguards: 

1. Students will receive written notification of the time, place, and date of the hearing 
at least five (5) school days in advance to give a reasonable amount of time to 
prepare the case. 

2. The Dean of Student Affairs will give an account of the misconduct charge filed 
against the student and will answer questions on procedure and process. 

3. Students can have an advisor/support person during the hearing process, but that 
person cannot take an active role during the misconduct hearing. 
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4. Students will be notified of the decision of the Misconduct Hearing Committee 
within five (5) school days after the committee has met and reached their 
decision. 

5. Students have the right to appeal the Misconduct Hearing Committee’s decision to 
the President within ten (10) school days of receiving notification of the 
Misconduct Hearing Committee’s decision. 

Academic Dishonesty 

Piedmont Virginia Community College sets high standards for academic integrity and 
takes academic dishonesty very seriously.  The following misconduct is considered a 
violation of academic honesty and is subject to disciplinary action: 

A. All forms of academic dishonesty, including cheating, plagiarism, knowingly 
furnishing false information to the college or instructors, and the forgery, alteration 
or use of college documents or instruments of identification with the intent to 
defraud whether intentional or not.  

1. Plagiarism is the appropriation of passages, either in word or in substance, 
from the writings of another and the incorporation of those passages as 
one’s own written work offered for credit.  It is always assumed that the 
written work offered for credit is the student’s own unless proper credit is 
given to the original author by the use of quotation marks and footnotes or 
explanatory inserts. 

2. Collaboration with another person in the preparation or editing of notes, 
themes, reports, or other written work offered for a grade is prohibited 
unless such collaboration has been specifically approved in advance by the 
instructor. Examples of collaboration include extensive use of another’s 
idea for preparing a creative assignment and receiving undue assistance in 
the preparation or editing of written materials. 

3. Giving or receiving, offering, or soliciting information on any quiz, test, or 
examination is prohibited; this includes the following: 

• copying from another student’s paper; 
• use of non-approved prepared materials during an examination; 
• collaboration with another student during the examination; 
• buying, selling, stealing, soliciting or transmitting an examination or 

any material purported to be the unreleased contents of a 
(coming/pending) examination or the use of any such material; 

• substituting for another person during an examination or allowing 
such a substitution for oneself; 

• providing test question information to students prior to that student 
taking the test 

• Using electronic or internet resources without the permission of the 
instructor is prohibited. 
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Consequences 

All course syllabi will state the penalty for academic dishonesty in that course. 

In matters of alleged academic dishonesty, the faculty member will meet in private with 
the student whose work is in question. The purpose of this meeting is to allow the 
instructor to discuss with the student the potential allegation and to allow the student an 
opportunity to respond. Should the instructor feel the need to pursue the matter further, 
he/she may exact whatever penalties have been specified in the course syllabus. Such 
penalties may include: being required to redo the assignment, receiving a grade of zero 
on the assignment or failing the course. 

Procedures for Charges of Academic Dishonesty 

1. Once the instructor judges that a violation has occurred, the instructor will fill out 
the Academic Dishonesty Report and both the student and the instructor will 
sign the form. This form will be sent to both the academic dean of the division and 
the Dean of Student Affairs. An Incident Report (Academic Dishonesty) will 
also be submitted to complete the reporting process. 

2. The student will be told that a copy of the Academic Dishonesty Report will be 
placed in the student’s file and that the incident may be reported to four-year 
schools if requested by the four-year school.  A written summary of academic 
dishonesty on the student’s record can affect the student’s transfer to a four-year 
college or university. At the end of one academic year, the student may petition 
the Dean of Student Affairs to remove the report if no further incidences of 
academic dishonesty have occurred. Once the report is removed it will not be 
reported as a disciplinary action if requested by a four-year school.  

3. A student who has been informed that he/she is to be penalized for committing 
academic dishonesty may appeal the faculty member’s decision. The appeal must 
be submitted in writing to the appropriate academic dean within ten (10) school 
days of the date upon which the student was informed of the penalty. The Dean 
will decide whether to uphold or overturn the faculty member’s decision. 

4. If the student disagrees with the dean’s decision, he or she may then appeal, in 
writing, to the Vice President of Academic Affairs and Workforce Development. 
The decision of the Vice President is final. 

5. If the student’s appeal to the Dean or the Vice President is granted, the Academic 
Dishonesty report and the academic dishonesty charge will be removed from the 
student’s record. 

6. The receipt of a second report of academic dishonesty constitutes a violation of 
the Student Code of Conduct and can result in a major sanction.  In these cases, 
the Dean of Student Affairs will convene the Misconduct Hearing Committee to 
review the case (see Misconduct Hearing Procedures on p. 9). 

 
 
 

http://www.pvcc.edu/files/media/academic_dishonesty_report.pdf
https://publicdocs.maxient.com/incidentreport.php?PiedmontVirginiaCC


40 
 

EXPRESSIVE ACTIVITY 
This policy applies to all buildings, grounds, and 
other spaces owned or controlled by PVCC. 
The term “expressive activity” includes: 
 

1. Meetings and other group activities of 
students, student organizations, faculty, 
staff, and outside groups; 

 
2. Speeches, performances, 

demonstrations, rallies, vigils, and other 
events by students, student 
organizations, faculty, staff, and outside 
groups; 

 
3. Distributions of literature, such as leaflets and pamphlets; and 

 
4. Any other expression protected by the First Amendment to the US Constitution.  

 
College property is primarily dedicated to academic activity, student life, and 
administrative functions. However, it also represents the vitally important function of 
providing a “marketplace of ideas,” and, especially for students, many areas of campus 
represent a public forum for speech and other expressive activities. PVCC will place 
restrictions on expressive activities occurring indoors that are likely to create a 
significant disruption to normal college operations, but the outdoor areas of campus 
remain venues for free expression, including speeches, demonstrations, and the 
distribution of literature. 
 

Indoors or outdoors, PVCC shall not interfere with the rights of individuals and groups to 
the free expression of their views or regulate their speech based on its content or 
viewpoint. Even though PVCC has established reasonable time, place, and manner 
restrictions on expressive activity in order to prevent significant disruption of normal 
college operations, such restrictions are content-neutral, narrowly tailored to serve a 
significant college operational interest, and allow ample alternative channels for 
communication of the information. 
No event or expressive activity shall be permitted to violate or hinder the rights of others 
within the campus community or substantially disrupt normal college operations. 
Hindering the rights of others, however, shall not be defined as promoting ideas that 
others find disagreeable, offensive, or even repulsive. Promoting unpopular ideas is 
fully protected. Examples of hindering the rights of others include but are not limited to: 
preventing others from expressing their views; threatening violence against another 
person (something more than hypothetical) or engaging in violent acts; acting 
aggressively to try to force others to take leaflets or brochures after the person has 
declined; blocking others’ paths anywhere on campus; and other similar acts to deprive 
others of their rights. 
 



41 
 

Spontaneous Expressive Activity: For outdoor campus facilities and areas, students, 
student organizations, and their sponsored guests may freely engage in spontaneous 
expressive activities as long as they do not: (a) block access to campus buildings; (b) 
obstruct vehicular or pedestrian traffic; (c) substantially disrupt previously scheduled 
campus events; (d) substantially disrupt college operations; (e) constitute unlawful 
activity; or (f) create a clear and present threat to public safety, according to the 
college’s police or security department. 
 
The Bolick Student Center, North Mall Meeting Room, Dickinson Theater, and Mark 
Fried Community Room (Giuseppe) are indoor areas that are available for 
spontaneous expressive activity, as long as noise levels do not become excessive to 
the degree that it interferes with classrooms and labs, the library, or offices in their 
ability to operate efficiently. 
 

Because of the configuration of the Bolick Student Center, it will not be available for any 
expressive activity, spontaneous or otherwise, that requires it to be blocked off from 
other areas during the activity because of the significant disruption in college operations 
this would create. 
 
The following indoor areas/facilities are not available for expressive activity: 
 

• Library 
• Administrative/business offices 
• Classrooms and labs (during instructional hours) 
• Bookstore 
• Panther Café 
• Hallways 
• Entrances to buildings within 25 feet of doors 

 
FACULTY DEVELOPMENT AND EVALUATION PLAN FOR FULL-TIME 
TEACHING FACULTY MEMBERS 
 
The evaluation process for each full-time faculty member includes an annual written 
Individual Development and Performance Plan (IDPP), participation in student 
evaluation of instruction each semester for all courses taught, self-assessment of 
performance, required classroom observation by an academic dean, optional peer 
observation, and a conference with the dean. 
There are three main parts to PVCC’s Faculty Development and Evaluation Plan: 
 

1. The Individual Development and Performance Plan (IDPP) 
2. Performance Evaluation 
3. Rewards and Recognition Program 
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INTELLECTUAL PROPERTY POLICY 
PVCC adheres to the policies of the Virginia Community College System (VCCS) 
relative to intellectual property, copyright issues, and revenue derived from the creation 
of intellectual property. The VCCS policy determines ownership rights and 
responsibilities regarding intellectual property produced by a student and/or an 
employee of VCCS. The policy is found in the VCCS Policy Manual, Section 12, 
Intellectual Property. 

 
The Vice President for Academic Affairs and Workforce Development and the Vice 
President for Finance and Administrative Services are responsible for administering 
the intellectual property policies for PVCC. Any questions or issues arising in the 
academic and student support services program area are the responsibility of the Vice 
President for Academic Affairs and Workforce Development. Questions in any other 
area of the college (e.g. Information Technology) fall under the Vice President for 
Finance and Administrative Services and are addressed by that officer. Should a 
faculty member, staff member or student question the decision of either one of these 
administrative officers, a campus committee comprised of the two vice presidents, two 
faculty members selected by the College Senate and a classified staff member 
selected by the College Senate will hear the question concerning the administration of 
the intellectual property policy. Should there be an appeal beyond the four-member 
committee, the college President will refer the issue to the System Attorney of the 
VCCS. 

 
Instructional material created by a faculty member, including lecture plans and notes, 
class lesson plans, discussion prompts, class projects, exams and quizzes, and any 
class sessions recorded for student and faculty use will not be used by PVCC outside 
of the class section and contract year for which it was developed without the consent 
of the faculty creator. Exceptions to this statement are: 

 
1. Course syllabi; 
2. Tests, quizzes and other forms of student assessment explicitly created 

for departmental use across course sections; 
3. Instructional materials created explicitly for departmental use across 

course sections. 
 
The use of the above is strictly limited to instructional use at PVCC and may not be sold 
or commercialized by PVCC without a written agreement with the faculty creator. 
 

TEACHING OVERLOAD POLICY 

Per VCCS Policy 3.8.4 a full-time teaching faculty member may be offered a teaching 
overload not to exceed 10 hours per academic year (fall and spring semesters). Per 
VCCS Policy 3.8.2, the maximum teaching credit load for full-time faculty for the 
summer term is 10 credits. Teaching faculty members may be offered a teaching 
overload of not more than three credits during the summer term. Academic deans shall 
establish all overload assignments. Overload assignments are offered to full-time 
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teaching faculty based on college need and shall not be routinely assigned. Overloads 
are approved by the Vice President for Academic Affairs and Workforce Development in 
advance of the start of each semester. A faculty member who is requested to assume 
an additional course(s) as an overload may decline the assignment. 
 
In accordance with VCCS Policy 3.8.4, extra pay for an overload assignment shall be 
compensated at the rate of the faculty member’s nine-month salary multiplied by 0.015 
for each overload credit hour. Overload is not finalized until the completion of faculty 
teaching load assignments and review of actual hours taught for the entire academic 
year. Final approval for payment shall be provided by the Vice President for Academic 
Affairs and Workforce Development. 
 
Per VCCS Policy 3.5.0, all full-time faculty members are required to teach between 12-
15 credit hours and 15-20 contact hours in the fall and spring semesters. The number of 
required credit hours for a faculty member is determined by the academic dean. Each 
lecture hour shall equate to one credit hour and one contact hour; and each clinical, 
laboratory, or studio instruction hour shall equate to one-half credit hour and one contact 
hour. Reassigned time (release time) is included in the workload calculation, and each 
reassigned credit equates to one credit hour and one contact hour. 
 
Per VCCS Policy 3.8.6, a full-time faculty member may teach non-credit courses as part 
of workload upon approval of the Dean of Workforce Development and the academic 
dean. 
 

One credit hour equates to 15 contact hours for lecture courses, or 30 contact hours for 
laboratory/skills courses offered by Workforce Development For nine-month faculty, 
teaching loads are calculated for the fall and spring semesters, with a teaching load of 
less than 12, or more than 12-15 credits in the fall semester being adjusted in the spring 
semester. 
 
Nine-month teaching faculty members shall be considered as working an overload 
when they teach greater than thirty (30) credit hours in an academic year, or greater 
than forty (40) contact hours in an academic year, whichever figure results in the 
greatest amount of overload credit hours. In cases where the number of credit hours for 
a teaching load falls below 24 credit hours in an academic year, a faculty member shall 
be considered as working an overload when he/she teaches greater than 48 contact 
hours. 
 
Twelve-month teaching faculty members are required to teach between 12-15 
credit hours and 15-20 contact hours in the fall and spring semesters, and 10 credit 
hours in the summer semester. The number of required credit hours for a 12-month 
faculty member is determined by the academic dean. 
 
Twelve-month teaching faculty members shall be considered as working an overload 
when they teach greater than 40 credit hours in the summer, fall, and spring semesters, 
or 52.5 contact hours in the summer, fall, and spring semesters, whichever figure 
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results in the greatest amount of overload credit hours. In cases where the number of 
credit hours for a teaching load falls below 32 credit hours in a full 12-month period, a 
faculty member shall be considered as working an overload when he/she teaches 
greater than 63 contact hours. 
 
Each semester, academic deans and supervisors complete and submit the Full-Time 
Overload Request Form for each full-time teaching or professional faculty member 
projected to teach an overload. Forms are due to the Vice President of Academic 
Affairs and Workforce Development by the following deadlines: 
 

• Fall Semester - August 1 
• Spring Semester - December 1 
• Summer Semester - May 1 

Pay for teaching overloads during the fall are paid in January, and overloads for spring 
are paid in May. If separation occurs after only one semester in the academic year and 
an overload was taught in that semester, payment for the overload shall be made at the 
end of that semester. 

SYLLABUS/COURSE OUTLINE 
Each course section must have a syllabus. Because quality education is a goal of 
PVCC, course syllabi are updated each semester to maintain content currency in 
course offerings. All faculty members are to post their course syllabus on Canvas (or 
current LMS) no later than the week before classes begin for the semester and provide 
their students with the course syllabus and review it thoroughly during the first class 
meeting. A current file of all course syllabi is kept in the office of the respective division 
dean. A syllabus template with all required items has been created and can be found in 
the PVCC Faculty Forum section of Canvas (or current LMS. 
As a minimum presence on Canvas (or current LMS), course syllabi are required to be 
included along with the following: 

• Welcome Announcement 
• Instructor Bio (brief) 
• Contact Information 
• Office Hours 
• Active Gradebook 

 
TEXTBOOKS AND EDUCATIONAL RESOURCES ADOPTION POLICY 
The full-time teaching faculty in each discipline select the textbook(s) and/or 
educational resources for each course in that discipline. In disciplines where there 
is no full-time faculty member, the department chair will consult with the adjunct 
faculty on such selections. 
 
If a faculty member chooses to use a traditional textbook, adoptions will be made with 
sufficient lead time to confirm the availability of requested materials, and where 
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possible, to ensure maximum availability of used textbooks. Deadlines for the 
submission of textbook adoptions to bookstore are as follows:  
 

• Fall Semester – April 15 
• Spring Semester – October 15 
• Summer Semester – March 15 

 
Faculty are encouraged to work with the bookstore to determine any less costly but 
comparable versions of textbooks and/or other educational resources to be adopted 
including previous editions of textbooks, electronic textbooks, rentals, and open 
educational resources (OER). Zero- and Low-Cost Course designation guidelines are 
available through the Jessup Library for faculty members interested in reducing 
textbook costs in their classes. Faculty should avoid using bundled materials unless 
they represent a cost-effective option for students and do not hinder students from 
renting or reselling books.  
 
If a traditional textbook is used, the full-time faculty in each academic discipline, with 
assistance of the part-time faculty in that discipline, shall select one textbook for all 
sections of a course college-wide. With the approval of the division dean, select course 
sections of a college-wide course may pilot the use of a different textbook or OER for 
possible future adoption. Faculty should select textbook(s) that are suitable for the 
subject matter in a course, support appropriate pedagogical approaches to teaching 
within that discipline, meet the stated student learning outcomes for the course, and 
promote the goal of providing a high-quality educational experience. Faculty should 
ensure that a significant portion of each adopted textbook and/or other educational 
resources will be used in the course. Individual faculty members may select printed 
books in addition to the one textbook selected for the course with the approval of 
the division dean. Individual instructors who opt not to use a traditional printed 
textbook must get approval from the division dean. 
 
It is the responsibility of the faculty in the discipline and the division dean to consult with 
Information Technology to determine any impact on college computers before the 
selection is made. Printed textbooks, once adopted, shall be used for a minimum of 
three academic years.  Exceptions must be approved by the division dean. 
 
TITLE IX AND THE CAMPUS SaVE ACT 
Title IX 
As a recipient of federal funds, PVCC is required to comply with Title IX of the Higher 
Education Amendments of 1972, 20 U.S.C. § 1681 et seq. (“Title IX”), which prohibits 
discrimination on the basis of sex in educational programs or activities, admission, and 
employment. Under certain circumstances, sexual misconduct, sexual harassment, and 
similar conduct constitute sexual discrimination prohibited by Title IX. 
 
Inquiries concerning the application of Title IX may be referred to the College’s Title IX 
Coordinator or to the US Department of Education’s Office for Civil Rights. The Title IX 

https://www.pvcc.edu/student-services/library/for-faculty-and-staff/zero-and-low-cost-course-designations-guidelines
https://www.congress.gov/bill/112th-congress/house-bill/2016
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Coordinator is the Director of Human Resources, Room M810A in the Main Building, 
434.961.5245 or humanresources@pvcc.edu. 
 
PVCC is committed to providing an environment that is free from harassment and 
discrimination based on any status protected by law. 
 
Campus Sexual Violence Elimination (Campus SaVE) Act 
 
As a recipient of federal funds, PVCC is required to include in its annual security report 
on campus security policy and crime statistics a statement of current policies for 
reporting crimes or other emergencies in or on non-campus buildings or property 
(currently, only reporting of crimes on campus is required). The Campus SaVE Act 
requires that such reporting include statistics concerning the occurrence of domestic 
violence, dating violence, and stalking incidents reported to campus security authorities 
or local police. 

PVCC is required to protect victim confidentiality when reporting criminal threats to the 
campus community. 

The Campus SaVE Act directs PVCC to include in annual security report a statement of 
policy regarding programs to prevent domestic violence, dating violence, sexual assault, 
and stalking and the procedures we follow when such an offense is reported. 

The Act requires such procedures to include: (1) the provision, in writing, to students or 
employees that report that they have been the victim of such an offense certain 
information regarding their rights, disciplinary processes, victim services, and safety 
planning; (2) a description of how PVCC will help enforce any protective order; and (3) 
information about how PVCC will protect victim confidentiality.  

Finally, PVCC is required regarding such offenses to include: (1) education that 
promotes awareness of the offenses; (2) possible sanctions or protective measures 
imposed following disciplinary action; (3) procedures victims should follow after such an 
offense occurs; (4) information about to whom the alleged offense should be reported; 
(5) institutional disciplinary procedures; and (6) the notification of victims regarding their 
options for, and assistance in, changing academic, living, transportation, and working 
situations. 

Inquiries concerning the application of the Campus SaVE Act may be referred to the 
College’s Title IX Coordinator or to the US Department of Education’s Office for Civil 
Rights. The Title IX Coordinator is the Director of Human Resources, Room M810A in 
the Main Building, 434.961.5245 or humanresources@pvcc.edu. 

mailto:humanresources@pvcc.edu
mailto:humanresources@pvcc.edu
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ACADEMIC SUPPORT SERVICES  
 
Academic Support Services 
 

Academic Support Services are available to all PVCC students. PVCC provides a variety 
of academic support services including:  

Academic Coaching 

PVCC students are completing coursework, certificates, and degrees to gain full-time 
employment, advance their careers, and transfer to four-year colleges or universities. 
Nevertheless, these students confront some challenges along the way, and many of 
them found that academic coaching helped them discover what it takes to succeed for 
the long haul, during and after college. 

Academic coaching facilitates goal attainment. With the assistance of experienced 
coaches, students explore their strengths; sharpen their knowledge, skills, and abilities; 
and implement strategies to manage priorities, access resources, and achieve their 
desired outcomes. A typical coaching session last about 30 minutes. See 
www.pvcc.edu/coaching.. 

Academic Interventions for Students on Academic Probation 

In collaboration with the Student Success Office, Academic Support Services assists 
students on academic probation. Most of these students meet with an academic coach, 
tutor, or both to help them return to good standing. 

Classroom Presentations 

Academic Support Services facilitates in-class workshops to help students succeed in 
the college classroom.  

College Success Workshops 

Academic Support Services facilitates workshops for student organizations. Although 
these presentations may resemble classroom presentations, most of these presentations 
are customized to meet the needs of specific student populations (e.g., Adult Student 
Life Club).  

SECTION 4 
CAMPUS RESOURCES 

http://www.pvcc.edu/coaching


48 
 

Coordinated Support Services 

Academic Support Services partners with faculty and staff to provide wraparound 
academic support services for PVCC students. Some students require coordinated 
support from multiple entities to achieve their academic goals. This approach might 
include an academic coach, college success advisor, instructor, and tutor who meet 
individually and collectively with the student and share information among the support 
team for the student’s benefit.  

 
Online Tutoring 

Students may meet with PVCC tutors virtually/Zoom. Brainfuse provides additional online 
tutoring 24 hours a day. Students may access Brainfuse through Canvas. 

 
First-Year Seminar 
 
Academic Support Services and First-Year Programs coordinates Student Development 
(SDV) 100, the college’s first-year seminar. It helps students transition to college life, 
familiarizes them with campus resources, and helps them develop the knowledge, skills, 
and abilities to succeed in their program of study transfer to a four-year college or 
university, or attain immediate employment or workplace advancement. Contact 
tparks@pvcc.edu if you are interested in teaching SDV 100. 

 
General Equivalency Diploma (GED) preparation 
 
The Tutoring Center and the Writing Center assist Thomas Jefferson Adult Career 
Education at PVCC (TJACE@PVCC) students preparing for the General Equivalency 
Diploma (GED) exam. TJACE@PVCC Instruction includes the GED® subject areas—
math, science, social studies, and language arts, as well as computer and job skills. Find 
current class listings at www.pvcc.edu/tjace. Students may meet with Tutoring Center 
math and Writing Center tutors and may also watch StudentLingo workshops about test 
preparation, test-taking strategies, and managing math and test-taking anxiety. See 
https://www.studentlingo.com/pvcc to access Student Lingo workshops. 

Life skills 

Academic Support Services helps students develop life skills for success on campus and 
beyond. Instructors and student organizations may request a workshop on life design; 
personal effectiveness; personal finance; priority management; or a customized, one-off 
workshop.  

Pearson VUE computer-based testing 
 
Pearson VUE offers innovative computer-based testing solutions through secure, 
electronic test delivery. PVCC is a designated Pearson VUE Authorized Test Center. 

mailto:tparks@pvcc.edu
http://www.pvcc.edu/tjace
http://www.studentlingo.thoughtindustries.com/pvcc
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Pearson VUE Authorized Test Centers are privately owned, third-party testing facilities 
which provide on-site, on-demand testing for certification and professional licensure 
exams. As one of the only Pearson VUE Authorized Testing Center’s in the 
Charlottesville area, this well-respected authorization gives PVCC the ability to test 
students and area citizens pursuing key industry certifications such as CompTIA,  
Microsoft and important academic exams such as the Virginia Communication and 
Literacy Assessment (VCLA) and the GED. Contact testing@pvcc.edu for more 
information. 

Test Coordination and Delivery 

The Testing Center offers students placement testing, makeup testing and testing for 
online courses. Contact testing@pvcc.edu for more information. 

StudentLingo 

StudentLingo provides online study skills workshops 24 hours a day. These workshops 
are particularly helpful for students who cannot make it to campus. Academic coaches 
and tutors are slow incorporate these online workshops into student appointments, and 
instructors use them to supplement classroom instruction. See 
https://www.studentlingo.com/pvcc to access Student Lingo workshops. 

Supplemental Instruction 

Supplemental Instruction (SI) targets difficult academic courses—those that have a high 
rate of D or F grades and withdrawals—and provides regularly scheduled, our-of-class, 
peer-facilitated group study sessions. SI emphasizes collaborative learning; SI Leader do 
not stand in the front of the room and lecture to the students who attend their sessions.  

Tutoring 

The Tutoring Center and the Writing Center assist students in most PVCC courses. A 
tutor does not do the work for the student, but instead helps the student learn how to 
help themselves. Tutors are successful students, not experts. They are not responsible 
for knowing all the answers. Good tutors model an variety of successful student skills by 
acknowledging when they are unsure and by encouraging students to use the many 
other resources available, such as instructors, other peers, and other resources. 
Students may schedule an appointment with a tutor or drop in for tutoring services on a 
first come, first serve basis. 

• The Tutoring Center provides individual and small group tutoring in most PVCC 
classes. Students are welcome to drop in on an as-needed basis or, if they prefer, 
to set up an appointment. The Tutoring is in M253 in the Main Building and can be 
reached at 434.961.5284. 

• The Writing Center assists in developing the content and organization of any 
writing assignment for any class, as well as strategies to address grammar and 
mechanical problems. It also helps students i with speech courses and 

mailto:testing@pvcc.edu
mailto:testing@pvcc.edu
http://www.studentlingo.thoughtindustries.com/pvcc
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presentations. The Writing Center is in M617 in the Main Building and can be 
reached at 434.961.5499. 

Both the Tutoring and Writing Centers host several workshops on specific topics each 
semester. A schedule is posted for both centers each fall, spring, and summer session.  

Students may make appointments or drop by the Tutoring Center or The Writing Center.  

ACADEMIC ADVISING AND CAREER SERVICES 
Academic Advising 
PVCC students receive academic advising from professional advisors. Full-time 
faculty provide academic advising services and are available to help students during 
office hours. Advisors help students set academic and career goals, monitor 
academic progress, refer students to needed resources and support, and help 
students achieve college success. 
 
Students can access academic advising services at the Admissions and Advising 
Center on a drop-in basis in Room M144 in the Main Building or they can make an 
appointment by calling 434.961.6581.  
 
EAB Navigate 
 
EAB Navigate is a tool that connects faculty, staff, and students for the purpose of 
increasing student success. Faculty can use it to track attendance, report student 
performance, record notes, make appointments, and assess student use of resources. 
Students can use Navigate to schedule courses, assess progress, make appointments 
with faculty or staff, find study buddies, and more. Staff can manage assigned 
caseloads, record notes, make appointments, view student information, and respond to 
alerts. There are also excellent reports, dashboard details, and data management tools 
available. The Navigate app can be found in your MyPVCC account.  

Career Services 
 
Career Services, located in M128 in the Main Building, offers a comprehensive 
program to help students realize their academic and career goals through career 
assessment and exploration activities. Career Services assists students to better 
understand their strengths, interests, personality, values, and skills in relation to 
potential career options and programs of study offered at PVCC. Career Services can 
be reached at 434.961.5336 or careers@pvcc.edu. 

Student Success Services 
 
The College offers a variety of services and resources to help students who are 
experiencing academic difficulty. Student success advisors and other members of the 
student services team meet with students to suggest learning strategies, discuss time 

mailto:careers@pvcc.edu
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management techniques, and connect students to academic coaching and tutoring in the 
tutoring and writing centers. 

For additional information about student success services, please contact the director of 
student success and retention by calling 434.961.5430.   

BOOKSTORE (Follett’s) 
The bookstore can be contacted at 434.961.5317 or 5318. Hours of service are as 
follows: 
 

Monday – Thursday 9:00 a.m. – 7:00 p.m. 
Friday 9:00 a.m. – 1:00 p.m. 

Saturday and Sunday CLOSED 
 
CAMPUS MAPS 
Maps as well as directions to the campus can be found on the PVCC website. 
 
COPYING SERVICES 
The College operates a central Copy Center in Room M601 of the Main Building. 
The center is equipped with two black-and-white copiers and a color copier. One of 
the black-and-white copiers is available for walk-up use. The other black-and-white 
copier is a high-capacity copier for drop-off jobs. Use of drop-off service is encouraged 
since copies made on the high-capacity copier cost less than copies made on the walk-
up copier or on the convenience copiers located around the campus. Color copies are 
available on request in limited quantities; dean’s approval may be required for larger 
jobs. 
 
The Copy Center is open Monday through Friday from 8:00 a.m. to 5:00 p.m., during 
the fall and spring semesters. Hours are adapted for the summer semester. Send 
copy requests to copy@pvcc.edu. 
 
DIVISION OFFICES 
Each division office is prepared to provide College information and limited 
administrative assistant support to faculty members. Division offices are open from 8:00 
a.m. to 7:00 p.m., Monday through Thursday, and from 8:00 a.m. to 5:00 p.m. on Friday 
during the fall and spring semesters, and hours are adapted for the summer semester. 
See below for contact information by division office: 
 

Division Phone Email 
Business, Mathematics & Technology 434.961.5347 bmt@pvcc.edu  

Humanities, Fine Arts & Social Sciences 434.961.5381 hfass@pvcc.edu 
Health & Life Sciences 434.961.5445 hls@pvcc.edu 

Workforce Development 434.961.5354 workforce@pvcc.edu  

http://www.pvcc.edu/about-us/maps-and-directions
https://www.pvcc.edu/about-pvcc/maps-and-directions
mailto:bmt@pvcc.edu
mailto:hfass@pvcc.edu
mailto:hls@pvcc.edu
mailto:workforce@pvcc.edu
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EMERGENCY ALERTS 
 
PVCC’s emergency text and email messaging service is available to students, faculty, 
and staff. A cell phone with text messaging capabilities is all that is needed. There is no 
charge for users. Individual cell phone plans will apply normal charges for text 
messages. For more information, visit the security website. 
 
EMPLOYEE DIRECTORY 
A directory of all employees can be found on the PVCC website. 
 
INFORMATION TECHNOLOGY SERVICES 
 
Information technology services are listed below, and further information on any of these 
services can be obtained from the Information Technology Services help desk at 
help@pvcc.edu or 434.961.5261.  
 
Academic Computing Labs. Classrooms equipped with networked computers, printers, 
and other equipment designed to support classroom instruction are located throughout 
the College. The open computer lab is in Room M832. Computer classrooms are in 
Rooms D234 English; M259 English laptop mobile classroom; K201, K202, K205 
science; M173 networking; M154, M823, M829, and M834, G230; Greene laptop mobile 
classroom; S129 WFD, S131 WFD laptop mobile classroom. Computers can also be 
found in the Jessup Library 
 
Faculty Computers. All full-time faculty are issued a college laptop. All adjunct faculty 
have access to the computers located in the open computing lab (M832), and in the 
adjunct faculty office spaces (M260 and D231). 
 
Faculty Email. All faculty are issued a PVCC email account upon employment. All 
College business must be conducted via this email account, VCCS email or the 
LMS. All faculty should regularly check their email.  
 
Faculty Software. All College computers are provided with computer software to assist 
faculty with instruction and professional duties. Currently, the College supports 
Microsoft Office 365, which consists of a word processor (Word), a presentation 
package (PowerPoint), a spreadsheet (Excel), a database (Access), and a publishing 
application (Publisher). Faculty can use Office 365 for home use on up to five devices. 
Additional software specific to certain disciplines is also available at division offices or 
through the Instructional Designer at 434.961.5454. 
Faculty Telephone. Telephone and voice-mail service is available to full-time faculty. 
 
Technical Support. Technical assistance designed to help faculty use their computer 
hardware and software and any classroom equipment is available at all hours the 
College is open. Faculty may call the Information Technology Services Help Desk at 
extension 5261 or email help@pvcc.edu to request technical support. 

https://www.pvcc.edu/pvcc-safe
http://www.pvcc.edu/faculty
https://www.pvcc.edu/faculty
mailto:help@pvcc.edu
mailto:help@pvcc.edu
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Training. Throughout the year, individualized training as well as small group classes and 
workshops on various computer applications are offered to the faculty. 
 
LIBRARY 
The Betty Sue Jessup Library is located in the Main Building and provides the 
following services: 
 
Circulation Services 
 
Faculty may place books, articles, videos, DVDs, or other materials on reserve for 
students by contacting the circulation/access librarian. Faculty are responsible for 
complying with all copyright guidelines for reserve materials. 
 
DVDs only circulate for on-campus classroom use. Faculty should reserve 
materials in advance at the circulation desk and should return them immediately to 
the library after class. 
 
Books circulate for 28 days; periodicals circulate for one week (current issues do not 
circulate); and DVDs are checked out for use on campus or at an off-campus location. 
A borrower who loses library materials will be charged the cost to replace the item. 
 
Additional circulation information is available on the library website. 
 
G.O.A.L Laptop Loaner Program 
 
The G.O.A.L. Program provides laptops for the entire semester to students who 
demonstrate financial need by meeting the below criteria. Laptops are distributed to 
qualifying students on a first-come, first-served basis, although prior participants are 
given priority. To apply, go to https://www.pvcc.edu/student-services/library/goal-
program. 
  
Credit students: 

• Students must have submitted a FAFSA or VASA (VASA covers DACA students) 
• Have a household income of less than $80,000 
• Be registered for six or more credits 
• Be program placed 

  
 
Workforce Development Students: 
  

• Students must have submitted a G3/FANTIC application (and associated 
documentation) 

• Have a household income of less than $60,000 
• Be enrolled in an approved FastForward program 

https://www.pvcc.edu/student-services/library
https://www.pvcc.edu/student-services/library/goal-program
https://www.pvcc.edu/student-services/library/goal-program
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• Be approved by a WFD coach regarding eligibility or GED/NEDP high school 
completion program 

 
Reference Services 
 
Reference services are available when the library is open. Faculty may come to the 
library to speak in person, email reference@pvcc.edu, or call. A 24/7 chat service is also 
available through the LRCLive link on the library home page. 
 
The information literacy program consists of instruction sessions designed to cover 
specific topics from library layout and policies (SDV session) to media literacy, fake 
news, assignment-related instruction, and more. For more information, visit the website.  
 
Library shorts are 20-minute information literacy sessions, ideal for faculty who want a 
very targeted topic. For more information, visit the website.  
 
The library creates research guides, called Playbooks, to assist students, faculty, or staff 
with assignments, courses, and research. Links to the Jessup Playbooks can found on 
the library’s homepage. 
 
The interlibrary loan request form is available on the library website. Interlibrary loan 
photocopies can usually be supplied within 48 hours or less. The turnaround time for 
books and formats other than periodical photocopies is usually one week. This is 
dependent on the location and speed of the lending library. 
 
Electronic materials available to students, faculty, and staff include locally purchased 
resources as well as those available through VIVA (the state-wide consortium for 
college and university libraries) and the VCCS. The library web page provides access 
to these and other resources. 
 
All full-time and adjunct faculty are encouraged to make recommendations to the 
Director of Library Services for new materials to be purchased with library funds and for 
obsolete or outdated materials to be discarded. Requests for new materials must be 
made through individual academic divisions or by contacting the Director of Library 
Services. 

Cataloging and Acquisitions 
 
All book or media purchases by faculty using library funds must be ordered by the 
Cataloging/Acquisitions Supervisor and require the approval of the appropriate division 
dean. Requests may be submitted to the Director of Library Services via email, 
publishers’ flyers, publishers’ catalogs, or written requests. Use a highlighter to mark 
items to be ordered when submitting catalogs or flyers. If submitting by email, please 
include all pertinent ordering information such as author, title, ISBN, format, and a 
website link to the resource. 
 

mailto:reference@pvcc.edu
https://libguides.pvcc.edu/library_instruction/home
https://libguides.pvcc.edu/library_instruction/library-shorts
http://www.pvcc.edu/student-services/library
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All book and media materials are catalogued to provide access through QuickSearch, 
the online library catalog. Faculty who need to borrow a title prior to cataloging are 
asked to see the cataloging/acquisitions supervisor in M701. 
 
Embedded Librarian Program 
 
The Embedded Librarian Program gives students personalized research service from a 
librarian so instructors can focus on teaching course content. The program adds a 
librarian (as a TA) to an online class or the online portion of a face-to-face class. The 
embedded librarian can then install a forum for students to ask questions and can add 
research help materials to the course if appropriate. With the assistance of the 
embedded librarian, students can gain confidence and knowledge of information 
sources, increase their critical thinking skills, and increase the quality of their papers.  
 
For more information and to fill out an embedded librarian request, click here.  
 
Collection Development Policy 
 
The Collection Development Policy for PVCC is a guide to the procedures for the 
selection, development, and management of the Jessup Library resources. The policy 
supports the institutional curriculum, the programs of the College, and the various 
research needs of the student population and the faculty. 
 
LOST AND FOUND 
Individuals who find or lose valuables or other items may contact PVCC’s 
Department of Public Safety and Campus Police in M218. The department can be 
reached at 434.961.5319 or by the security cell phone at 434.981.6362. 
 
MARKETING AND MEDIA RELATIONS 
The Marketing and Media Relations Office has responsibility for multimedia marketing 
campaigns, the credit class schedules, PVCC’s Web site, and media relations initiatives 
in accordance with the College’s branding standards and guidelines. The office is also 
responsible for messaging on the large-screen TV messaging system and for PVCC 
eNews, an employee e-newsletter disseminated weekly during the fall and spring 
semesters. Faculty who wish to publicize academic programs should consult with the 
appropriate dean. Messages for posting on the flat-screen TV messaging system should 
be submitted through the deans’ offices. 
 
MULTIMEDIA REQUESTS 
The Information Technology Services delivers equipment in classrooms, including 
mobile multimedia projectors, video cameras, TV/VCR/DVD players, and loaner laptops. 
 
IT staff will bring classroom equipment to the Main Building, the Dickinson Building, the 

https://libguides.pvcc.edu/library_instruction/embedded-librarians
http://www.pvcc.edu/about-us/college-policies
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Keats Science Building, and the Stultz Center for Business and Career Development. If 
instructors in classrooms experience equipment problems, IT Help Desk staff can 
assist. 
 
The Information Technology Services Help Desk can be reached at 434.961.5261.  
 
TESTING CENTER 
The Testing Center provides tests for asynchronous and synchronous online courses 
and make-up tests under proctored conditions and according to faculty directions. 
Students who have permission to take untimed tests are also accommodated. The 
Testing Center is located in M607 in the Main Building and can be reached at 
434.961.5320 or testing@pvcc.edu. There is also a testing center at the Giuseppe 
Center. The Testing Center is not intended to replace testing for an entire class. It is the 
student’s responsibility to arrange for off-site test-taking. Course materials can be left 
for pickup by both instructors and students. 
 

 

ACADEMIC DISHONESTY 
PVCC sets high standards for academic integrity and takes academic dishonesty 
very seriously. All forms of dishonesty as listed below are considered academic 
violations and are subject to disciplinary action. 

 
1. Plagiarism is the appropriation of passages, either in word or in substance, 

from the writings of another and the incorporation of those passages as one’s 
own written work offered for credit. It is always assumed that the written work 
offered for credit is the student’s own unless proper credit is given to the 
original author using quotation marks and footnotes or explanatory inserts. 
 

2. Collaboration with another person in the preparation or editing of notes, themes, 
reports, or other written work offered for credit is prohibited unless such 
collaboration has been specifically approved in advance by the instructor. 
Examples of collaboration include extensive use another’s idea for preparing a 
creative assignment and receiving undue assistance in the preparation or editing 
of written materials. 

 
3. Giving or receiving, offering, or soliciting information on any quiz, test, or 

examination is prohibited; this includes the following: 

SECTION 5 
STUDENT/ACADEMIC INFORMATION 

http://www.pvcc.edu/admission/placement-tests
mailto:testing@pvcc.edu
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a) Copying from another student’s paper; 
b) Use of prepared materials during the examination; 
c) Collaboration with another student during the examination; 
d) Buying, selling, stealing, soliciting or transmitting an examination or any 

material purported to be the unreleased contents of a (coming/pending) 
examination or the use of any such material; 

e) Substituting for another person during an examination or allowing such a 
substitution for oneself; and 

f) Bribery of any person to obtain examination information. 
 

4. Using electronic or Internet resources without the permission of the instructor, 
such as a translation program for a foreign language assignment, is prohibited. 

 
5. Knowingly furnishing false information to the College is prohibited. 

 
6. Giving false information as a reason for missing a test or class is prohibited. 

 
7. Forgery, alteration, or misuse of College documents, records, or identification 

cards is prohibited. 
 
Academic Dishonesty Procedure 

 
1. All faculty will include the following or similar statement in all course syllabi: 

 
PVCC sets high standards for academic integrity and takes academic dishonesty 
very seriously. The following misconduct is considered academic dishonesty and 
is subject to disciplinary action: cheating, plagiarism, knowingly furnishing false 
information to the College or instructors, and the forgery, alteration or use of 
College documents or instruments of identification with the intent to defraud. 
The faculty member should specify the penalty for academic dishonesty (e.g. a 
grade of zero for the assignment). 
 
Students are advised that a written summary of any violation and the resulting 
penalty will be placed in the student’s official College record. After one year of 
no further occurrences, the student may request that the Dean of Student Affairs 
remove the statement from the official record. 

 
2. When a faculty member determines there is evidence of academic dishonesty, 

they will schedule a private meeting with the student to discuss the evidence 
and to hear the student’s response to the accusation. 
 

3. If sufficient evidence is found to penalize the student, written notification is given 
to the student. At this time the faculty must also inform the student of the appeal 
process, which is as follows: 
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A student who has been informed that they are to be penalized for committing 
academic dishonesty may appeal the faculty member’s decision. The appeal 
should be submitted in writing to the appropriate academic dean within 10 
business days of the date upon which the student was informed of the penalty. 
The dean will then decide whether to uphold or overturn the instructor’s decision. 
If the student disagrees with the dean’s decision, the student may then appeal, 
in writing, to the Vice President for Academic Affairs and Workforce 
Development. 

 
4. After resolution of the situation (meeting with the student, implementing the 

penalty and, if necessary, completion of the appeals process) the faculty 
member will provide the division dean with a written summary of the incident and 
penalty levied, using the Academic Dishonesty Report found under Forms on 
PVCC Central. The initial incident should be reported using the Maxient 
reporting form with ‘Academic Integrity’ selected for ‘Nature of this report’. 
 

5. The division dean will place the summary in the student’s official academic 
record. 
 

6. If this is the student’s second offense (based on documentation in the student’s 
official file) the division dean will notify the Dean of Student Affairs and the 
Disciplinary Hearing Process will commence. (See the Student Handbook for 
details of Disciplinary Hearing Process.) 

 
ACADEMIC LOAD FOR STUDENTS 
The minimum full-time load is 12 credits. For a student to take more than the normal 
maximum full-time load of 18 credits, they must have the approval of the Vice 
President for Academic Affairs and Workforce Development or designee.  
 
ACADEMIC STANDING 
The College keeps students informed of their academic standing. Students are notified if 
they are academically deficient and when they have regained acceptable academic 
standing. Students are expected to maintain a 2.0 (C) grade point average to be 
considered in good academic standing. 
 
Academic Warning 
 
Any student who fails to attain a minimum grade point average of 2.0 for any semester, 
or who fails any course, receives an academic warning. 
Academic Probation 
 
Any student who fails to maintain a cumulative grade point average of 1.5 is placed 
on academic probation. The statement “Placed on Academic Probation” will be noted 
in the student’s permanent record. 
 

https://piedmontvirginiacc.sharepoint.com/Shared%20Documents/Academic%20Dishonesty%20Report%20Form.pdf
http://www.pvcc.edu/academics/catalogs-publications
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Any student on academic probation is required to meet with a Student Success 
Advisor and usually is required to carry less than the normal academic course load in 
the next semester following this action. 
 
Academic Suspension  
 
Students on academic probation who fail to attain a semester GPA of 1.50 or better 
shall be placed on suspension only after they have attempted 24 semester credits. 
Academic suspension normally is for one term. The statement “Placed on Academic 
Suspension” is placed on the student’s permanent record. Under all circumstances of 
academic suspension, a student must apply for readmission to the Dean of Student 
Affairs by submitting a letter stating solutions for past academic problems. 
 
Academic Dismissal 
 
Students who have been placed on academic suspension and achieve a 2.0 GPA for 
the semester following their reinstatement must maintain at least a 1.5 GPA in each 
subsequent semester of attendance. The student remains on probation until their 
overall GPA is raised to a minimum of 1.5. 
 

Failure to attain a 2.0 grade point average the first term and a 1.5 GPA in each 
subsequent term results in academic dismissal. Academic dismissal normally is 
permanent, unless, with good cause, the student reapplies and is accepted under 
special consideration for readmission by the Dean of Student Affairs. The statement 
“Placed on Academic Dismissal” will be placed in the student’s permanent record. 
 
ACADEMIC CREDIT FOR NON-TRADITIONAL LEARNING 
VCCS Policy (No. 5.6.5.1) allows for the awarding of credit based on previous academic 
study or acquired through nontraditional means. This may include but is not limited to: 
college credit and advancement based upon the administration and evaluation of locally-
developed examinations; individual college participation in nationally recognized 
standardized examinations; experiential learning; and training provided by non-collegiate 
institutions, such as armed forces and service schools. 
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ATTENDANCE STANDARD  
 
Students are expected to be present 
and on time at all regularly scheduled 
in-person and online scheduled time 
(synchronous) classes and laboratory 
meetings.  For online anytime classes 
(asynchronous), students are 
expected to log into Canvas regularly 
to complete assignments, observe the 
course due dates, and actively 
participate in the course.  
 
Students are permitted no more than:  
 

• 2 absences total if the class meets one time per week  
• 4 absences total if the class meets two times per week  
• 6 absences total if the class meets three times per week  

•  
Individual instructors may have a more stringent attendance policy at their discretion, 
which MUST be outlined in the course syllabus. 

Students who have missed more than the permissible number of absences may be 
withdrawn by the instructor from the course. A grade of “W” will be recorded for all 
withdrawals completed by “Last Day to Drop a Course with a Grade of W” for the 
semester. Students withdrawn after this deadline will receive a grade of “F” except 
under mitigating circumstances, which must be documented and approved by the 
Vice President of Academic Affairs and Workforce Development. 
 
Attendance Policies for Online Courses 
 

The College Attendance Standard should be used for all online courses. The student is 
responsible for making initial contact with the instructor in the course. If a student has 
not completed any work or contacted the instructor after the first week of class, the 
instructor should attempt to contact the student. If the student never attends or stops 
attending, the faculty member should report this via the attendance verification process. 
 
AUDITING 
In accordance with VCCS policy 5.6.0, students may audit a course and attend without 
taking examinations. The regular tuition and fees are charged. The official transcript 
will reflect a grade of “X” for the audited course. 
 
Audited courses carry no credit and do not count as part of the student’s course load, 
do not meet degree/certificate completion requirements, and do not transfer to other 
institutions. Financial aid cannot be applied towards an audited course. Audited courses 
may affect a student’s financial aid status, veteran’s benefits, or F-1 visa status. 
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Audit enrollments are on a “space available basis” and are completed during the 
add/drop period of the course. Students who wish to attend a course without receiving 
academic credit must receive permission from the instructor and then the appropriate 
academic dean. Students desiring to change course status from audit to credit 
must do so during the course add/drop period. 
PVCC offers co-requisite English (English Direct Enrollment or EDE 10) and 
Mathematics (Mathematics Direct Enrollment or MDE 10) for students who need 
additional academic support.   
PVCC offers co-requisite courses in English (EDE 11) and Mathematics (MDE 54, 55, 
60, and 61).  These courses are college level and student placement is based on 
multiple measures guidelines.  
 
MULTIPLE MEASURES FOR PLACEMENT 
 
In determining students’ readiness for college-level English and math courses, PVCC 
uses multiple measures to place students. 
 
Students who graduated from high school within five years: 
 
English 
 

English Placement (with High 
School GPA) Years since HS 
graduation  

HS GPA requirement  Eligible Course(s)  

0-5 years  3.0+ HS GPA  ENG 111  
0-5 years  2.0-2.99 HS GPA  ENG 111 + EDE 11  
0-5 years  Less than 2.0 HS GPA  EDE 10  

 
Mathematics 
 

Math Placement (with High 
School GPA) Years since HS 
graduation  

HS GPA requirement  Eligible Course(s)  

0-5 years  3.4+ HS GPA plus grade 
of at least “C-” in Math 
Analysis/Pre-calc with 
Trig  

MTH 263  

0-5 years  3.2+ HS GPA plus grade 
of at least “C-” in Math 
Analysis/Pre-calc 
without Trig  

MTH 162 or MTH 261  
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0-5 years  3.2+ HS GPA plus grade 
of at least “C-” in Math 
Analysis/Pre-calc 
without Trig OR 3.2+HS 
GPA plus grade of at 
least “C-” in HS 
Statistics  

MTH 245  

0-5 years  3.0+ HS GPA with 
Algebra 2  

MTH 130, 131, 154, 
155, 161, 167  

0-5 years  3.0+ HS GPA without 
Algebra 2  

MTH 130, 131, 154, 
155,  
MDE 60  

0-5 years  2.0-2.99 HS GPA with 
Algebra 2  

MTH 130, 131,  
MTH 154 + MDE 54,  
MTH 155 + MDE 55,  
MTH 161 + MDE 61  

0-5 years  2.0-2.99 HS GPA 
without Algebra 2  

MTH 130, 131,  
MTH 154 + MDE 54,  
MTH 155 + MDE 55,  
MDE 60  

0-5 years  Less than 2.0 HS GPA  MDE 10  
 

Informed Self-Placement (6+ Years) 

Students who graduated from high school six or more years ago, have informed self-
placement where a high school transcript is not applicable.  

GRADES 
The quality of performance in any academic course is reported by a letter grade. These 
grades denote the character of work and are assigned quality points. 
 
 

Grade 
   Quality 

Points Per 
Credit 

 
Explanation 

A – Excellent 4 
 

B – Good 3 
 

C – Average 2 
 

D – Poor 1 
 

F – Failure 0 
 

P – Passing 0 No grade point credit. Seven credits maximum 
can be applied to degree programs, four credits 
toward a certificate, and none toward a career 
studies certificate. 
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S – Satisfactory 0 No grade point credit. Used only for 
satisfactory completion of a 
developmental course (i.e. EDE 10 or 
MDE 10) and NAS 2.  

U – Unsatisfactory 0 No grade point credit. 
 

Grade 
   Quality 

Points Per 
Credit 

 
Explanation 

W – Withdrawal 0 No credit. A grade of “W” is awarded to students 
who withdraw or are withdrawn from a course 
after the refund date but prior to the completion 
of 60 percent of the course, or upon 
documentation of a mitigating circumstance 
(defined as a life-altering event) that prevents a 
student from completing the course after the 60 
percent time frame. 

I – Incomplete 0 Used as a temporary grade awarded when 
student and faculty member agree that for 
verifiable and unavoidable reasons the student is 
unable to complete the course requirements 
before the scheduled end of class. To be eligible 
to receive an “I” grade, the student must (1) have 
satisfactorily completed more than 60% of the 
course requirements, and (2) must request the 
faculty member assign the “I” grade and indicate 
why it is warranted by completing the Incomplete 
Grade Form found in Student Forms Central on 
the PVCC website. Courses for which the grade 
of “I” has been awarded must be completed by 
the end of the subsequent semester (to include 
summer term). 

X – Audit 0 No credit. Permission from the instructor and 
then from the dean is required to audit a course. 
After the last day for students to withdraw from a 
class without penalty, the audit grade “X” is 
invalid for students enrolled in the course for 
credit. 

 

 
 
 
 

http://www.pvcc.edu/files/media/form_mitigating_circumstances.pdf
http://www.pvcc.edu/files/media/incomplete_grade_form.pdf
http://www.pvcc.edu/files/media/incomplete_grade_form.pdf
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GENERAL EDUCATION  
 
As an institution committed to offering its students the strongest possible post- 
secondary education, PVCC upholds general education as an integral part of the 
education of all its students, regardless of their ultimate professional objectives. 
Accordingly, the College will create a learning environment that encourages the student 
body to benefit from the experiences inherent in general education.  
 
General education, as an integrated and cohesive whole, provides the educational 
foundation necessary to promote intellectual and personal development. Upon 
completion of the associate degree, graduates of PVCC will demonstrate competency in 
1) civic engagement, 2) critical thinking, 3) professional readiness, 4) quantitative 
literacy, 5) scientific literacy, and 6) written communication.  
 
Collectively, these general education core competencies distinguish PVCC graduates as 
individuals with a breadth of knowledge, skills, and abilities needed to pursue further 
education and their careers, continue to develop as learners, and contribute to the well-
being of their communities. 

Civic Engagement is the ability to contribute to the civic life and well-being of local, 
national, and global communities as both a social responsibility and a life-long learning 
process. Degree graduates will demonstrate the knowledge and civic values necessary 
to become informed and contributing participants in a democratic society.  

These are the Learning Outcomes (LO) for each competency. Associate degree 
graduates will be able to: 

LO1. Actively participate in civic life by voting in local, state, and federal elections;  

LO2. Actively participate in civic life by engaging in public service or other activities that 
improve the condition of communities and/or the quality of people’s lives; 

LO3. Evaluate multiple perspectives to think critically about issues of public 
consequence. 

Critical Thinking is the ability to use information, ideas, and arguments from relevant 
perspectives to make sense of complex issues and solve problems. Degree graduates 
will locate, evaluate, interpret, and combine information to reach well-reasoned 
conclusions or solutions.  

Associate degree graduates will be able to: 

LO1: Identify key points of an issue; 

LO2: Locate information using standardized search strategies and research methods; 
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LO3: Evaluate the quality of information for credibility; 

LO4: Develop conclusions or solve problems based on the analysis of information. 

Professional Readiness is the ability to work well with others and display situationally 
and culturally appropriate demeanor and behavior. Degree graduates will demonstrate 
skills important for successful transition into the workplace and pursuit of further 
education.  

Associate degree graduates will be able to: 

LO1: Implement strategies for goal management; 

LO2: Adapt verbal and written communication for a professional context; 

LO3: Demonstrate presentation skills; 

LO4: Demonstrate personal and professional etiquette skills; 

LO5: Maintain a professional online presence. 

Quantitative Literacy is the ability to perform accurate calculations, interpret 
quantitative information, apply, and analyze relevant numerical data, and use results to 
support conclusions. Degree graduates will calculate, interpret, and use numerical and 
quantitative information in a variety of settings.  

Associate degree graduates will be able to: 

LO1: Determine the reliability of quantitative information; 

LO2: Explain numerical information presented in mathematical forms (e.g., equations, 
graphs, diagrams, tables, verbal descriptions); 

LO3: Convert relevant information between various mathematical forms (e.g., equations, 
graphs, diagrams, tables, verbal descriptions); 

LO4: Make judgments and draw appropriate conclusions from quantitative analysis of 
data; 

LO5: Use quantitative evidence to support a position or clarify a purpose orally or in 
writing using appropriate language, notation, data, and graphs. 

Scientific Literacy is the ability to apply the scientific method and related concepts and 
principles to make informed decisions and engage with issues related to the natural, 
physical, and social world. Degree graduates will recognize and know how to use the 
scientific method, and to evaluate empirical information.  
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Associate degree graduates will be able to: 

LO1: Describe the Scientific Method as a process; 

LO2: Evaluate the quality of scientific information; 

LO3: Identify the impact of science and technology on society; 

Written Communication is the ability to develop, convey, and exchange ideas in 
writing, as appropriate to a given context and audience. Degree graduates will express 
themselves effectively in a variety of written forms.  
 
Associate degree graduates will be able to: 

LO1: Identify the main idea; 

LO2: Use content to illustrate main idea (or thesis); 

LO3: Organize main and supporting ideas using recognizable patterns (e.g. cause/effect; 
point by point; chronological, etc.); 

LO4: Use standard American English, and accepted, conventional grammar and 
mechanics; 

LO5: Demonstrate planning, drafting, editing, and revising skills. 
 
GRIEVANCES, COMPLAINTS, AND APPEALS 
 
COMPLAINTS 
PVCC students and members of the public have the right to file informal and formal 
complaints against PVCC personnel or actions. Verbal complaints are considered 
informal and the procedure for informal complaints is to be followed. Written complaints 
(hard copy and e-mail) are considered formal and the procedure for formal complaints is 
to be followed. 

This policy does not apply to (a) student grade appeals, (b) all human resource policies, 
(c) all appeal, and grievance policies and procedures explicitly described in the VCCS 
Policy Manual, (d) any formal appeal or grievance covered by another PVCC policy (e.g., 
code of conduct, admissions, financial aid, satisfactory academic progress, etc.). 

Policy and Procedure for Informal Complaints 
 
Informal (verbal) complaints by students or members of the public are to be dealt with 
through a face-to-face discussion between the complainant and the responsible college 
administrator supervising the area. If through this process, a mutually satisfactory 
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resolution of the complaint cannot be reached, the complainant may put the complaint in 
writing and move to the policy and procedure on formal complaints or the complaint will 
be considered inactive. 

It is the responsibility of the administrator involved in an informal complaint to write a 
memorandum for the record detailing the nature of the complaint and the resolution. The 
administrator is to retain such memoranda in a file accessible to his/her supervisor upon 
request. 

Policy and Procedure for Formal Complaints 

1. Formal complaints by students or members of the public are to be dealt with by 
the responsible college administrator supervising an area. Faculty and staff who 
receive a formal complaint should forward it to the supervisor of the area(s) 
involved in the complaint. 

2. The administrator handling the complaint is to gather information as necessary. 
Information must be gathered from the complainant. 

3. A written response (hard copy or e-mail) is to be sent to the complainant. A copy 
of the complaint and the written response is to be sent to the assistant to the 
president. 

4. If the complainant is not satisfied with the response, he/she may file a written 
complaint to the president. In such cases, the president will gather information 
and provide a final written response to the complainant with a copy to the 
assistant to the president. 

5. The assistant to the president will maintain a file of all formal complaints and 
responses. 

STUDENT GRIEVANCES 
The Student Grievance Procedure is designed to provide an equitable process by which 
students at Piedmont Virginia Community College may resolve a grievance.  A grievance 
is defined as a written claim raised by a student alleging improper, unfair, arbitrary, or 
discriminatory action by an employee or a student involving the application of a specific 
provision of a college rule or regulation.  There are two types of student grievances. 

Academic grievance:  An academic grievance is an appeal of a final course grade or 
dismissal from an academic program.  An academic grievance must be based on at least 
one of the following:  arbitrary and/or capricious action on the part of the faculty member, 
including the assignment of a grade or dismissal from a program on some basis other 
than performance in the course or program; application of standards different from those 
that were applied to other students in the same course or program; the assignment of a 
grade not in accordance with the grading protocol on the course syllabus; or dismissal 
from a program not in accord with the program standards.  

Faculty members are responsible for informing students of the basis on which grades in 
each class will be assigned.  Assignment of grades is the responsibility of the faculty 
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member and presumes fairness and best professional judgment.  The student who 
chooses to appeal a grade assumes the burden of proof concerning any perceived error 
in the grade assigned. 

When a student grieves a dismissal from an academic program or a final grade that has 
the effect of preventing the student from continuing in a program or course sequence, 
the student may be permitted to continue in the academic program or course sequence 
until the grievance process is concluded with the following exception: 

• The student is in a nursing or allied health or other clinical program where the 
students’ continuation in the program may pose a health or safety risk to the 
student, patients, or others.  

Non-academic grievance: A non-academic grievance is a formal difference or dispute 
between a student and a college employee about the interpretation and/or application of 
the policies and procedures of the College or the Virginia Community College System 
that negatively affects the student.  A non-academic grievance may be based on one of 
the following claims:  arbitrary and/or capricious actions by a college employee or 
administrative office; policy or procedure applied unfairly and/or in a different manner 
than it was applied to others; administrative error in the application of the policy or 
procedure.  

Financial aid appeals, competitive admission program appeals, and Code of Conduct 
appeals including charges of academic dishonesty, and parking ticket and fine appeals 
have their own procedures and are excluded from the Student Grievance Procedure. 

The college administration and the Threat Assessment Team reserves the right to 
supersede any step in the PVCC Student Grievance Procedure when doing so is in the 
best interest of protecting the safety of the college community and the individual(s) 
involved.  

Policy and Procedure for Student Grievances 
Level 1.  A grievance must be raised within twenty (20) business days following the 
event giving rise to the grievance.  The student with the grievance shall first meet to 
discuss the grievance with the faculty member, administrator, or member of the classified 
staff involved.  At the meeting, the student must clearly present his or her case regarding 
the grieved issue and the resolution he or she seeks.  Every reasonable effort should be 
made by both parties to resolve the matter at this level.  In the case of academic 
grievances, if the faculty member who issued the grade is no longer at the College or is 
otherwise unavailable, the student should proceed to the division dean at Level 2.    

Level 2.  If the student is not satisfied with the outcome of the grievance in Level 1, or 
the faculty member, supervisor, or other college official fails to answer the grievance, or 
if the student has been allowed to bypass Level 1, the student may submit a written 
grievance to the division dean, supervisor, or other college official within ten (10) 
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business days.  A copy of the original written grievance and the reply at Level 1 (if 
available) should be provided.  Within ten (10) business days of receipt of the student’s 
grievance, the dean, supervisor, or other college official shall schedule a meeting with all 
involved persons in an attempt to resolve the grievance.  The dean, supervisor, or other 
college official will prepare a written report of the outcome of the grievance within ten 
(10) business days after the meeting. 

Level 3.  If the student is not satisfied with the outcome of the grievance at Level 2, the 
student may file a written appeal to the appropriate vice president (or president if the 
grievance involves a vice president or if the vice president is involved at earlier steps) 
within ten (10) business days of the hearing at Level 2.  The Vice President will collect 
relevant information from all parties and review the record of previous actions.  

If, in the judgment of the vice president, the appeal and record of previous actions have 
resolved the grievance or do not warrant further action, he/she will notify the parties 
within ten (10) business days of receiving the appeal.  The vice president’s determination 
that the grievance does not warrant further action is final.  

If, in the judgment of the vice president, the grievance warrants further action, he/she will 
appoint a Grievance Panel within ten (10) business days of receiving the written appeal.  

The panel will include three students, three persons from the appropriate faculty, 
administrative, or classified ranks, and the Vice President for Academic Affairs and 
Workforce Development who will serve as Chair of the panel.  In no case may an 
individual involved in an earlier level of the grievance process serve on the Grievance 
Panel.  Selection of the panel will be made by the Vice President for Academic Affairs 
and Workforce Development, in consultation with the Dean of Student Affairs, and with 
approval by the President.  

Within ten (10) business days after the Grievance Panel has been selected, the Chair 
will set aside a time and place for the hearing and notify the parties in writing at least 48 
hours prior to the hearing.  The hearing will be held within fifteen (15) business days after 
the Grievance Panel has been appointed, and no later than thirty (30) days after the 
written appeal has been submitted to the vice president.  

Both parties may have an adviser present at the hearing; however, each party must so 
inform the Chair of the panel at least five (5) days prior to the hearing.  Either party may 
consult with their own adviser; however, the adviser may not speak for the party or 
address the members of the panel.  The parties will each have the opportunity to present 
any information relevant to the grievance.  The Panel may also request information from 
other sources.  

The Grievance Panel will make its decision by simple majority vote.  The Chair of the 
Grievance Panel will prepare a written report of the outcome of the hearing and provide it 
to both parties within ten (10) business days after the conclusion of the hearing.  The 
decision of the Grievance Panel is final and binding.  
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STUDENT APPEALS 
 
Grade Appeal  

 
Faculty members are responsible for informing students of the basis on which grades in 
each class will be assigned. Assignment of grades is the responsibility of the faculty 
member and presumes fairness and best professional judgment. It should be understood 
that the student who chooses to appeal a grade assumes the burden of proof concerning 
any perceived error in the grade assigned. 
 
Step 1. The student who believes a course grade received to be in error may appeal 
directly to the instructor within 10 school days after the beginning of classes of the 
semester following the one in which the grade was reported. Every reasonable effort 
should be made by both parties to resolve the matter. 
 
Step 2. If Step 1 does not resolve the question, the student may file a written appeal to 
the division dean within five school days after an attempt to resolve the matter with the 
faculty member. The division dean will conference with the student and faculty member 
via e-mail, telephone, video, or in person in an effort to resolve the grade appeal. The 
division dean may within five school days of the conference appoint a committee of three 
faculty members and two students to review and make a recommendation on the matter. 
Within five school days of the conference, or if a committee is formed within five school 
days of the receipt of the committee’s recommendation, the division dean will prepare a 
report of the disposition of the matter with copies to the student, the faculty member, and 
the divisional record. 
 
Step 3. If either the student or the faculty member wishes to appeal Step 2 disposition of 
the matter, he or she may do so in writing to the vice president for instruction and student 
services within five school days of the receipt of the division dean’s report. If, in the vice 
president’s discretion, the appeal and record of previous actions indicate further 
consideration of the matter is not warranted, the vice president will so notify the student, 
faculty member, and division dean within five school days, and the division dean’s 
decision shall be final and binding on all parties. 
 
If the vice president grants the appeal, he or she may schedule a conference via e-mail, 
telephone, video, or in person with the division dean, faculty member, and student. 
Within five school days of the conference, the vice president will prepare a written 
decision with copies to the student, faculty member, and division dean. The vice 
president’s decision shall be final and binding on all parties. 
 
Financial Aid Appeals 

Students who fail to meet the credit progress schedule, the cumulative grade point 
average, and/or satisfactory academic progress (SAP) standards and lose eligibility for 
financial aid have the right to appeal the financial aid suspension (SS). Appeals will be 
evaluated by the Financial Aid Appeals Panel. The Financial Aid Appeals Panel will 
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include three students, three persons chosen from the faculty, administrative or classified 
ranks, and the Dean of Student Affairs who will serve as Chair of the panel. Selection of 
the panel will be made by the Vice President for Academic Affairs and Workforce 
Development, with approval by the President. Decisions of the Appeal Panel are final. 
Students must make their appeals in writing and be willing to meet with the panel. 
Students must complete the Financial Aid Appeal Application. Students are strongly 
encouraged to appeal within seven (7) school days of notification of suspension to allow 
adequate time for processing and review. 

Student Code of Conduct Appeals 

The Student Code of Conduct enumerates clear expectations of students as members of 
the college community, the kind of unacceptable behavior that may result in disciplinary 
action, and sanctions and disciplinary proceedings utilized when the code is not 
observed. While on college property or at college sponsored/supervised events, all 
persons, including guests of students, are required to abide by all college policies, 
procedures, practices, and related rules and regulations. Copies of the PVCC Code of 
Conduct are available in the Admissions and Advising Center and at the college 
receptionist area. The current code of conduct is posted on the college Web site 
http://www.pvcc.edu/files/media/code_of_conduct.pdf. 

Students who have been charged with a student code of conduct violation and who have 
received a minor or major sanction may appeal to the President in writing within 10 
school days of the decision. The President shall take one of three actions: uphold the 
sanction, reverse the sanction, or dismiss the sanction. The decision of the President is 
final. 

Competitive Admission Program Appeals 

Students who are denied admission to competitive admission programs have the right to 
appeal. Students who are denied admissions should first meet with the appropriate 
program director to discuss the reasons why the student was denied admission. If this 
meeting does not resolve the issue, the student may file a written appeal to the 
appropriate program director. Appeals must be received within seven (7) school days 
after the meeting with the respective program director. 

The appeal should include the reasons why the student feels their application should be 
reconsidered, what criteria or information the student feels was overlooked and any 
supporting documentation. 

Appeals will be evaluated by the Admissions Appeals Panel. The Admissions Appeal 
Panel is made up of three faculty from outside of the health and life sciences division, 
three students including one currently enrolled in a health science competitive admission 
program, and the Dean of Health and Life Sciences who will serve as Chair of the panel. 
Selection of the panel will be made by the Vice President for Academic Affairs and 

http://www.pvcc.edu/files/media/code_of_conduct.pdf
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Workforce Development with approval by the President. The decision of the Admissions 
Appeals Committee is final. 

Parking Ticket and Fines Appeals 

Students who have received parking citations and fines may appeal in writing to the 
Parking Appeals Panel through the Vice President for Finance and Administrative 
Services. The Parking Appeals Panel consists of two students, one employee with 
faculty rank and one classified employee. Selection of the Panel will be made by the Vice 
President for Finance and Administrative Services with approval by the President. The 
Vice President for Finance and Administrative Services will inform students who appeal 
parking tickets in writing of the results of the appeal. 

Procedures for Filing Complaint with U.S. Department of Education 

Issues involving financial aid, fraud, waste or abuse of federal funds, special education, 
or civil rights may come under the U.S. Department of Education’s jurisdiction. Listed 
below is contact information for these issues: 

Office of the Inspector General investigates allegations of fraud, waste or abuse of 
federal educational funds, including federal student aid funds 
http://www.ed.gov/about/offices/list/oig/hotline.html. 

Federal Student Aid’s Ombudsman will informally conduct impartial fact-finding about 
your complaints. This office will recommend solutions but does not have the authority to 
reverse decisions. If your student loan complaint is justified, it will work with you and the 
office, agency, or company involved in the problem http://www.ombudsman.ed.gov/. 

Office of Special Education Programs is responsible for monitoring state and local 
compliance to federal special education laws 
http://www.ed.gov/policy/speced/guid/idea/monitor/state-contact-list.html. 

Office of Civil Rights is responsible for investigating any claims of discrimination on the 
basis of race, color, national origin, sex, disability, or age 
http://wdcrobcolp01.ed.gov/CFAPPS/OCR/contactus.cfm. 

GRADE CHANGE POLICY 
 
The policy for grade changes is based on the following tenets: (a) the College 
recognizes its continuing responsibility to assess the validity and fairness of grading 
practices and to take corrective action whenever unfairness or inequities exist; (b) 
except in cases of incapacity or absence, the instructor has the sole responsibility for 
initial assignment of grades and may initiate changes; and (c) the student shall have 
the right to appeal. The time limit for changing student grades is one year after the 
final course grade was awarded. 

http://www.ed.gov/about/offices/list/oig/hotline.html
http://www.ombudsman.ed.gov/
http://www.ed.gov/policy/speced/guid/idea/monitor/state-contact-list.html
http://wdcrobcolp01.ed.gov/CFAPPS/OCR/contactus.cfm
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Faculty members forward a completed Grade Change Form to their appropriate dean. 
The dean will forward the approved form to the Registrar’s Office.  Requests to change 
an F to a W grade is approved by the Vice President of Academic Affairs and 
Workforce Development.   
 
REPEATING A COURSE 
 
Cumulative GPA, which includes all courses attempted, is computed each semester, 
and is maintained on a continuing basis as a record of the student’s academic 
standing. When students repeat a course, only the highest grade earned is counted 
in the computation of the cumulative GPA and for satisfying curricular requirements 
unless the course is designated repeatable for credit in the Master Course File or is a 
General Usage course. In instances of courses designated as repeatable for credit or 
General Usage courses, all grades/credits are counted in the computation of the 
cumulative grade point average. Grades of “S,” “P,” “U,” “W,” “X,” and “I” shall not 
count as first or subsequent attempts when calculating cumulative GPA. Courses that 
do not generate grade points are not included in credits attempted. 
 
SENIOR CITIZEN ADMISSION TO CLASS WITH TUITION-FREE 
STATUS – CREDIT OR NON-CREDIT COURSES 
PVCC accommodates all tuition-paying students before admitting senior citizens with 
tuition-free status to either credit or non-credit courses. Therefore, senior citizens 
seeking this status will be accommodated on a space-available basis after the end of 
the add/drop period. The senior citizen will need to complete the Senior Citizen Waiver 
for Audit/Credit form, provide a form of valid photo ID and gain permission from the 
appropriate division dean, or they may choose to register and pay for a class to 
guarantee a seat. However, they may not subsequently change to tuition-free status 
for that semester. Questions about the admission of senior citizens with tuition-free 
status should be directed to the Registrar. 
 
WRITING INTENSIVE COURSES 
PVCC believes in the value of writing as a tool for learning and as a tool for 
communicating. Students entering all associate degree programs are required to 
take one Writing Intensive (WI) course in order to graduate. All Writing 
Intensive Courses have an ENG 111 and ENG 112 prerequisite. 
 
Courses that meet the Writing Intensive Course (WIC) requirement will include various 
writing activities designed to improve both writing and knowledge of course content. 
 
Curriculum sheets indicate the Writing Intensive Course (WIC) requirements for each 
associate degree program. 
 

 
 

http://www.pvcc.edu/files/media/senior_citizen_waiver_form.pdf
http://www.pvcc.edu/files/media/senior_citizen_waiver_form.pdf
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CIVIC ENGAGEMENT (CE) COURSES 
 

PVCC believes in the value of practical opportunities to become actively engaged in the 
civic life of their communities, on a local, national, even international level. Students 
entering all associate degree programs are required to take one Civic Engagement 
(CE) course in order to graduate.   
 

Courses that meet the Civic Engagement (CE) requirement will include a project or 
projects in which students— 
 

1. Assess a public problem or issue related to the discipline. Students will research 
the history and causes of the problem and consider how it affects their 
community. Research will include multiple perspectives.  

2. Place the public problem or issue within the context of the course. By focusing on 
the problem within the specific disciplinary context, students will develop both an 
understanding of their stake in the issue as well as the significance of the issue to 
the broader community.  

3. Formulate and describe a viable plan to address the public problem or issue. The 
plan must identify strengths and weaknesses of potential solutions. The plan can 
be demonstrated or presented by various methods determined by the instructor.   

4. Produce a written reflection that explains and critically analyzes the problem from 
multiple perspectives and identifies possible solutions.  

 
Curriculum sheets indicate the Civic Engagement Course (CE) requirements for each 
associate degree program. 

 
APPOINTMENT OF FACULTY 
Appointment proposals are offered by the President of the College. The President 
issues the appointment proposal for full-time faculty and the Vice President for 
Academic Affairs and Workforce Development issues the appointment proposal for 
adjunct faculty. Included in the proposal are: dates of employment, the remuneration 
level, the course(s) to be taught, and special conditions to be considered. Acceptance 
of the appointment proposal by the faculty member includes acceptance of the general 
conditions of employment set forth in this handbook and the VCCS Policy Manual. 
Additionally, each appointment is subject to the terms and conditions of the 
Appropriations Act of the Virginia General Assembly and the applicable law of the 

SECTION 6 
REMUNERATION 

https://www.pvcc.edu/vccs-policies
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Commonwealth of Virginia. Appointment for subsequent semesters is subject to the 
needs of the College and acceptance by the College for future employment. 
 
COMPENSATION 
Full-time Faculty Members 
 
Information on full-time faculty compensation from can be found in Section 3.8 of 
the VCCS Policy Manual. Full-time faculty are paid twice per month. 
 
Adjunct Faculty Members 
 
The following information applies to Adjunct Faculty Members: 
 

1. When a new adjunct faculty member is appointed, the appropriate dean uses the 
VCCS-29 to determine the adjunct faculty member’s initial rank and step. The 
dean completes a VCCS-10 and forwards this form along with the appropriate 
documentation to the Vice President for Academic Affairs and Workforce 
Development for approval. Upon approval, the Vice President for Academic 
Affairs and Workforce Development forwards the VCCS-10 and accompanying 
documentation to Human Resources. 

2. Adjunct faculty salary rates are based upon the minimum criteria for faculty rank 
listed on the VCCS-29 in the VCCS Policy Manual. These criteria include 
education (degrees earned), teaching, and occupational experience. 

3. Adjunct faculty will be paid according to their rank and step on a 15-step pay 
scale. The Vice President for Finance and Administrative Services will issue a 
revised adjunct faculty pay scale at such time as the VCCS makes new adjunct 
faculty pay rates available. Additional information about the adjunct salary scale 
may be obtained from the appropriate dean. 

4. Human Resources maintain a record of the rank and step for each adjunct faculty 
member. Faculty will not be hired or paid at a rate other than that which applies to 
the rank and step at which they are placed. 

5. Human Resources maintains a record of credits taught at PVCC by each adjunct 
faculty member. Once three full-time equivalent years are credited, adjunct faculty 
members can request a step increase through the appropriate dean. 

The crediting and recording of any other accumulation of teaching or other experience 
which applies to: (1) movement to another step on the salary scale; or (2) qualification for 
promotion to another rank will be at the initiation of the faculty member working through 
the appropriate dean. By July 15 of each year, adjunct faculty may contact their 
respective dean with any of the following information that warrants consideration for a 
promotion or step increase in the upcoming fall semester: 
 

• Additional graduate course work completed; 
• Receipt of an advanced degree; and/or 

http://cdn.vccs.edu/wp-content/uploads/2013/12/Sct32.pdf
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• Teaching assignments of three full-time equivalent years. (For calculation 
purposes, 30 semester hours of teaching are equivalent to one year.) 

 
As appropriate, adjunct faculty members will be moved to the next step on the pay 
scale, to be effective the semester after the qualification is met. 
 
When an adjunct faculty member is promoted to a higher rank, the faculty member will 
be placed at the same step on the pay scale as they occupied at their old rank. For 
example, an instructor who is at Step 5 and who is promoted to assistant professor will 
be paid as an assistant professor at Step 5. 
 
Annual Contract 
 
The effective period for the full-time nine-month faculty contract is August 16 to May 15. 
Human Resources mails the contracts to faculty around July 1, and faculty must return 
the signed contract to Human Resources within 10 days of receipt. The effective period 
for the full-time 12-month faculty contract is July 1 to June 30. Adjunct faculty receive a 
contract each semester. 
 
ADJUNCT FACULTY ORIENTATION 
Department chairs from each academic division meet with their new adjunct faculty 
members prior to the start of classes to discuss College policies and procedures, 
provide information about instructional support services, and answer questions. 
Information is posted in Canvas (or current LMS). The Vice President and deans are 
available throughout the semester to provide guidance and to discuss faculty concerns 
that may arise. 
 
PAY 
Adjunct faculty teaching full sessions are paid four times for fall and spring terms and 
twice for the summer term. A schedule of payments is available from Human 
Resources. Pay is direct deposited into faculty members’ accounts. 

Information can be found in Section 3.10.5 of the VCCS Policy Manual. 
 
By November 15 of each year, full-time faculty educational/sabbatical leave openings 
shall be announced by the President for the following academic year. In the 
announcement, the President may identify areas of institutional need and specify 

SECTION 7 
EDUCATIONAL/SABBATICAL LEAVE 
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priorities for support of education/sabbatical leave requests. Eligible faculty interested 
in making an application for leave shall be required to submit a formal application by 
January 31. 
 
As specified on the Faculty Educational/Sabbatical Leave Form, applicants must 
describe in detail their proposed leave program. They must also state their 
professional development goals and objectives, and present evidence of activities to 
date which have supported those goals and objectives. Applicants must clearly state 
the goals and objectives of the proposed leave program and relate those goals and 
objectives to the needs of the institution and to the applicant’s own professional 
development. Where possible, a list of specific activities should be presented. 
Recommendation from the applicant’s immediate supervisor is required. 
 
An ad hoc committee of teaching and professional faculty (i.e. the Promotions 
Committee) shall review applications from teaching and professional faculty. The 
committee shall be appointed by the Vice President for Academic Affairs and 
Workforce Development or the Vice President for Finance and Administrative 
Services, depending upon the specific faculty category of the applicants. The 
committee shall make recommendations to the vice president, and the vice president 
shall formulate recommendations based, in part, on the work of the committee. The 
vice president shall forward recommendations and the committee’s recommendations 
to the President. Based on the input of the committee and the vice president, the 
President shall take final College action on the leave applications. 
 
An ad hoc committee of administrative faculty shall review applications from 
administrative faculty. The committee shall be appointed by the College President and 
make recommendations to them on each of the applicants. If the applicant falls under 
the purview of a vice president, the vice president shall also provide the President 
with a recommendation. Based on the input of the committee and, where appropriate, 
the vice president, the President shall take final College action on leave applications. 
 
The President shall announce the educational/sabbatical leaves approved for the 
following academic year by March 11. 
 
Effect of Educational Leave at Half-Salary on Faculty Status, Salary, and 
Benefits 
 
VCCS information on the effect of educational leave on salary and length of service can 
be found in Section 3.4.0.3 from the VCCS Policy Manual (pages 3-19). 
 
The most up-to-date information on health care coverage, Virginia Supplemental 
Retirement Benefit, life insurance coverage, seniority, multi-year contracts, promotion, 
and salary increases can be accessed on the PVCC website under Human Resources, 
or you may contact the Human Resources Office. 
 
 

http://www.pvcc.edu/files/media/form_faculty_educational_sabbatical_leave.pdf
http://cdn.vccs.edu/wp-content/uploads/2013/12/Sct32.pdf
http://www.pvcc.edu/about-us/human-resources
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Educational Assistance 
 
PVCC encourages the professional development of the teaching faculty by supporting 
relevant graduate coursework. Full-time faculty interested in educational assistance 
should consult with their division dean. For more information and forms, see PVCC’s 
Educational Assistance Policy. Educational Assistance is available only to full-time 
teaching faculty. 
 

Piedmont Virginia Community College is part of the Virginia Community College 
System (VCCS). As such, PVCC is subject to the policies and procedures established 
by the VCCS System Office. Instruction and Student Services follows policies included 
in Section 5 (Educational Programs) and Section 6 (Student Development Services) of 
the VCCS Policy Manual. 
 
The College also issues local policies to comply with and implement State and VCCS 
policies, and to address issues that are not fully covered by higher authority. These 
policies can be found on the college website. 
 
 
Content Disclaimer 
 
Piedmont Virginia Community College (PVCC) provides its website, catalog, handbooks 
and any other printed materials or electronic media for your general guidance. PVCC 
does not guarantee that the information contained within them, including, but not limited 
to, the contents of any page that resides under the Domain Naming System (DNS) 
registrations of www.pvcc.edu, www.facebook.com/Piedmontvacc, 
www.twitter.com/Piedmontvacc, or www.youtube.com/pvccvirginia, is up-to-date, 
complete and accurate. Individuals assume any risks associated with relying upon such 
information without checking other credible sources. 
 
Non-Discrimination Statement 
 
PVCC is an equal opportunity institution providing educational and employment 
opportunities, programs, services, and activities. PVCC does not discriminate on the basis 
of age, color, disability, family medical history or genetic information, military service, 
national origin, parental status, political affiliation, race, religion, sex (including pregnancy 
and gender identity), sexual orientation or any other non-merit base factor. 
 

SECTION 8 
COLLEGE POLICY STATEMENT 
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The College also prohibits sexual harassment including sexual violence or misconduct. 
Student or prospective students who believe they have witnessed or experienced 
discriminatory conditions or discriminatory acts inclusive of sexual misconduct, sexual 
violence, sexual harassment, or inaccessible conditions, should present their concerns to 
either of the following: 
 
Title IX Coordinator, Human Resources Director. 501 College Drive, Main Building, Room 
M810A, Charlottesville, VA 22902. humanresources@pvcc.edu; 434.961.6567. 
 
Department of Education, Office of Civil Rights. 400 Maryland Avenue, SW, Washington, 
D.C. 20202-1100. https://www.ed.gov 
 

mailto:humanresources@pvcc.edu
https://www.ed.gov/
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