
1 
 

 

Adjunct Handbook 
Volunteer State Community College (VSCC) 

 
 
 
 
 
 
 
 
 
 
 
 
 

This handbook is provided as a reference guide for adjunct faculty. In addition to this Handbook, faculty 
members should be familiar with the College Catalog, Student Handbook, VSCC's Policy Manual, and the 
TBR's Policy Manual. Hyperlinks are provided throughout the handbook providing additional information. 
VSCC, a Tennessee Board of Regents (TBR) institution, is an AA/EEO employer and does not discriminate 
on the basis of race, color, national origin, sex, disability, age, religion, sexual orientation, or veteran status 
in its programs and activities. Questions concerning areas covered and not covered in this handbook 
should be directed to the vice president of academic affairs (VPAA). VSCC and the Office of Academic 
Affairs reserves the right to make changes to the handbook at any time. Revised 2/2023 
  

  

https://catalog.volstate.edu/
https://www.volstate.edu/students/handbook
https://www.volstate.edu/policies
https://policies.tbr.edu/
https://www.tbr.edu/
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IMPORTANT REMINDERS: 
All faculty are expected to follow all TBR and College policies and procedures. This Handbook includes 
specific information about those policies and guidelines as well as general information you will need in 
the performance of your duties. When you acknowledge the NOTICE OF EMPLOYMENT (contract) to 
teach for VSCC, you are affirming that you have READ and UNDERSTAND the information contained in 
this Handbook AND that you agree to abide by its directives. Please read this Handbook before you 
acknowledge your contract and address any questions with your division dean, department 
chair/director, or the appropriate College official. 
 

1. CONTRACTS: Your contract must be acknowledged PRIOR TO the first session of any class you 
teach. Acknowledge your contract as soon as possible after you receive notification from the 
Administrative Associate in your division that it is available, but only after you have reviewed 
and affirm the requirements of this Handbook.  

 
2. RECORDING CLASS PARTICIPATION: It is the responsibility of the instructor of record, to ensure 

that the class rosters are correct and complete both at the beginning of the term and 
throughout the term.  The College is required to confirm that a student has established 
participation in all their classes.  Errors on the final grade roster should be discussed with the 
Office of Records and Registration immediately upon discovery. 
 
Only students who have enrolled and PAID or are receiving financial aid are eligible to attend 
your class.  It is IMPORTANT that you check student attendance against the CURRENT class list 
during the first two weeks of the term. Check your current class list through the My Vol State 
Portal/Faculty Services.  Adds, drops, and withdrawals are immediately updated on this screen 
as students make changes to their class schedules.  If a student is attending a class and the 
student's name is not on the class list, refer the student to the Office of Records and 
Registration to determine why the student’s name has been omitted.  Students are not allowed 
to re-enter class until his/her name is on the official class list.  IT IS THE RESPONSIBILITY OF 
FACULTY TO INFORM STUDENTS THAT THEIR NAME IS NOT ON THE ROSTER.  Please see the 
Recording Class Participation section of this handbook for further information. 

 
3. ABSENCES: If you need to miss a class for any reason, you must contact your division office.  

Please see the Faculty Attendance Section of this handbook. 
 

Division Office Numbers: 
Business & Technology: 615.230.3301 
Health Sciences: 615.230.3330 
Humanities: 615.230.3545 
Math & Science: 615.230-3261 
Nursing:  615.230.4760 
Social Science & Education – 615.230.3231 
 

4. ONLINE COURSES: Most online courses are provided a master shell.  Adjunct faculty are not 
allowed to delete content or change learning objectives.  Contact division chairs for questions. 
 

https://policies.tbr.edu/
https://www.volstate.edu/policies
https://www.volstate.edu/records
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5. EMAIL: Note the section on VSCC Email Policy, eLearn Email & Voice Mail.  Please note this 
section of the handbook explains proper means of communication with students. It is important 
to refer to the email policy, particularly the section on managing your official VSCC email 
account. 

 
6. REQUIRED TRAINING: All faculty must complete TBR, VSCC and other required training in a 

timely manner. Employment related training will be conducted through the Office of Human 
Resources or Information Technology department, academic unit or division.  Completion of 
required trainings will be considered as part of faculty members’ evaluations. The Human 
Resource Office will send out notification to complete the required human resource trainings 
and the deadlines associated with the trainings.  Completion of all mandatory human resource 
and college training is a condition of employment. 

 
7. PARKING DECALS: All employees, including adjunct faculty, and students MUST display a parking 

decal on their vehicle at all times. All employees must complete the Parking Permit Application 
by going to  Parking Permit to request a decal. 

  

https://www.volstate.edu/campuspolice/parking-decals
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COLLEGE MISSION STATEMENT 
Volunteer State Community College is a public, comprehensive community college offering associate 
degrees, certificates, continuing education, and service to our constituencies.  The College is committed 
to providing quality innovative educational programs; strengthening community and workforce 
partnerships; promoting diversity, and cultural awareness, and economic development; inspiring lifelong 
learning; and preparing students for successful careers, university transfer, and meaningful civic 
participation in a global society. 
 
 

COLLEGE STRATEGIC PLAN 
 
VSCC’s strategic plan is located on the College’s website.   

https://www.volstate.edu/sites/default/files/documents/research/Strategic%20Plan%202015-2025.pdf
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FOREWORD 
Welcome to Volunteer State Community College! 

 
 
Thank you for your decision to join the adjunct faculty at Volunteer State Community College.   We 
appreciate your willingness to become a part of the instructional program and look forward to 
working with you as a part of this team. 
 
This handbook is designed as a quick reference guide, but if you have further questions, those can be 
directed to your department chair or division dean. 
 
I wish you a successful year and hope that your teaching experience at Volunteer State is rewarding. 
Thanks again, and best wishes for a great academic year. 
 
Dr. Jennifer Brezina 
Vice President for Academic Affairs 
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VSCC & TBR POLICIES 
Throughout this Handbook particular subject matters may refer you to a VSCC policy for additional 
information. Said policies are located on the VSCC website and are specifically linked. Some subject 
matters may also reference TBR policies and/or guidelines.   
 

Approval of Institutional Policies and Procedures – VSCC Policy 1:01:00 
VSCC is required to follow TBR policies and guidelines by incorporating TBR policies into VSCC policies 
and procedures where appropriate. VSCC recognizes that faculty, staff, and students are essential 
members of the campus community and contribute to the progress of the College. The purpose of 
Approval of Institutional Policies and Procedures policy is to ensure that appropriate campus 
constituents participate in and make recommendation concerning the formation and revision of 
institutional policies and procedures.  

FACULTY RESOURCES 
Many faculty resources can be found on the Faculty and Staff Resources website. Resources include: 
 

Academic Catalog 
The Academic Catalog is the most up-to-date information relative to the admission and advisement of 
students, graduation requirements, and numerous academic-related procedures. The Catalog also 
includes a listing of course offerings/descriptions.   
 

Organizational Chart 
The VSCC organizational chart is maintained by the Office of Human Resources. 
 

Orientation of New Personnel 
A convocation for all personnel is held each fall before the term begins. In addition, a comprehensive 
orientation is provided to all new personnel by the Office of Human Resources. Said orientation covers 
the College’s general policies, procedures, and facilities, along with expectations of employees.  
 

Employee Directory and Listing in Catalog 
All VSCC employees are listed in the College Directory.  Faculty are encouraged to submit a picture for 
the Directory by uploading a photo through MyPhoto Upload.  Employees and their credentials are also 
listed in the Catalog. Faculty should ensure their information is accurate and notify the Office of Human 
Resources if there are any discrepancies.  
 

Required Training and Professional Development  
Adjunct faculty members must complete TBR, VSCC, and other required training in a timely manner. 
Some faculty-related training is conducted through the Offices of Human Resources and Information 
Technology (IT).  Some trainings are required annually. Completion of required trainings is considered 
part of a faculty member’s evaluation. 
 
The purpose of the VSCC faculty development program is to increase the College’s ability to achieve its 
mission while recognizing and supporting the professional needs of its faculty members. This objective is 
pursued in two areas: offering on-campus seminars and workshops and funding of appropriate off-
campus workshops and seminars. The needs of each individual are determined annually through the 

https://www.volstate.edu/policies
https://policies.tbr.edu/
https://www.volstate.edu/policies/approval-institutional-policies-and-procedures
https://www.volstate.edu/faculty-staff
https://catalog.volstate.edu/
https://www.volstate.edu/orgchart
https://www.volstate.edu/hr/new-employees
https://www.volstate.edu/directory
https://catalog.volstate.edu/content.php?catoid=33&navoid=1301
https://myphoto.volstate.edu/
https://www.volstate.edu/hr/training
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faculty evaluation process, and these needs are passed on by each unit head to the Office of Academic 
Affairs. 
 
The Teaching and Learning Center (TLC) organizes faculty professional development programming.  
Faculty may request funding from their divisions for individuals to attend professional conferences.   
 

Information Technology 
VSCC’s provides a reliable and comprehensive IT environment to enhance teaching, learning, and 
business operations while also providing excellent customer service. The Office of IT is committed to 
meeting the needs of all students and employees by equipping and supporting the VSCC community 
with quality resources in technology.    
 

IT Help Desk  
If you are experiencing issues logging in to your VSCC account, please change your password and unlock 
your account from the MyVolState Portal/Password Reset. Click the Change or activate your 
password link on the top left of the login page (you will need your V number and birthdate to do this).   
 

Teaching and Learning Center (TLC)  
The TLC is a faculty-driven initiative that was created to support the community of educators at all VSCC 
campuses. The TLC aims to create opportunities for faculty to collaborate and learn from each other, 
while showcasing the hard work and dedication faculty have for their craft. The TLC classroom is in 
Thigpen 224 and is equipped with some of the latest computer-related equipment and is available for 
trainings or faculty use Monday through Friday from 8:00 am to 4:30 pm and some evenings and 
weekends by appointment. The TLC classroom permits faculty members to learn, in a hands-on 
environment, the tools that can be used to incorporate technology into teaching and learning.  
 
The TLC advisory council coordinates a wide range of training and professional development sessions 
throughout the year to support faculty innovation and learning. Visit the TLC Professional Development 
calendar for details. 
 

Online Education  
All VSCC faculty members who teach online or hybrid courses are required to successfully complete an 
asynchronous online training course entitled eLearn Essentials within their first term of teaching. Failure 
to pass training by the end of the first term will disqualify the faculty member from teaching online or 
hybrid courses. Reach out to eLearn support (eLearn@volstate.edu) to request being registered in 
eLearn essentials. 
 

eLearn Success 
eLearn is the name for the VSCC course management system. It is a platform where connections are 
made between students, faculty, and course materials. This is where "online" courses happen. Hybrid 
and web-enhanced, and on-ground courses also utilize eLearn's administrative and interactive 
capabilities. eLearn allows for anytime, anywhere access to learning, including accessing course 
materials, collaborating online, engaging in course related activities in a single environment, and 
learning new technology skills 

 

https://libguides.volstate.edu/tlc
https://www.volstate.edu/it
https://volstate.teamdynamix.com/TDClient/1994/Portal/Home/?ID=99dae132-b1f7-455f-893e-e41e549b359e
https://libguides.volstate.edu/tlc/pd
https://libguides.volstate.edu/tlc/pd
https://libguides.volstate.edu/tlc/pd
https://www.volstate.edu/online/faculty-resources
eLearn@volstate.edu
https://www.volstate.edu/elearnsuccess


12 
 

Accessibility Guide 
Distributed Education and the Access Center teamed up to provide the Guide to Creating Accessible 
Electronic Materials. This guide provides faculty and course developers with the WCAG 2.0 web 
accessibility standards and supporting resources to help create accessible materials. This is a living 
document subject to change as browser and assistive technologies change. All guidelines must “pass” 
at the time of course review before a course will be approved. Visit the Access Center for additional 
faculty information about accessibility. 

 

Best Practices for Online Teaching 
The Best Practices for Online Teaching checklist is a compilation of best practices associated with 
teaching asynchronous online courses. For synchronous teaching, we recommend following the Best 
Practices for Virtual Teaching.  At a minimum, faculty teaching any online course should follow the 
First Day of Course Recommendations. 

 

First Day of Class Recommendations for Online Courses  
For faculty who have been given adequate notice of their course assignment, it is recommended that 
each LMS course shell include the following, as a minimum, by 8:00 am the first day of the term: 
instructor contact information, introductory announcement about the course, and course syllabus 
and/or course overview. For an asynchronous online course, faculty should have a first week 
assignment in order to verify student attendance, such as a syllabus quiz or introductory discussion 
post. For a synchronous or hybrid virtual course, faculty should have their first synchronous meeting 
information posted in the LMS. These are minimum standards, and faculty are encouraged to 
incorporate best practices as outlined in the Distributed Education Handbook. 

 

Standards for Online Course Development and Instruction 
VSCC is committed to high quality online and hybrid course design, and the systematic building and 
evaluating of model courses based on faculty-developed, research-based guidelines. The Guidelines 
for Online and Hybrid Course Design promote student engagement and success.  

 
Full-time faculty members who develop courses for their own use as they teach online or hybrid 
sections should follow the peer evaluation guidelines as practiced in their divisions and are 
responsible for following the established guidelines. Adjunct faculty are expected to use a copy of the 
approved model course as the basis of their instruction unless otherwise approved within their 
academic department. 

 

Distributed Education Handbook 
The Distributed Education Handbook provides information on important policies and procedures 
related to VSCC online and hybrid learning. The Distributed Education Handbook is a living document 
that is updated regularly to provide the most current and accurate information. Major sections of the 
handbook include an overview and history of VSCC Distributed Education, student support services 
information, administrative guidelines, and faculty support services information.  

 
Thigpen Library 
The Thigpen Library provides the resources and services needed to sustain an innovative and high-
quality learning environment for the College and its community of learners. 
 

https://www.volstate.edu/accessibility/guides
https://www.volstate.edu/disability
https://volstate.teamdynamix.com/TDClient/1994/Portal/KB/ArticleDet?ID=57823
https://volstate.teamdynamix.com/TDClient/1994/Portal/KB/ArticleDet?ID=118979
https://volstate.teamdynamix.com/TDClient/1994/Portal/KB/ArticleDet?ID=118979
https://volstate.teamdynamix.com/TDClient/1994/Portal/KB/ArticleDet?ID=56979
https://volstate.teamdynamix.com/TDClient/1994/Portal/KB/ArticleDet?ID=57201
https://volstate.teamdynamix.com/TDClient/1994/Portal/KB/ArticleDet?ID=57201
https://volstate.teamdynamix.com/TDClient/1994/Portal/KB/ArticleDet?ID=56979
https://www.volstate.edu/library
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Library Use and Services 
VSCC’s Thigpen Library supports the teaching and learning needs of the College through its services 
and resources that are delivered in-person and online 24/7. Thigpen Library provides in-person 
academic support services at the College locations in Gallatin (main library), Cookeville, Livingston, 
and Springfield. Research assistance is available via email, phone, web-conferencing, and 24/7 via the 
library’s chat and text services. Faculty can link to or promote the librarian-curated online research 
guides in their courses as they identify and provide instruction on the use of library resources as 
specific to disciplinary research needs and for citation styles. 

 
More than 100 databases provide access to teaching and learning materials (eBooks, articles, 
streaming videos that meet ADA accessibility requirements, audio files, and more). Pioneer Search, 
an all-in-one search discovery tool, incorporates the library’s online catalog and most database 
content for ease of finding online and physical materials. Thigpen Library in Gallatin delivers 
materials to the site locations or mails them to address distance education needs. Thigpen Library 
also participates in the Tennessee Academic Library Collaborative (TALC) which allows for in-person 
use of libraries at any Tennessee public institution of higher education. Interlibrary loan services 
allow students and faculty to obtain full text access to information resources from other libraries.  

 

Faculty Library Services 
Faculty library services are identified on the Library Services website. This website provides 
information about Interlibrary Loan, course reserves, how to recommend a purchase, copyright, fair 
use and open educational resources, reserving a faculty/staff laptop, technology available for check-
out, and more.  

 

Library Instruction 
When faculty assign a lesson that requires research, they can schedule literacy and library use 
instruction sessions for their courses. Library instruction is provided in the classroom or in a 
computer lab at all College locations. Online library services offer additional opportunities to 
integrate library instruction and research assistance into their courses.  

 

Marketing, Communications, and Media Services 
The Office of Marketing, Communications, and Media Services handles official communications, 
marketing, and public relations for the College. All VSCC faculty members are encouraged to seek 
preliminary marketing and communication consultation for programs and events through this office. 
Interviews with the media concerning College matters is also handled by the Office of Marketing, 
Communications, and Media Services. New articles, feature stories, and radio or television coverage 
initiated by College personnel must be cleared through the Director of Marketing, Communications, and 
Media Services.  
 

Institutional Effectiveness  
Using the framework of the Southern Association of Colleges and Schools Commission on Colleges 
(SACSCOC) accreditation requirements, the College has developed an institutional effectiveness process 
which annually defines and examines all aspects of the College's operation. The process is implemented 
under the umbrella of the College's mission and strategic plan and is designed to provide quality 
assurance that the College is fulfilling its mission.  
 

https://www.volstate.edu/library/contact
https://www.volstate.edu/library/guides
https://www.volstate.edu/library/guides
http://libguides.volstate.edu/citations
https://libguides.volstate.edu/az.php?
https://libguides.volstate.edu/c.php?g=328842&p=5420258
https://libguides.volstate.edu/c.php?g=328842&p=5420258
https://tbr.libguides.com/librarydeansdirectors/TALC
http://libguides.volstate.edu/circulation/ill
https://libguides.volstate.edu/faculty
https://libguides.volstate.edu/circulation/reserves
https://libguides.volstate.edu/copyright
https://libguides.volstate.edu/copyright
https://libguides.volstate.edu/instruction
https://libguides.volstate.edu/instruction
https://libguides.volstate.edu/instruction/online
https://www.volstate.edu/marketing-communications-media-services
https://www.volstate.edu/councils-and-committees/committee/institutional-effectiveness
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Student Success  
VSCC has developed a college success website as a resource for faculty to direct students who need 
additional help with IT assistance, eLearn issues, tutoring and computer labs. 
 

Early ALERTs   
Early ALERTS are an important retention initiative.  At the beginning of the third week of fall 
and spring semesters and continuing through final exam week, faculty have the opportunity to 
submit academic progress/early intervention ALERTS for students who may need assistance 
with academic issues, career goal uncertainties, absenteeism, and the like. ALERTS are sent to 
students with accompanying recommendations for improved class performance including 
tutoring, meeting with an advisor, working on study skills, or time management.  Students who 
receive an ALERT are then contacted by a professional staff member who offers assistance 
and/or suggests positive steps for academic success. Faculty are also encouraged to use ALERTs 
to submit kudos to students applauding their class performance.  Students who receive kudos 
are often encouraged, motivated, and empowered to continue being successful. The Early 
ALERTs system is accessible through the MyVolState Portal/Faculty Services/Faculty 
Services/Faculty and Advisors/Early ALERTs. For further information, please contact the 
Director of Advising. 
 
Access Center 
The Access Center has developed the Access Center Faculty Handbook in an effort to provide faculty 
with information about the services available on campus, disabilities in general, and applicable disability 
laws (Americans with Disabilities Act/Amendments Act).  Faculty should become familiar with said 
Handbook. 

 
Confidentiality of Student Records 
To comply with the Family Educational Records Protection Act (FERPA), VSCC has adopted policies 
to protect the privacy of its students. Student records may be released only after the Office of 
Records and Registration receives written authorization from the student to release personal 
identifiable information. All requests for student information, including requests from parents, 
should be referred to the Office of Records and Registration.  For additional information 
concerning confidentiality of student records and students’ rights to privacy refer to the Privacy 
Rights of Students and Confidentiality of Student Records section of the Student Handbook.  

 
Posting of Grades 
At the conclusion of each term, the Office of Records and Registration, via email, will send specific 
instructions and important deadlines for posting final grades. It is IMPORTANT that faculty observe all 
deadlines.  Failure to do so delays the processing of ALL grades.  Grades are posted using Self Service 
Banner (SSB) in the MyVolState Portal. After grading for the term has been completed, grades can only 
be changed by submitting a Grade Change Form (must be logged in to access) which is submitted 
through MyVolState Portal/Faculty Services.  Note: TNeCampus does not follow this process. Further 
information on Grade Changes and Grade Appeals is available in the Student Handbook.  
 

https://www.volstate.edu/collegesuccess
https://www.volstate.edu/access
https://www.volstate.edu/sites/default/files/documents/access/Access_Center_Faculty_Handbook.pdf
https://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html
https://www.volstate.edu/sites/default/files/documents/StudentHandbook.pdf
https://my.volstate.edu/employee-forms
https://www.volstate.edu/sites/default/files/documents/policies/student-services/III-15-06-Grade-Changes.pdf
https://www.volstate.edu/sites/default/files/documents/records/Grade-Appeal-Form.pdf
https://www.volstate.edu/sites/default/files/documents/StudentHandbook.pdf
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Grade Scale 
Grading, quality point, and grade point average information is available in the VSCC Catalog. Information 
outlining the Grading and Quality Point system followed by the college, can be found in the Catalog in 
the Grades & Quality Points section. VSCC uses the following grading scale: 
 
A   100-90% 
B   80-89% 
C   70-79% 
D   60-69% 
F 0-59% 
 
Each syllabus should have a grading section that includes both the grading scale, as well as the 

assignments or categories of assignments that will be used to determine the final grade. Examples might 

include things like exams, essays, group projects, or other assignments. Once these are noted in the 

syllabus, they should not be changed during the term. Major assignments or categories should not be 

added or subtracted from the syllabus.  The grade system you include in your syllabus is what will be 

used to calculate students’ final grades at the end of the term. Please check with your department 

chair/director to see if there are additional departmental assignment expectations for courses within 

the department.  

While course participation may be a component of the final grade, one should not grade based on 

attendance. Participation in course discussions, completion of in-course exercises, and other in-course 

activities can be included as part of a participation grade. However, faculty shall not make statements 

such as students who miss more than three course sessions will automatically fail the course, or your 

final grade will be lowered by 10% for each absence in excess of four should not be made. 

Course Syllabus  
The course syllabus is one of the basic documents to which students, faculty, and administrators refer to 
for specific course information. The syllabus not only communicates what students need to know 
about a course, it also protects faculty members in hearings and lawsuits. To prospective students, 
faculty, TBR staff, and accreditation teams, the syllabus forms the recognized record of what is 
conveyed in a course. 
 
A copy each syllabus must be given to the division office each term and must be ADA accessible. VSCC’s 
Accessibility Guide and syllabus templates are available on the accessibility website. Note: If a course is 
taught only by the part-time faculty, the division dean or department chair/director should be 
contacted about the development of the course outline. 
 

Course syllabi should include items 1-7 below. Number 8 is required language that must be included in 
every course syllabus. Providing a link to the eLearn posting of the required campus wide syllabus 
statements is also acceptable. Each student should have access to a copy of the course syllabus. 
Remember to change the date revised syllabi! 
 

1. Instructor name, campus office location, and phone number 
 

2. Course description: Use the catalog description plus other instructor details. 
 

https://www.volstate.edu/sites/default/files/documents/records/TranscriptKey.pdf
https://catalog.volstate.edu/content.php?catoid=33&navoid=1297
https://www.volstate.edu/accessibility/guides
https://www.volstate.edu/accessibility/syllabus
https://catalog.volstate.edu/content.php?catoid=33&navoid=1274
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3. Goals and outcomes: 
 
A. General education goals and outcomes, if applicable – See TBR’s General Education document 

for general education goals and outcomes. 
 

B. Course goals and outcomes established by the division. 
 

4. Course assessment techniques, assessment of general education goals/outcomes, and 
assessment of other goals/outcomes 
 

5. Instructor grading and participation policies based on college policies identified in the VSCC 
Catalog 
 

6. Topical outline (and/or dated schedule of readings and assignments) 
 

7. Additional suggested syllabus information: 
 

A. Textbook(s) for the course and special projects/assignments, and information on tests, 
exams, essays, etc. etc., 

 

B.   Information on service learning or work-based learning components if applicable, 
 

8. The following College policy statements apply to ALL courses. These statements are posted on 
the course homepage within eLearn. You may choose to direct students to the policy section 
of the course homepage or copy and paste these statements into your syllabus. 
 
A. Course Expectations: This syllabus sets forth the expectations for the course content, 

work, and grading as well as expectations for student performance and conduct. The 
information contained here is subject to change at any time.  Students will be notified if 
any changes are made. 
 

B. ADA: Students who have learning, psychological, physical, and/or other disabilities may be 
eligible for accommodations that provide equal access to educational programs and 
activities. It is the student’s responsibility to self-identify with t h e  VSCC Access Center 
to receive accommodations and services in accordance with Section 504 of The 
Rehabilitation Act and The Americans with Disabilities Act Amendments Act (ADA/AA).  
Students who provide appropriate documentation and who are registered in the Access 
Center will receive appropriate accommodations. For further information, please contact 
the Access Center at (615) 230-3472, or visit the office which is located in the Ramer 
Administration Building, room 143. 

 

C. Affirmative Action/Equal Opportunity: Volunteer State Community College, an AA/EEO 
employer, does not discriminate on the basis of race, color, religion, creed, ethnic or 
national origin, sex, sexual orientation, gender identity/expression, disability, age (as 
applicable), status as a covered veteran, genetic information, and any other category 
protected by federal or state civil rights law. 

 

https://www.tbr.edu/academics/general-education-core
https://elearn.volstate.edu/d2l/login
https://www.volstate.edu/access
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D. Title IX Policy: No person in the United States shall, on the basis of sex, be excluded from 
participation in, be denied the benefits of, or be subjected to discrimination under any 
education program or activity receiving Federal financial assistance. 

 

E. Financial Aid: Students who are receiving Title IV financial assistance (Pell Grant, Student 
Loan or SEOG Grant) must establish attendance in all courses or be subject to repay PART 
or ALL of the federal financial aid received for the term. To be marked as attending this 
course you must complete the attendance reporting requirements listed in the Get 
Started Here module. 

 

F. Inclement Weather:  

 

Hybrid and Classroom-Based Courses: During inclement weather, the decision for any 
Volunteer State Community College campus to be opened or closed will depend on the 
possible hazardous conditions in the different regions of the College’s service area. Campus 
closure information will be posted on the College website, and you can also sign up for text 
alerts. As relative hazards may vary within the eleven-county service area, students should 
not endanger their lives or safety by attempting to reach campus when their local road 
conditions prohibit safe travel.  The College expects that students will utilize the “honor” 
system in making the decision concerning whether or not to travel to campus based on 
possible local hazardous conditions, and in these situations individual students may be 
entitled to an excused absence which would provide the student the privilege of making up 
missed work.  

 

Online Courses: As an online course, this course is not normally affected by weather or 
school closures. Unless specifically stated otherwise, all due dates remain in effect even if 
campuses are closed. If you feel that there are special circumstances, you should contact 
the instructor. 

 
G. Last Day to Withdraw: You should not simply stop attending this course. The last day to 

withdraw each term is determined by the Registrar and posted in the Academic Calendar. 
You are encouraged to meet with your instructor and the office of Financial Aid prior to 
dropping a course. 

If you drop from the course during the first two weeks of the term, the course will not show 
up on your transcript and is not figured in your GPA. 

After the first two weeks, if you withdraw from the course by the withdrawal deadline, you 
will receive a W on your transcript. Withdrawals do not count toward your credits earned 
and are not figured in your GPA. 

If you stop attending course, have not earned a passing grade, and fail to withdraw by the 
deadline, you will receive a grade of F. F's do not count toward your credits earned and are 
calculated as a 0 in your GPA. 

 

https://www.volstate.edu/academic-calendar
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If you never attend this course and do not follow the College’s drop/withdraw procedures, 
you will remain on the course roster and receive a grade of F. F's do not count toward your 
credits earned and are calculated as a 0 in your GPA. 

 

H. Grade of Incomplete: The “I” (Incomplete) indicates that the student has not completed 
the requirements for the course during the term for extenuating and unavoidable 
circumstances. The mark of “I” will not be given unless the instructor is reasonably certain 
that it is possible for the student to complete the requirements for the course during the 
subsequent term and receive a passing grade. All work must be completed (or an extension 
of the “I” requested) by one week before the first day of final exams for the next term or 
the “I” will be converted to an F. 
 

I.  Academic Dishonesty and Cheating: The College's definitions and procedures related to 
academic integrity, plagiarism, cheating, and other forms of academic dishonesty or 
misconduct, are in full force in this course and are incorporated into this syllabus by 
reference to the Student Handbook (found on the College Web page) under "Student 
Resources." 
 
NOTE:  Only the enrolled student for the course may log into the course.  Allowing someone 
else to log into your course or logging into someone else’s course is considered to be 
academic misconduct and will result in the same responses as traditional classroom 
academic misconduct—failure for an assignment or failure for the course. 
 

J. Alerts: Throughout the term, alerts will be sent via email.  This is a way for professors to 
communicate with students about course progress. Students are required to email often 
and are encouraged to contact the professor if there are questions or doubts about the 
alert. 
 

Final Exam Schedule 
The final exam schedule is distributed early in the term and is available on the online.  Exams must be 
given at the specified times. It is helpful to post your exam schedule and the hours you will be available 
for helping students during exam week. 
 

Field Trip Procedures 
Student field trips can help serve an important role in experiential learning outside of the classroom, 
allowing for course-related experiences beyond the VSCC community. In order to promote the success 
and safety of all individuals involved with field trips, VSCC has established procedures and forms that are 
located in MyVolState Portal/Faculty Services/Academic Affairs Forms and Processes/Field Trip and 
Request and Authorization Form. 
 

ADDITIONAL ADJUNCT FACULTY INFORMATION 
Compensation 
VSCC fully embraces the importance of adjunct faculty as a part of the instructional team. 
Adjunct faculty must possess the equivalent credentials and qualifications of full-time faculty as 
established by the division and in compliance with all appropriate accrediting agencies.  Adjunct 

https://www.volstate.edu/students
https://www.volstate.edu/students
https://www.volstate.edu/finals
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faculty must submit original transcripts documenting appropriate credentials. Compensation will be 
withheld until transcripts are received.  
 
Adjunct faculty may teach a maximum of 12 credit hours (or equivalent) or 19 contact hours 
each term. Exceptions to this teaching load must be approved by the VPAA. Adjunct faculty 
appointments are for one term. No appointment is official until the proper contract is completed 
and approved by all appropriate parties. 
 
 

Adjunct Faculty Compensation Rates per Credit Hour  

Equivalent Credentials* Adjunct Rate  

Professor 
Doctorate in a relevant field and 12 years 
teaching and other related experience   

$775 

Associate Professor Master’s and 12 years relevant experience $725 

Assistant Professor 
Master’s and 6 years of experience, or 
relevant experience in career programs, or 
learning support programs 

$700 

Instructor 
Meet minimum criteria established and 
approved by the institution  

$650 

    *Please see VSCC Policy II:08:00, Faculty Credentialing Policy for further information. 
 

Under extenuating circumstances, variations in established compensation rates may be requested in 
writing and must be approved by the VPAA.  
 
Lab instructors may be paid on a contact hour basis with the rate to be determined. The 
determined rate cannot be above the assistant professor rate. Whenever feasible, course 
instructors should teach both lecture and lab portions of a course and be paid on the established 
term hour rate. 
 

Attendance   
If for some unforeseen reason a faculty member cannot meet for a scheduled class, the faculty member 
MUST notify the division office as early as possible.  This will allow the division office to make 
appropriate arrangements. If a faculty member knows in advance that they will miss a class, they should 
plan to have their class covered by another VSCC faculty member. Faculty must inform the division office 
if another faculty member is covering their class. 

 
Travel Stipend  
Adjunct faculty traveling more than 25 miles one-way to deliver instruction at a VSCC campus or 
instructional site may apply to receive a stipend for providing service to that site for miles in excess of 25 
miles one-way.  To qualify for this stipend, an adjunct faculty member must travel more than 25 miles 
one-way from their home or other site to the campus as documented by the shortest route on Google 
Maps.  The stipend must be recommended by the dean and approved by the VPAA no later than the end 
of week 1 of instruction for the term.  Upon approval, the adjunct faculty member will receive a stipend 
based on the federal standard mileage rate for all mileage over 50 miles round trip for each course 

https://www.volstate.edu/sites/default/files/documents/policies/academic-affairs/II-08-00-Faculty-Credentialing-Policy.pdf
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delivered at the site (or sites), up to a maximum of $600.00/term for two days/week of travel. Adjunct 
faculty with course assignments requiring additional days at a campus or other instructional site will 
receive an additional stipend for those days, following the calculation above. Adjunct faculty will not 
receive the stipend for days not traveling to the site (including closures).  The stipend will be processed 
and paid at the end of the term. No stipend will be paid without pre-approval of the VPAA before the 
end of the first week of instruction.  
 
Guest Lecturers 
If a guest lecturer is to be invited to the campus, it is the responsibility of the faculty member to 
notify the division office in which the course is being taught. 

 
Room Assignments 
When a room assignment has been made for a course, the assigned room is to be utilized. Should there 
be a problem with size, facilities, number of chairs, or other difficulties, the faculty member should notify 
the division office to determine if a change is possible.  If the room assignment is at an off-campus site, 
faculty should contact the offsite director. 

 
Recording Class Participation 
It is the responsibility of the instructor of record, to ensure that class rosters are correct and 
complete both at the beginning of the term and throughout. The College is required to confirm that 
a student has established participation in all their courses.  Errors on the final grade roster should be 
discussed with the Office of Records and Registration immediately upon discovery. 
 
Only those students who have enrolled and PAID or are receiving financial aid are eligible to attend 
your course.  It is IMPORTANT that you check student attendance against the CURRENT class roster 
during the first two weeks of the term. Check your current class rosters at the MyVolState Portal. 
Adds, drops, and withdrawals are immediately updated on this screen as students make changes to 
their class schedules.   If a student is attending class and the student's name is not on the class 
roster, refer the student to the Office of Records and Registration to determine why the name has 
been omitted.  Students are not allowed to re-enter class until his/her name is on the official, 
current roster.  IT IS THE RESPONSIBILITY OF FACULTY TO INFORM STUDENTS THAT THEIR NAME 
IS NOT ON THE ROSTER. 
 
It is important to note that students who are receiving financial aid funds will not receive those 
funds until they have been reported as participating in each course. A faculty member’s role in this 
process is to electronically report participation of each student in each of their courses. Outlined below 
are the steps faculty should follow to submit participation confirmation of all students. To ensure 
students are able to receive their financial aid funds, faculty need to “submit”, preferably at the end of 
each class as time allows, in order to confirm that the student has established attendance. 
 
Once attendance confirmation has been reported, faculty need to review their class roster daily until 
census date which consists of the first 14 days after classes begin. If new students were added to the 
class roster after your first class meeting, faculty are required to confirm their participation.  If any of 
the students who you originally marked as “N” have begun participating, you will need to change their 
original classification from “N” to a “Y” and remove the date from the “Last Date Attend” box.  PLEASE 
be mindful of the importance of participation reporting during the 14-day period leading up to the 
census date. 

http://www.volstate.edu/records
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If the student’s participation is not “confirmed”, this will delay or prevent some students from receiving 
their financial aid funds and purchasing their books. Step by step instructions for Reporting Attendance 
in Banner are located on the College’s website.  

 
Class Participation and Grade Record Retention 
Faculty are required to retain copies of class attendance and grade records for five years.  Upon the last 
day of working for VSCC, faculty are required to turn these records into their division office. 

 
Faculty Printing 
Copying equipment is located in each division office for both on- and off-campus faculty. Adjunct faculty 
members are urged to contact the division’s administrative associate in advance to permit  time  for 
duplicated  materials  to be prepared  in a timely manner, if needed.  As a last resort, copies may be 
made in the library. 

 
Student Printing  
WEPA is a print management solution that the College has implemented to reduce printing-related 
waste and costs. Currently enrolled students are provided a $17.50 printing credit at the beginning of 
each term.  This is the equivalent of 250 single sided pages (in black and white).  Once the credit is 
used, the student is required to pay for any additional printing.   

 
Supplies  
Supplies may be obtained by the division administrative associate or assistant or by the designated 
department chair/director. 

STUDENT RESOURCES 
Academic Fresh Start 
Academic Fresh Start allows eligible students to resume study without being penalized for poor grades 
in the past and starts the path of a new grade point average. To be considered eligible for an Academic 
Fresh Start, a student must: 

1. Have been separated from all regionally accredited collegiate institutions for at least four (4) 
consecutive calendar years immediately preceding the first term of enrollment as a transfer 
student or re-enrollment at VSCC 

2. Be admitted as a degree-seeing student at VSCC 
3. Complete the Academic Fresh Start application 

 

Registration 
Students register for classes online. Instructions are available on the Registration website. Registration 
dates for fall, spring, and summer terms are published in the Academic Calendar.  

 

Drop/Add Period  
A drop/add period is permitted to allow students an opportunity to make changes after meeting for 
their first class.  The drop/add/withdrawal form is available on the records and registration website.  

  

Adding Courses Post-Add Deadline 
After the add date has passed, requests to add a course must be approved by the appropriate division  

https://volstate.teamdynamix.com/TDClient/1994/Portal/KB/ArticleDet?ID=69198
https://volstate.teamdynamix.com/TDClient/1994/Portal/KB/ArticleDet?ID=69198
https://volstate.teamdynamix.com/TDClient/1994/Portal/KB/ArticleDet?ID=137498
https://www.volstate.edu/records/freshstart
https://dynamicforms.ngwebsolutions.com/Submit/Page?form=c9b6d9f0-03ba-4e66-bdbb-f665804f5313&section=511324&page=410818&token=fhFkA45smrk8NraYdMwHgmZeGxhZVIBKMTimTKzRs0c
https://www.volstate.edu/records/register
https://www.volstate.edu/sites/default/files/documents/advising/resources/How_to_Use_Schedule_Planner.pdf
https://www.volstate.edu/academic-calendar
https://www.volstate.edu/sites/default/files/documents/records/DropAdd.pdf
https://www.volstate.edu/advising/withdrawals
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dean or their designee. The division office will be responsible for communicating with faculty if 
permission to add late is approved.   
 

Course Withdrawals 
Students can withdraw from courses through the published last date to withdraw. The College 
procedure may require the permission of the instructor, department chair, or division dean.  Students 
who fail to follow official procedures for withdrawing from a course will receive the grade earned for the 
course and the grade will be calculated in the grade point average.  A student may be permitted to 
withdraw from a course(s) after the published last date to withdraw and still receive a "W" only if the 
student can present documented evidence of serious personal illness, death in the immediate family, or 
an employer-mandated transfer. Students will need to complete the Appeal for Late Withdrawal/Refund 
Form to request a late withdrawal. Students should contact the Office of Records and Registration if 
they have questions.  
 

Withdrawal f rom College 
Students wishing to withdraw from all of their courses are required to obtain a signature from an 
Advising Center representative, or other designated College official, beginning the eighth calendar day 
from the first day of course for a full fifteen-week session. Students enrolled in any course that is less 
than fifteen weeks will be required to obtain a signature from an Advising Center representative, or 
other designated College official, to drop or withdraw from all courses at the end of the drop/add 
period. For further information, please review the VSCC Policy III:15:02, Registration/Drop 
Add/Withdrawal.   
 
Middle College 
Sumner County Middle College is located on the VSCC Gallatin campus and is a collaboration between 
Sumner County Schools and VSCC. Middle College students are juniors and seniors in high school who 
are taking VSCC courses for dual credit. The program is designed to give students an opportunity to 
receive a high school diploma while earning credit toward a college degree or explore vocational and 
career options.  
 
Middle College students are not identified as such on the class roster. Please note that Middle College 
students require additional reporting requirements (numeric progress reports and final grades). The 
Middle College administrative assistant emails instructors of record said requirements after the term 
begins.  

ACADEMIC/PERSONNEL POLICIES AND PROCEDURES  
Academic Freedom and Responsibility – VSCC Policy II:01:06 
Fundamental to the proper functioning of a college is a healthy tradition of academic freedom. This 
freedom places upon faculty members certain obligations to their colleagues, to the college, and to the 
state which guarantees this freedom. VSCC grants to faculty members a full measure of academic 
freedom. This freedom demands behavior reflecting the highest measure of professional standards and 
personal responsibility, and it does not exempt faculty from evaluation of their qualifications for 
continued employment.   
 

Faculty Promotion – VSCC Policy II:01:01 
VSCC makes promotions objectively, equitably, impartially, and as recognition of merit consistent with  
policy guidelines.  

https://www.volstate.edu/sites/default/files/documents/advising/resources/drop_withdraw_classes.pdf
https://www.volstate.edu/sites/default/files/documents/records/Grade-Appeal-Form.pdf
https://www.volstate.edu/sites/default/files/documents/records/Grade-Appeal-Form.pdf
http://www.volstate.edu/records
https://www.volstate.edu/sites/default/files/documents/policies/student-services/III-15-02-Drop-Add-Withdraw.pdf
https://www.volstate.edu/sites/default/files/documents/policies/student-services/III-15-02-Drop-Add-Withdraw.pdf
https://www.volstate.edu/middlecollege
https://www.volstate.edu/sites/default/files/documents/policies/academic-affairs/II-01-06-Academic-Freedom-Responsibility.pdf
https://www.volstate.edu/sites/default/files/documents/policies/academic-affairs/II-01-01-Faculty-Promotion.pdf
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Faculty Appointments – VSCC Policy II:01:07 
VSCC makes temporary, term, tenure-track, and tenured faculty appointments.   
 

Employment Classification – VSCC Policy V:01:03 
VSCC has standard definitions for employee categories and classifications. 
 

Faculty Credentialing Requirements and Procedures – VSCC Policy II:08:00 
VSSC guarantees that only appropriately credentialed individuals serve on the faculty. The credentialing 
process is maintained by the Office of Academic Affairs and the respective academic divisions. 
 

Faculty Evaluation Process for Academic Affairs – VSCC Policy – II:01:02 
The faculty evaluation process is predicated on the fact that teaching is the highest priority for VSCC 
faculty.  
 

Student Course Evaluations 
EvaluationKit is the software used to conduct VSCC student course evaluations. Students are contacted 
via email with a link to complete the course evaluations. Faculty are contacted via an email from 
surveys@volstate.edu with information on the process for course evaluations and the dates and 
percentage of responses for their students.  Faculty are highly encouraged to take the time in each course 
to have students conduct the evaluations via computer, notepad, or phone. Online instructors are asked 
to send reminders to students to encourage completion of the evaluations. Faculty and administrators 
will receive an email and a link to view results when the course evaluation period has ended. EvaluationKit 
access is found on the eLearn homepage and faculty at any time can view past and current results which 
will be necessary for the promotion and tenure process.  
 

Class Size 
VSCC maximum course enrollments are determined by the department/division in which courses are 
offered with advice from the faculty teaching the discipline. Class sizes vary according to the nature of 
the subject and/or size of the teaching facility. Distributed Education class size maximums should not 
exceed acceptable class maximum standards for traditional equivalent class. Online courses should have 
a maximum of 25 students. The minimum enrollment required for a course to be taught is made by the 
VPAA each term. The minimum enrollment required will be applied to all courses regardless of the type 
of delivery. Class size will be determined for load purposes on the official census date of the session of 
the term.  
 

Credit Hour Definition  
In accord with federal regulations (34 CPR Part 600.2), VSCC defines a credit hour as the minimum 
amount of work represented in intended learning outcomes and verified by evidence of student 
achievement that is an institutionally established equivalency that approximates: 
 

1. Not less than one hour of classroom or direct faculty instruction and a minimum of two hours 
out of class student work each week for approximately fifteen weeks for one semester or 
trimester hour of credit, or ten to twelve weeks for one quarter hour of credit, or the equivalent 
amount of work over a different amount of time, or  
 

https://www.volstate.edu/sites/default/files/documents/policies/academic-affairs/II-01-07-Faculty-Appointments.pdf
https://www.volstate.edu/sites/default/files/documents/policies/human-resources/V-01-03-Employment-Classification.pdf
https://www.volstate.edu/sites/default/files/documents/policies/academic-affairs/II-08-00-Faculty-Credentialing-Policy.pdf
https://www.volstate.edu/sites/default/files/documents/policies/academic-affairs/II-01-02-Faculty-Evaluation-Process-for-Academic-Affairs.pdf
mailto:surveys@volstate.edu
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2. At least an equivalent amount of work as required outlined in item 1 above for other academic 
activities as established by the institution including laboratory work, internships, practica, studio 
work, and other academic work leading to the award of credit hours. 

 
Intellectual Property/Patents and Copyrights – VSCC Policy V:01:06  
VSCC provides guidelines to protect the interests of the public, of individual creators of novel concepts, 
inventions, and materials, and of sponsorships of research and scholarship.  
 

Distance Education – TBR Policy 2.05.00.00 
TBR has established criteria and processes for the delivery of distance education programs and courses. 
 

Days of Administrative Closing – VSCC Policy V:02:14 
If VSCC needs to close due to inclement weather for the day or part of the day, radio and television 
stations will be notified. Students should be aware that these stations do not ordinarily announce if a 
school is open, but only if a school is closed. For the most accurate information, students and employees 
should check the College website  or listen to the College radio station, WVCP (88.5 FM). In addition, it is 
advised that students and employees sign up for VSCC emergency communication alerts (RAVE). The 
RAVE system sends emergency communication texts and emails to registered individuals.  
 
When possible, closures will be communicated by 6:00 am on the day of the closing. Information 
concerning evening classes will be communicated by 3:00 pm on any day of the cancellation. It is not 
necessary for students to inform teachers in advance of absences due to inclement weather. When local 
county schools are closed due to inclement weather, dual enrollment classes will not meet at the public 
high schools. Closings at private schools are announced individually on local television and radio 
stations. 
 
Should the College open late due to inclement weather; classes will meet at the regularly scheduled 
time throughout the day. For example, if the College opens at 10:00 am, the regularly scheduled 10:00 
class will be the first class to meet for the day. 
 
In the event of inclement weather, students should not endanger their lives or safety by attempting to 
reach campus when their local road conditions prohibit safe travel. The College expects that students 
will utilize the honor system in making the decision on whether or not to travel to campus based on 
possible local hazardous conditions. In these situations, individual students may be entitled to an 
excused absence which would provide the student the privilege of making up missed work. Relative 
hazards may vary within the eleven-county service area and the decision for any VSCC campus to be 
opened or closed will depend on the possible hazardous conditions in the different regions of the 
college’s service area. 
 
In the event of inclement weather when the College remains open, all faculty, administrators, and staff 
are expected to make every reasonable effort to maintain their regular work schedules but are advised 
to avoid undue risks in traveling. Employees who anticipate arriving late or not arriving to work at all 
should notify their immediate supervisors. Employees will have the option of charging their time off to 
annual leave or leave without pay; or, with approval, they may make up their lost work hours. 
Students will be responsible for any academic work which they missed due to absences caused by 
severe weather conditions. It is the individual student's responsibility to take the initiative to make up 
any coursework missed. 

https://www.volstate.edu/sites/default/files/documents/policies/human-resources/V-01-06-Intellectual-Property.pdf
https://policies.tbr.edu/policies/distance-education
https://www.volstate.edu/sites/default/files/documents/policies/human-resources/V-02-14-Days-of-Administrative-Closing.pdf
https://www.volstate.edu/
https://www.getrave.com/login/volstate
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Sex Discrimination, Harassment and Misconduct 
All students and employees are to be knowledgeable of the following policies and guidelines concerning 
sex discrimination, harassment, and misconduct:   
 

General Prohibition Against Discrimination, Harassment, and Sexual Misconduct – VSCC Policy 
VIII:01:00 
 
Sex Discrimination, Sexual Harassment or Sexual Misconduct – VSCC Policy VIII:02:00/TBR Policy 
6.01.00.00 
 
Sex Discrimination and Sexual Harassment -- VSCC Policy VIII:03:00/TBR Policy 6.02.00.00 
 
Discrimination and Harassment – Complaint and Investigation Procedure -- VSCC Policy 
VIII:04:00/TBR Policy P-080 
 
Sexual Misconduct -- VSCC Policy VIII:05:00/TBR Policy 6.03.00.00) 
 

Firearms and Other Weapons – VSCC Policy IX:01:00 
VSCC is committed to maintaining a safe educational and working environment for students and 
employees and has established rules for possessing and carrying firearms and other weapons on VSCC 
property.  

 
VSCC Email Policy, eLearn Email and Voice Mail  
Email is the official form of college communication. Adjunct faculty are encouraged to utilize email and 
other technical enhancements to communicate regularly with students. All adjunct faculty are provided 
an official VSCC email account. The VSCC email account and eLearn email accounts are to be the only 
accounts to be used for communication with students and for administrative purposes. Home or other 
email accounts should not be used. Your main division phone number may be used for students to leave 
messages.  Contact your division office for that specific number.  
 
Faculty members are expected to be familiar with and abide by all computer use policies including the 
email policy (VSCC Policy VII:01:24). The purpose of the email policy is, in part, to establish a standard 
for email use, mailbox size, and email purges. It is also a guide to the successful management of this 
valuable tool. Faculty are required to manage their individual email accounts according to the policy.  
Failure to do so may be included in the performance evaluation.    
 

Student Conduct and Disciplinary Sanctions – VSCC Policy III:00:05 
Academic misconduct is outlined in the Student Conduct and Discipline Standards policy. Said policy 
includes information on disciplinary hearing procedures, academic misconduct, and traffic and parking 
regulations applicable to the College.  
 
VSCC defines academic misconduct as any action or attempted action designed to provide an unfair 
academic advantage for oneself or others. This includes a wide variety of behaviors such as plagiarism, 
cheating, fabrication, and other academic dishonesty. Faculty who assign a grade penalty due to 
academic misconduct must notify the student in writing through eLearn or email of the finding of 
academic misconduct, the basis thereof, the academic discipline imposed, and the appeal process within 

https://www.volstate.edu/sites/default/files/documents/policies/sexual-misconduct/PR-VSCC-VIII.01.00-General-Prohibition-Against-Discrimination.pdf
https://www.volstate.edu/sites/default/files/documents/policies/sexual-misconduct/PR-VSCC-VIII.01.00-General-Prohibition-Against-Discrimination.pdf
https://policies.tbr.edu/policies/sex-discrimination-sexual-harassment-or-sexual-misconduct
https://policies.tbr.edu/policies/sex-discrimination-sexual-harassment-or-sexual-misconduct
https://policies.tbr.edu/policies/sex-discrimination-and-sexual-harassment-0
https://policies.tbr.edu/guidelines/discrimination-harassment-complaint-investigation-procedure
https://policies.tbr.edu/policies/sexual-misconduct
https://www.volstate.edu/sites/default/files/documents/policies/firearms-and-other-weapons/IX-01-00-Firearms-and-Other-Weapons.pdf
https://www.volstate.edu/sites/default/files/documents/policies/information-technology/VII-01-24-Email-Policy.pdf
https://www.volstate.edu/sites/default/files/documents/policies/student-services/III-00-05-Student-Conduct-Disciplinary-Sanctions.pdf
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five calendar days. Instructions and templates are available on MyVolState Portal/Faculty 
Services/Academic Misconduct Forms and Processes. 
 

Student Complaint Procedures – VSCC Policy III:00:06 
All student complaints must be addressed. The purpose of this policy is to identify and define types of 
student complaints and outline the procedures a student must follow to file a complaint.  The Student 
Complaint Form is located on the VSCC website.  
 

TEACHING STRATEGIES 
Service-Learning 
Service-learning is a teaching and learning strategy that integrates meaningful community service with 
instruction and reflection to enrich the learning experience, teach civic responsibility, and strengthen 
communities. Curriculum includes structured field-based experiential learning alongside community 
partners, which reinforces course learning outcomes. Within the TBR System, credit-bearing service-
learning designated courses are incorporated into general education, college core requirements, or a 
degree program.  It is the faculty member's responsibility to report courses that include service-learning 
to their division for tracking purposes in Banner. Any service-learning components should be included in 
course syllabi. Faculty have access to forums, conferences, and professional development workshops 
through the College’s membership in the Tennessee Service-Learning Consortium (TN-SLC).  

 
High Impact Practices (HIPs) 
HIPs are evidence-based teaching and learning practices that have been widely tested and shown to be 
beneficial for college students from many backgrounds.  Characteristics of high impact activities include 
setting appropriately high student expectations, interaction with faculty and peers about substantive 
matters, experiences with diversity, frequent feedback, reflection and integrative learning, real-world 
applications, and demonstrated competence.  
 

HIPs support the work of the Drive to 55 initiative by connecting existing teaching and learning 
initiatives through intentional course design and data collection. The integration of HIP activities into the 
curricular and co-curricular milieu of TBR colleges results in the matriculation of more globally aware, 
solution-oriented, and workforce-ready students.  
 
The TLC provides faculty with resources to assist in the development, implementation, and evaluation of 
VSCC HIPs. Visit the TLC High Impact Practices resources. 

 
Work-Based Learning (WBL) 
WBL represents credit-bearing experience that integrate knowledge and theory learned in the classroom 
with practical application and skills development in a professional setting. Internships, practicums, 
clinicals, co-ops, and similar experiences are integrated with classroom learning.  

STUDENT SERVICES 
The Division of Student Services provides a variety of services and sponsors many activities which are 
designed to facilitate the personal growth and development of students and to support the instructional 
programs of the College. Services and activities specifically offered for prospective and new students 
include admissions counseling, educational planning, placement testing, and advising. Other student 

https://www.volstate.edu/sites/default/files/documents/policies/student-services/III-00-06-Student-Complaint-Procedures.pdf
https://www.volstate.edu/students/complaint-form
https://www.volstate.edu/students/complaint-form
https://www.volstate.edu/servicelearning
https://www.tbr.edu/student-success/tennessee-service-learning-consortium
https://driveto55.org/
https://libguides.volstate.edu/tlc/hip
https://www.volstate.edu/workforce/work-based-learning
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services and activities include, but are not limited to, scheduling assistance for registration, career 
counseling, tutorial assistance, financial aid, and intramural sports. 
 
The following offices and services fall under Student Services: 
 

Admissions  
Admission advisors are available to assist new students with the application process and answer any 
questions students may have regarding the process that leads to registration.   
 

Office of Adult Learners and Veterans Affairs (ALVA) 
ALVA provides assistance and guidance to adult students, veterans, and military-affiliated students by 
supporting their college success.  ALVA provides guidance on the admissions process, academic advising, 
veterans benefits, local career center benefits, and basic college processes. Additional information for 
adult learners and military-affiliated students is available on the College’s website.  
 

Student Advising 
Students who have not declared a major or who are not seeking a degree or certificate (but wish to 
enroll in credit classes) are assigned to a full-time advisor from the Advising Center.  Students who have 
declared a major are assigned to a faculty advisor or professional advisor. The Advising Center also 
screens all transfer and transient students to ensure required Learning Support assessment occurs. 
Students should make an appointment to meet with their assigned advisor every term before 
registering.   
 

Athletics  
The VSCC intercollegiate athletic program includes men's and women's basketball teams, a men's 
baseball team, and women's softball. These teams compete with teams from other institutions of the 
same intercollegiate level as VSCC. Athletes must meet the eligibility requirements of the National Junior 
College Athletic Association and the Tennessee Community College Athletic Association. 
 

Career Services  
Career Services assists students in understanding how their academic experiences can be utilized and 
transferred to the types of career activities they may undertake for a lifetime. Career Services provides a 
bridge between the student, the academic process and the world of work and  offers modules focuses 
on career fair success, social media in your job search, resume basics, interview skills, and more. 
 

Access Center 
The Access Center aids students with qualifying disabilities by offering classroom accommodations, 
testing accommodations, and mentoring. Based on diagnosed disability and supporting documentation, 
accommodations that students may receive include mentoring, note taking assistance, testing 
accommodations, alternate format textbooks, orientation to adaptive technology, interpreting for 
students with hearing impairments, assisted listening devices, and braille materials. 
 

Diversity & Inclusion  
The Office of Diversity and Inclusion provides cultural awareness through programming and activities for 
the VSCC community. The office also provides a variety of training to address diversity and inclusion. 
Collaborating with employees, students, and student organizations; this unit offers co-curricular 

https://www.volstate.edu/admissions
https://www.volstate.edu/adult-learners
https://www.volstate.edu/military
https://www.volstate.edu/advising
https://volstatepioneers.com/landing/index
https://www.njcaa.org/landing/index
https://www.njcaa.org/landing/index
https://www.tjccaa.com/landing/index
https://www.volstate.edu/career-services
https://www.volstate.edu/sites/default/files/documents/careerplacement/Career%20fair%20success2015.pdf
https://www.volstate.edu/sites/default/files/documents/careerplacement/SOCIAL%20MEDIA%20IN%20YOUR%20JOB%20SEARCH2015.pdf
https://www.volstate.edu/sites/default/files/documents/careerplacement/Resume%20basics20171.pdf
https://www.volstate.edu/sites/default/files/documents/careerplacement/INTERVIEW%20SKILLS1003171.pdf
https://www.volstate.edu/access
https://www.volstate.edu/diversity-and-inclusion
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programming to support understanding about diversity and inclusion within the College’s mission and 
strategic priorities.  
 

Financial Aid  
The Office of Financial Aid is located on the Gallatin Campus and provides assistance with the various 
student financial aid programs, including federal, state, and institutional grants, loans, work-study and 
scholarships. 
 

Records and Registration 
The Office of Records and Registration assists with a variety of services, including transcripts, enrollment 
verification, dropping or adding courses, grade appeals, transcript evaluations, graduation, and 
international student services.  
 

Student Engagement and Support 
The Office of Student Engagement and Support is responsible for engaging and supporting students as 
they navigate their higher education experience academically, socially, and personally.  Student success 
through engagement and leadership is the primary focus of this office; collaborating with faculty and 
staff to promote a more well-rounded student is also a very integral focus.  
 

Testing Center 
Testing services are provided by the College through the Testing Center on the Gallatin campus, as well 
as at the Cookeville, Livingston, and Springfield campuses. The Testing Center administers placement 
tests for students who have applied for admission to VSCC, along with English for Speakers of Other 
Languages (ESOL) testing. Additionally, the Testing Center also administers foreign language placement 
tests in French and Spanish, the Computer Competency Exam (CCE), graduate exit exams, make-up 
exams for college faculty, and career counseling assessments (Strong Interest Inventory and Myers 
Briggs Type Indicator). The Testing Center also proctors online and correspondence exams for students 
enrolled at other colleges and universities, and it serves as an official testing center for the ACT National, 
the College Level Examination Program (CLEP), the High School Equivalency Test (HiSET), Microsoft 
Office Specialist certification exams, and the International Codes Council (ICC) Southern Building 
Codes exam.   
 

TRIO Student Support Services  
The VSCC TRIO SSS program is a federally funded program through the US Department of Education. The 
main objective of this program is to provide eligible students increased educational opportunities in 
order to promote academic success. Participation requirements are available on the TRIO website. 
Services provided by TRIO SSS include a Start-to-Finish Seminar, academic advising, graduation planning, 
career counseling, financial literacy, tutoring, mentoring, goal setting, laptop check-out, digital 
recorder/calculator check-out, priority registration, and 4-year college transfer assistance. 
 

BUSINESS AND FINANCE  
Business Office 
The Business Office assists students and parents with student account information, payment of fees, and 
assists employees with travel reimbursements, vendor payments, budget transfers and other related 
questions.  
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Campus Bookstore 
The campus bookstore offers textbooks, supplies, and VSCC apparel. Textbook desk copies for instructors 
should be obtained from the division office and not the bookstore.   

CAMPUS POLICE 
Emergency Procedures 
A goal of the VSCC Campus Police is to ensure there is maximum safety and minimal property loss from 
critical incidences. A crisis or potential crisis situation may arise on any day and at any time. Since 
emergencies may be sudden and without warning, the campus community is encouraged to frequently 
review the emergency procedures documentation  located on the Campus Police website. 
 

Campus Safety Escorts 
For safety and security purposes, the VSCC Campus Police Department provides campus safety escorts 
whereby an individual can be escorted from one on-campus location to their desired on-campus 
destination. In order to obtain an escort, individuals should contact the Campus Police Department. An 
escort is available to students, employees, and guests while they are on VSCC campuses.  No escorts will 
be made off-campus unless an emergency or special circumstance exists.  
 

Missing Property 
If College- or state-owned property is stolen or misplaced at any College location, an employee should call 
the Campus Police as soon as possible. The Campus Police will fill out a Safety and Security Incident Report 
and will file a copy of this report in the Campus Police Department and forward a copy to the vice president 
for business and finance and possibly TBR and the State Comptroller. 
 

Parking 
All VSCC employees and students must display a VSCC parking decal on their vehicle. Failure to display 
this decal may result in a citation and fine.  The parking decal is to be placed on the outside rear window 
in the bottom left corner on the driver’s side.  

ENVIRONMENTAL HEALTH AND SAFETY 
Guidelines for Notification of Communicable Diseases 
VSCC recognizes the implications that the spread of a communicable disease can have on the health, 
safety, and welfare of the campus community. Measures are taken daily, by VSCC custodial staff, to help 
prevent the spread of the common cold, flu, and other routine communicable diseases. On occasion, 
VSCC students or employees may contract a communicable disease that is more severe in nature. In 
these instances, timely notification is imperative. Persons who know, or have reason to believe, they are 
infected with a serious communicable disease that can be spread through casual contact and can impact 
the health and safety of VSCC students, employees, or visitors, should notify the appropriate College 
personnel by following the guidelines below. 
 

STUDENTS who know, or have reason to believe, that they are infected with a serious communicable 
disease should immediately report it to the vice president of student services.  If the vice president for 
student services is unavailable, they should report it to the assistant vice president for student services.  
If offices are closed, they should report it to the Campus Police Department. 
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EMPLOYEES who know, or have reason to believe, that they are infected with a serious 
communicable disease should immediately report it to the manager of environmental, health, and 
safety/custodial services. If the manager of environmental, health, and safety/custodial services is 
unavailable, they should report it to the vice president of human resources.  If offices are closed, they 
should report it to the Campus Police Department. Employees should also inform their supervisor or 
department chair/director. The manager of environmental, health, and safety/custodial services is 
responsible for notifying the Sumner County Health Department (as required) and the appropriate 
campus officials.  The College will follow the recommendations provided by the Sumner County 
Health Department. In the event a campus notification is necessary, Public Relations should be 
notified so that they may assist in the communication process. 

 
College employees who become aware of a student or an employee who has contracted a serious 
communicable disease that can be spread through casual contact must contact the appropriate 
personnel, with that information. Students or employees who have been diagnosed with a serious 
communicable disease must submit a doctor’s release before being allowed to return to school or 
work. Confidentiality of personal information, including medical information and the name of the 
individual, must be fully respected to the extent possible. Such information shall be disclosed only on 
a need-to-know basis.  


