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A Message from the Department of Safety and  Security  

On behalf of the College Safety and Security Department, it is my pleasure to 

welcome you to Haywood Community College (HCC).  I want to thank you for taking 

the time to review our Annual Safety and Security Report.   

Our department is committed to providing a safe and secure learning environment 

for our faculty, staff, students, and visitors. The following information is designed  to 

provide you with guidance, answers to common questions and help to ensure your 

safety and security while at HCC.  

A truly safe campus can only be achieved through the cooperation of all individuals 

on campus. I hope you will use this inform ation to bec ome our partners in 

preventing crime. While our officers actively work to control crime, members of our 

campus community can help by always being alert, by taking notice of details if you 

ever witness criminal activity and by reporting that information imm ediately to 

College Security staff.  

Our goal is to provide a safe learning environment. By working together, we can 

achieve that goal. I encourage you to get to know us. If you have questions by all 

means, don't hesitate to ask or just say "hello" to us a s you see us on campus.  

Sgd Bnkkdfdr k`sdrs bqhld rs`shrshbr `qd `u`hk`akd sn sgd otakhb- GBB bqhld rs`sr `qd

available on our website.  

Misty G reenarch Massingale 

Campus Safety Officer, Campus Development  

Haywood Community College  
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Introduction  

Haywood Community College Safety & Security Department prepares this report in 

compliance with the Jeanne Clery Disclosure of Campus Security Policy and Crime 

Statistic Act (Clery Act). This report is designed to provide you with important 

information abou t your safety and security by providing you with statistics about 

crime that occurs on campus. These statistics include crimes reported to Campus 

Security Department, Student Services, and crime information requested from local 

law enforcement agencies in reference to crimes committed near our campus and 

non-campus properties that are reported directly to other law enforcement agencies.  

All reports are taken seriously and are investigated. Action will be taken for all 

violations of the Student Code of Condu ct. 

 

Timely Warnings  

In an effort to provide timely notice to the campus community in the event a crime 

may pose a serious or ongoing threat to a member or members of the campus 

community, the campus will issue a timely warning and post the warning through 

the campus email to all students, staff, and faculty.  

The purpose of these timely warnings is to notify the campus community of the 

incident and to provide information that may enable community members to protect 

themselves from similar incidents. A timely warning will be decided by case 

depending on  all the facts surrounding a crime, including factors such as the nature 

of the crime, the continuing danger  or threat of danger  to the campus community, 

and the possible risk of compromising law enforcement efforts. Haywood 

Community College  may decide not to issue a timely warning if the suspect is in 

custody  or other facts indicate that a  danger has passed and it is unlikely to 

reappear; or the timely warning w ould likely identify the victim; a  report is not filed 

or campus hr mns mnshehdc hm ` l`mmdq sg`s vntkc `kknv enq ` ®shldkx¯ warning.  

Haywood Community College may, in some circumstances, issue safety message. 

When a situation is not an emergency or does not pose an immediate threat to the 

campus community, but is of significant interest to campus, the college may issue an 

informational message in the form of a Safety Message . The intent is to make the 

campus community aware by providing information about a situation such as a 

crime or series of crimes that has been committed off campus, the potential for 

inclement weather, flooding, or a major utility disruption. In these sit uations, the 

College communicates by sending a campus -wide email message to students, staff, 

and faculty to keep the campus community informed. Anyone with information 

regarding criminal activity or information that could warrant a timely warning 

should re port the circumstances to Campus Security immediately by phone at 

828.734.5410. 
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Emergency Notification  

In the event of an Emergency Situation or an event that poses an immediate threat, 
HCC will immediately initiate our mass notification system.  

All studen ts and employees are encouraged to sign up for alerts  

Please follow the steps below to begin receiving emergency notifications.  
1. You will need to request a new password by going to the Forgotten Password 

page and entering your @haywood.edu email address: 
https://haywood.regroup.com/passwords/new  

 You will be sent an email to your @haywood.edu email address with a link to 
 click that will take you a webpage to set your password. Click on the link sent 
 to you and follow the instructions to set your password.   This is only your 
 Regroup password.  
 

2. After your password is set you will be taken to your preferences page. From 
there you can add phone numbers to receive voice and/or text alerts and you 
can add additional email addresses to receive email alerts to as well.  
Be sure to add your desk phone to receive voice notifications and your cell 
phone for both voice and text notifications.   Your college email address is the 
default address, but you can add per sonal addresses. 

 

3. At any time you can access your Emergency Notification Settings again by 
clicking the Emergency Notifications link on login.haywood.edu  or by going 
to haywood.regroup.com  

https://haywood.regroup.com/passwords/new
http://login.haywood.edu/
http://haywood.regroup.com/
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Haywood Community College Security Mission Statement  
 

The Mission of HCC Security Department is to provide a safe educational 

environment for faculty, staff, students, and visitors. Certified by the State of North 

Carolina Private Prote ctive Service under (pursuant to N.C.G.S. 74C), it is the duty of 

GBBr Rdbtqhsx Neehbdqr sn dmenqbd Bnkkdfd Qtkdr+ Qdftk`shnmr+ `mc r`edsx onkhbhdr9 sn

work closely with local law enforcement to enforce local, state, and federal laws on 

campus; and to mai ntain an open line of communication with county -wide 

emergency agencies. 

Security Officers are trained first responders in the event of a campus emergency, 

including:  

 ° @bbhcdmsr(motor  vehicle and/or personal)  

 ° Ehqd 

 ° Ldchb`k Dldqfdmbhdr 

 ° BhuhkDisorder  

 ° M`stq`k Chr`rsdqr 

Officers are in constant communication with county -wide emergency agencies.  

The Security Office is located in the Campus Services  Building  

(3500 Building) in room 3517 . 

Hours : Monday ± Friday 6:00 AM ± 12:00 AM; Saturday and Sunday± 8:00 AM ± 

8:00 PM 

Security Phone: (828) 627-4514; Cell phone: (828) 734-5410  

As part of our security staff we have School  Resource Officers who are Haywood 

Bntmsx Rgdqheer Neehbd Cdotshdr- 

School  Resource Officer (Cell ): (828) 593-8477 

Email:  security@haywood.edu , aro-officers@haywood.edu   

 
 

Partners in Law Enforcement:  
 
G`xvnnc Bntmsx Rgdqheer Neehbd  828.452.6666 
Clyde Police Department    828.627.2940 
Waynesville Police Department   828.456.5363 

 

mailto:security@haywood.edu
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2016 Campus Safety and Security Survey  
Institution: Haywood Community College  
 
Haywood Community College does not provide On -campus Student Housing Facilities. 

Haywood Community College does have noncampus buildings and properties. Haywood 

Community College g`r bnlahmdc rs`shrshbr vhsg sgd G`xvnnc Bntmsx Rgdqheer Neehbd sn

complete this report.  

 

Criminal Offenses ± On Campus 

Criminal Offense  2013 2014 2015 

Murder/Non -negligent M anslaughter 0 0 0 
Negligent Manslaughter  0 0 0 
Sex Offenses ± Forcible  0 0 0 
Rape  0 1 
Fondling   0 0 
Sex Offenses ± Non-Forcible  0 0 0 
Incest 0 0 0 
Statutory Rape 0 0 0 
Robbery 0 0 0 
Aggravated Assault  0 0 0 

Burglary  0 0 0 
Motor Vehicle Theft  0 0 0 
Arson  0 0 0 

 

 

Criminal Offenses ± Non Campus 

Criminal Offense  2013 2014 2015 

Murder/Non -negligent M anslaughter 0 0 0 
Negligent Manslaughter  0 0 0 
Sex Offenses ± Forcible  0 0 0 
Rape  0 0 

Fondling   0 0 
Sex Offenses ± Non-Forcible  0 0 0 
Incest 0 0 0 
Statutory Rape 0 0 0 
Robbery 0 0 0 
Aggravated Assault  0 0 0 
Burglary  0 0 0 
Motor Vehicle Theft  0 0 0 
Arson  0 0 0 
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Hate Crimes  ± On Campus 

Criminal 
Offense 

2015 
Total  

Race Religion  Sexual 
Orientation  

Gender Gender 
Identity  

Disability  Ethnicity  National 
Origin  

Murder/Non -
negligent 
Manslaughter 

0 0 0 0 0 0 0 0 0 

Rape 0 0 0 0 0 0 0 0 0 
Fondling  0 0 0 0 0 0 0 0 0 
Incest 0 0 0 0 0 0 0 0 0 
Statutory Rape 0 0 0 0 0 0 0 0 0 
Robbery 0 0 0 0 0 0 0 0 0 
Aggravated 
Assault  

0 0 0 0 0 0 0 0 0 

Burglary  0 0 0 0 0 0 0 0 0 
Motor Vehicle 
Theft  

0 0 0 0 0 0 0 0 0 

Arson  0 0 0 0 0 0 0 0 0 
Simple Assault  0 0 0 0 0 0 0 0 0 
Larceny-Theft  0 0 0 0 0 0 0 0 0 
Intimidation  0 0 0 0 0 0 0 0 0 
Destruction / 
damage / 
vandalism of 
property  

0 0 0 0 0 0 0 0 0 
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Criminal 
Offense 

2014 
Total  

Race Religion  Sexual 
Orientation  

Gender Gender 
Identity  

Disability  Ethnicity  National 
Origin  

Murder/Non -
negligent 
Manslaughter 

0 0 0 0 0 0 0 0 0 

Rape 0 0 0 0 0 0 0 0 0 
Fondling  0 0 0 0 0 0 0 0 0 
Incest 0 0 0 0 0 0 0 0 0 
Statutory Rape 0 0 0 0 0 0 0 0 0 
Robbery 0 0 0 0 0 0 0 0 0 
Aggravated 
Assault  

0 0 0 0 0 0 0 0 0 

Burglary  0 0 0 0 0 0 0 0 0 

Motor Vehicle 
Theft  

0 0 0 0 0 0 0 0 0 

Arson  0 0 0 0 0 0 0 0 0 
Simple Assault  0 0 0 0 0 0 0 0 0 
Larceny-Theft  0 0 0 0 0 0 0 0 0 
Intimidation  0 0 0 0 0 0 0 0 0 
Destruction / 
damage / 
vandalism of 
property  

0 0 0 0 0 0 0 0 0 

 

Criminal 
Offense 

2013 
Total  

Race Religion  Sexual 
Orientation  

Gender Disability  Ethnicity  National 
Origin  

Murder/Non -
negligent 
Manslaughter 

0 0 0 0 0 0 0 0 

Rape 0 0 0 0 0 0 0 0 
Fondling  0 0 0 0 0 0 0 0 
Incest 0 0 0 0 0 0 0 0 
Statutory Rape 0 0 0 0 0 0 0 0 
Robbery 0 0 0 0 0 0 0 0 
Aggravated 
Assault  

0 0 0 0 0 0 0 0 

Burglary  0 0 0 0 0 0 0 0 
Motor Vehicle 
Theft  

0 0 0 0 0 0 0 0 

Arson  0 0 0 0 0 0 0 0 
Simple Assault  0 0 0 0 0 0 0 0 
Larceny-Theft  0 0 0 0 0 0 0 0 
Intimidation  0 0 0 0 0 0 0 0 
Destruction / 
damage / 
vandalism of 
property  

0 0 0 0 0 0 0 0 
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Hate Crimes  ± Non Campus 

Criminal 
Offense 

2015 
Total  

Race Religion  Sexual 
Orientation  

Gender Gender 
Identity  

Disability  Ethnicity  National 
Origin  

Murder/Non -
negligent 
Manslaughter 

0 0 0 0 0 0 0 0 0 

Rape 0 0 0 0 0 0 0 0 0 
Fondling  0 0 0 0 0 0 0 0 0 
Incest 0 0 0 0 0 0 0 0 0 
Statutory Rape 0 0 0 0 0 0 0 0 0 
Robbery 0 0 0 0 0 0 0 0 0 
Aggravated 
Assault  

0 0 0 0 0 0 0 0 0 

Burglary  0 0 0 0 0 0 0 0 0 
Motor Vehicle 
Theft  

0 0 0 0 0 0 0 0 0 

Arson  0 0 0 0 0 0 0 0 0 
Simple Assault  0 0 0 0 0 0 0 0 0 
Larceny-Theft  0 0 0 0 0 0 0 0 0 
Intimidation  0 0 0 0 0 0 0 0 0 
Destruction / 
damage / 
vandalism of 
property  

0 0 0 0 0 0 0 0 0 
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Criminal 
Offense 

2014 
Total  

Race Religion  Sexual 
Orientation  

Gender Gender 
Identity  

Disability  Ethnicity  National 
Origin  

Murder/Non -
negligent 
Manslaughter 

0 0 0 0 0 0 0 0 0 

Rape 0 0 0 0 0 0 0 0 0 
Fondling  0 0 0 0 0 0 0 0 0 
Incest 0 0 0 0 0 0 0 0 0 
Statutory Rape 0 0 0 0 0 0 0 0 0 
Robbery 0 0 0 0 0 0 0 0 0 
Aggravated 
Assault  

0 0 0 0 0 0 0 0 0 

Burglary  0 0 0 0 0 0 0 0 0 

Motor Vehicle 
Theft  

0 0 0 0 0 0 0 0 0 

Arson  0 0 0 0 0 0 0 0 0 
Simple Assault  0 0 0 0 0 0 0 0 0 
Larceny-Theft  0 0 0 0 0 0 0 0 0 
Intimidation  0 0 0 0 0 0 0 0 0 
Destruction / 
damage / 
vandalism of 
property  

0 0 0 0 0 0 0 0 0 

 

Criminal 
Offense 

2013 
Total  

Race Religion  Sexual 
Orientation  

Gender Disability  Ethnicity  National 
Origin  

Murder/Non -
negligent 
Manslaughter 

0 0 0 0 0 0 0 0 

Rape 0 0 0 0 0 0 0 0 
Fondling  0 0 0 0 0 0 0 0 
Incest 0 0 0 0 0 0 0 0 
Statutory Rape 0 0 0 0 0 0 0 0 
Robbery 0 0 0 0 0 0 0 0 
Aggravated 
Assault  

0 0 0 0 0 0 0 0 

Burglary  0 0 0 0 0 0 0 0 
Motor Vehicle 
Theft  

0 0 0 0 0 0 0 0 

Arson  0 0 0 0 0 0 0 0 
Simple Assault  0 0 0 0 0 0 0 0 
Larceny-Theft  0 0 0 0 0 0 0 0 
Intimidation  0 0 0 0 0 0 0 0 
Destruction / 
damage / 
vandalism of 
property  

0 0 0 0 0 0 0 0 
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Hate Crimes  ± Public Property  

Criminal 
Offense 

2015 
Total  

Race Religion  Sexual 
Orientation  

Gender Gender 
Identity  

Disability  Ethnicity  National 
Origin  

Murder/Non -
negligent 
Manslaughter 

0 0 0 0 0 0 0 0 0 

Rape 0 0 0 0 0 0 0 0 0 
Fondling  0 0 0 0 0 0 0 0 0 
Incest 0 0 0 0 0 0 0 0 0 
Statutory Rape 0 0 0 0 0 0 0 0 0 
Robbery 0 0 0 0 0 0 0 0 0 
Aggravated 
Assault  

0 0 0 0 0 0 0 0 0 

Burglary  0 0 0 0 0 0 0 0 0 
Motor Vehicle 
Theft  

0 0 0 0 0 0 0 0 0 

Arson  0 0 0 0 0 0 0 0 0 
Simple Assault  0 0 0 0 0 0 0 0 0 
Larceny-Theft  0 0 0 0 0 0 0 0 0 
Intimidation  0 0 0 0 0 0 0 0 0 
Destruction / 
damage / 
vandalism of 
property  

0 0 0 0 0 0 0 0 0 
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Criminal 
Offense 

2014 
Total  

Race Religion  Sexual 
Orientation  

Gender Gender 
Identity  

Disability  Ethnicity  National 
Origin  

Murder/Non -
negligent 
Manslaughter 

0 0 0 0 0 0 0 0 0 

Rape 0 0 0 0 0 0 0 0 0 
Fondling  0 0 0 0 0 0 0 0 0 
Incest 0 0 0 0 0 0 0 0 0 
Statutory Rape 0 0 0 0 0 0 0 0 0 
Robbery 0 0 0 0 0 0 0 0 0 
Aggravated 
Assault  

0 0 0 0 0 0 0 0 0 

Burglary  0 0 0 0 0 0 0 0 0 

Motor Vehicle 
Theft  

0 0 0 0 0 0 0 0 0 

Arson  0 0 0 0 0 0 0 0 0 
Simple Assault  0 0 0 0 0 0 0 0 0 
Larceny-Theft  0 0 0 0 0 0 0 0 0 
Intimidation  0 0 0 0 0 0 0 0 0 
Destruction / 
damage / 
vandalism of 
property  

0 0 0 0 0 0 0 0 0 

 

Criminal 
Offense 

2013 
Total  

Race Religion  Sexual 
Orientation  

Gender Disability  Ethnicity  National 
Origin  

Murder/Non -
negligent 
Manslaughter 

0 0 0 0 0 0 0 0 

Rape 0 0 0 0 0 0 0 0 
Fondling  0 0 0 0 0 0 0 0 
Incest 0 0 0 0 0 0 0 0 
Statutory Rape 0 0 0 0 0 0 0 0 
Robbery 0 0 0 0 0 0 0 0 
Aggravated 
Assault  

0 0 0 0 0 0 0 0 

Burglary  0 0 0 0 0 0 0 0 
Motor Vehicle 
Theft  

0 0 0 0 0 0 0 0 

Arson  0 0 0 0 0 0 0 0 
Simple Assault  0 0 0 0 0 0 0 0 
Larceny-Theft  0 0 0 0 0 0 0 0 
Intimidation  0 0 0 0 0 0 0 0 
Destruction / 
damage / 
vandalism of 
property  

0 0 0 0 0 0 0 0 
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VAWA Offenses ± On Campus 

Crime  2013 2014 2015 

Domestic Violence   0 0 
Dating Violence   0 0 
Stalking   0 0 

 

VAWA Offenses ± NonCampus  

Crime  2013 2014 2015 

Domestic Violence   0 0 
Dating Violence   0 0 
Stalking   0 0 

 

VAWA Offenses ± Public Property  

Crime  2013 2014 2015 

Domestic Violence   0 0 
Dating Violence   0 0 
Stalking   0 0 

 

Arrests ± On Campus 

Crime  2013 2014 2015 

Weapons: carrying, possessing, etc.  0 0 0 
Drug abuse violations  1 0 0 
Liqour law violations  0 0 0 

 

Arrests ± NonCampus  

Crime  2013 2014 2015 

Weapons: carrying, possessing, etc.  0 0 0 
Drug abuse violations  1 0 0 
Liqour law violations  0 0 0 

 

Arrests ± Public Property  

Crime  2013 2014 2015 

Weapons: carrying, possessing, etc.  0 0 0 
Drug abuse violations  1 0 0 
Liqour law violations  0 0 0 
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Disciplinary Actions ± On Campus 

Crime  2013 2014 2015 

Weapons: carrying, possessing, etc.  0 0 0 
Drug abuse violations  0 1 0 
Liqour law violations  0 0 0 

 

Disciplinary Actions ± NonCampus  

Crime  2013 2014 2015 

Weapons: carrying, possessing, etc.  0 0 0 
Drug abuse violations  0 0 1 
Liqour law violations  0 0 0 

 

Disciplinary Actions ± Public Property  

Crime  2013 2014 2015 

Weapons: carrying, possessing, etc.  0 0 0 
Drug abuse violations  0 0 0 
Liqour law violations  0 0 0 

 

Unfounded Crimes  

Crime  2013 2014 2015 

Total Unfounded Crimes   0 0 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  2016 

15 | P a g e  C a m p u s  S a f e t y  &  S e c u r i t y  R e p o r t  H a y w o o d  C o m m u n i t y  C o l l e g e  

 



  2016 

16 | P a g e  C a m p u s  S a f e t y  &  S e c u r i t y  R e p o r t  H a y w o o d  C o m m u n i t y  C o l l e g e  

 

Emergency Call Boxes: HCC has solar powered emergency call boxes (pole mounted 

with blue lights) in the following locations:  

Ñ Freedlander Learning Center/Library (200 Building) parking lot  

Ñ Between Student Services (1500 Building) and Cosmetic Arts (3200 Building)  

Ñ Creative Art Building (7000 Building) Outside upper and lower Entrances  

 

HCC Security Services:  

           ° Jdx Dwsq`bshnm 

           ° Itlo Rs`qsr 

           ° Lhmnq Qdo`hqr 

           ° B`lotr Drbnqs sn udghbkdr+ tonm qdptdrs 

 

Other Services:  

           ° L`m`fd Sq`eehb Eknv 

           ° @ccqdrr lhmnq l`hmsdm`mbd hrrtdr 'tshkhsx nts`fdr+ dsb- `mc mnshex sgd

     proper authorities  

           ° Qdronmc sn otakhb r`edsx hrrtdr 

 

  None of us are invincible .   

Risks, crime and personal injury are threats we all face in daily living. But we can 

keep ourselves and others safe by using our heads and being aware of our 

surroundings. Safety is not just the responsibility of security off icers or 

administration; everyone has a role to play. We hope this  guide provides you with 

the tools needed to deal with these scenarios effectively.  

Report It!  

When reporting an incident to authorities, remember to provide the following 

pertinent informat ion:  

* Who?     * What?     * When?     * Where?     * Why?     * How? 

  

While on college premises, all persons are expected and required to comply with 

federal, state, and local laws and ordinances, as well as College policies governing 

conduct. Persons in violation of these standards will be subject to action deemed 

appropria te by the responsible authority.  
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HCC employees and students participating in off -campus (college sponsored) 

activities must report  criminal incidents to the local law enforcement agency having 

jurisdiction, and inform Campus Security as soon as possible after the incident. 

Violations of the HCC Student Code of Conduct must also be reported.  

Known or suspected violations of federal and state laws and other emergencies 

should be reported to Campus Security. Campus Security supports the Vice 

President of Stu dent Services in the enforcement and investigation of violations of 

the HCC Student Code of Conduct as outlined in the HCC Catalog & Handbook. HCC 

students agree to abide by this policy upon enrollment at the College.  

When describing an incident:  

  ° Rs`x objective  

  ° Jddo sghmfr hm nqcdq 

  ° Fhud xntq knb`shnm 

 

When describing a person:  

° Mnsd ed`stqdr h-d-+ g`hq bnknq+ gdhfgs+ e`bh`k rsqtbstqd+ athkc+ dsb- q`sgdq sg`m solely 

focusing on clothes which can be changed quickly.  

° Cdrbqhad chrshmbshudcharacteristics, such as tattoos, birthmarks or scars.  

  

When describing an object:  

° Mnsd ne sgd a`rhbr9 rhyd+ bnknq+ `mc rg`od- 

° Ins cnvm `mx nsgdq hcdmshexhmf bg`q`bsdqhrshbr: ` khbdmrd mtladq+ ` distinguishing 

smell, or any other attributes that may b e used to identify the  object. 

   

®Khsskd sghmfr¯ b`m b`trd ahf oqnakdlr- Vgdm hm cntas+ qdonqs sgdl- 
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 Bomb / Terror Threats  

These dangers can come in a variety of shapes and forms. Know how to keep 

yourself and others safe.  

° Khrsdm b`qdetkkx `mc follow the directions given by Security, Law 

Enforcement or college employees.  

  ° Sqx mns sn o`mhb nq `rrtld sgd vnqrs- 

  ° S`jd cqhkkr rdqhntrkx `mc dmbntq`fd sgnrd `qntmc xnt sn cn sgd r`ld- 

° Cnms Cdk`x- L`mx chr`rsdqr g`ud addm `udqsdc adb`trd `m hmdiv idual 

took the time to  report something out of the ordinary.  

° Cnm&s !Injd! `ants ` anla sgqd`s- Cnhmf rn b`m b`trd o`mhb+ v`rsd

valuable resources, threaten your academic future, and/or get you a 

fast-pass to the police department.  

 

Natural Disasters  

Catastrophic events, such as tornados, hurricanes, and flooding, can leave behind 

varying degrees of disarray. Take natural disaster response seriously by:  

  ° Enkknvhmf du`bt`shnm oqnbdctqdr pthbjkx `mc bnlokdsdkx- 

  ° Bnlokx vhsg sgd chqdbshnmr fhudm axtrained personnel.  

  ° Ad oqn`bshud- Kd`qm vg`s sn cn hm `m dldqfdmbx rhst`shnm adenqdg`mc- 

 

Cyberspace 

Cyberspace is not necessarily a safe space, despite the perceived anonymity . An 

increasing number of  sdbgmnknfx a`rdc sgqd`sr `qd oqdrdms hm snc`xr vnrld. Don't 

get caught up in the web. Stay informed and take the proper preca utions to maintain 

your safety.  

 

Identity Theft  

 Cnms fhud xntq Rnbh`k Rdbtqhsx mtladq sn tmjmnvm hmchuhct`kr- Sghr hmenrmation 

can be used to obtain sensitive, personally -identif ying information, including credit 

reports, account information, etc. Identity theft is hard to overcome, often involving 

years of tracking, damage control, and  re-drs`akhrghmf c`l`fdc bqdchs q`shmfr- Cnms

risk it!  

 



  2016 

19 | P a g e  C a m p u s  S a f e t y  &  S e c u r i t y  R e p o r t  H a y w o o d  C o m m u n i t y  C o l l e g e  

 

 

Keep Your Stuff Safe!  

° Cnm&s kd`udyour personal belongings unattended anywhere any time.  

° @kv`xr knbj xntq udghbkd `mc he xnt `qd fnhmf sn kd`ud odqrnm`k belongings inside 

your vehicle don't leave them in plain view.  

 

Hate / Bias-related Incidents  

Notify Security if someone threatens you or someone else based on race, religion, 

gender, sexual orientation or other characteristics. No one needs to tolerate fear or 

intimidation.  

 

 The Dos and Don'ts of a Crisis  

° He ` bk`rrl`sd rddlr hkk+ hmsnwhb`sdc nq cqtffdc+ fds Gdko Hlldch`sely! Don't 

worry about getting sgdl ®hm sqntakd+! sgdhq r`edsx `mc vdkk-being must be 

your main concern.  

° Rs`x b`kl hm ` bqhrhr rhst`shnm- Pthbj+ bkd`q sghmjhmf b`m l`jd `kk sgd

difference in a bad situation.  

° Cnm&s hmsdqedqd vhsg sgd deenqsr ne ldchb`kor emergency personnel. They 

have been trained to deal with emergency situations. Stay out of their way.  

° He rnldnmd hr akddchmf+ `ookx oqdrrtqd `mc `rj rnldnmd sn fds gdko- 

° Cnm&s sq`mronqs ` eqhdmc sn sgd gnrohs`k- Xnt l`x cn lnqd g`ql sg`m fnnc

by mov ing someone without having medical training.  

° Cnm&s ok`x Gdqn ax rsdoohmf hmsn ` c`mfdqntr rhst`shnm- Xnt l`x fds gtqs+

creating a mor e difficult scenario. Get Help.  

 

 Know What to Do  

° Ad oqdo`qdc- 

° Jmnv sgd hmr `mc ntsr ne xntq b`lotr 

° Jmnv sgd knb`shons of emergency phones and call boxes.  

° Ldlnqhyd Rdbtqhsx&r bnms`bs mtladqr 'r`ud shld dudqx rdbnmc bntmsr ( 

° Jmnv vgdqd ehqd `k`ql otkk anwdr+ ehqd dwshmfthrgdqr `mc ehqrs aid kits are located 

at in all the buildings you frequent.  
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Fire Extinguishers: Understand the different types and how to use them.  

 

Fire Alarms: Know w here they are on campus, Sound  immediately when a fire is 

found.  

Quick action save lives.  

 

Fire Exits: Know where all the fire exits are in your buildings.  

 

Stalkers: If someone is stalking you, report it to Security and local Law Enforcement 

agencies. A restraining order or some other action may be taken to keep you safe. 

And it makes them aware of the situation and gives them and you back some of the 

control of the situation.  

 

Obscene Phone Calls: Don't engage an unknown caller in conversation or give out 

any personal information. Keep record of when the calls are   received and what was 

stated. Save any messages that you receive. And turn everything  over to the proper 

authorities.  

 

Walking Around: Don't walk alone, especially after dark ask for a Security escort or 

use the Buddy System. And stay on populated well -lit  paths. 

 

Being Followed: If you think you are being followed, head toward people, lights, or 

buildings.  

 

The Element of Surprise : L`jd hs sntfg enq rnldnmd sn s`jd xnt ax rtqoqhrd+ cnms

let anything distract you or interfere with your vision or hearing.  
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 Parking Decals must be displayed in all vehicles parked on  

G`xvnnc Bnlltmhsx Bnkkdfdr oqnodqsx 

Citations will b e issued for the following violations:  

Occupying more than one parking space     Not displaying current decal 

Parking in lane of traffic     Blocking building entrances  

Obstructing sidewalk     Double parking    

Parking in restricted lot or zone    Parking i n reserved space  

Parking on grass                                          Parking within 15 feet of a fire hydrant  

Parking against flow of traffic    Protruding into lane of traffic           

Parking in vi sitor or handicapped space  Reckless driving                                                    

Blocking loading zone                                  Parking on shoulder or road           

Driving in excess of posted speed  

Parking lots are designated by signs and individual spaces ar e color coded:  

White outlined spaces = Student / Open  

Yellow outlined spaces = Faculty / Staff  

Blue outlined spaces = Handicap  

Handicap sp aces are marked with D.O.T. appr oved signs and are enforced by Law 

Enforcement as well as Haywood Community College Se curity.  

A state handicapped parking violation issued by our Campus S RO can cost up to 

$250.00 and requires a court appearance.  

 

Once an individual receives 10 parking violations, security can charge the 

individual and take them to the Vice President of Stu dent Success Services for 

discipline.  

Parking decals clearly display the expiration date.  

All state and local laws pertaining to traffic apply on all of Haywood Community 

Bnkkdfdr oqnodqsx `mc vhkk ad dmenqbdc- B`lotr-wide speed limit is 15 MPH and 

no mnqd sg`m 0/ LOG hm sgd b`lotr o`qjhmf knsr- 
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Parking Safety  

-Never hesitate to call Security for an escort.                    

-Always keep your car locked whether you are in it or not.  

-Ensure the windows are closed.  

-Make note of where you have parked.  

-Park near a light, if possible, close to your building.                                               

  

Alcohol and Other Drugs  

  The majority of safety -related incidents, from sexual assaults to fires to injuries, 

occur when students are   under the infl uence. You are more likely to take unwise 

risks when your inhibitions are lowered and your judgment is impaired.  If you are 

going to drink Never leave a drink unattended, especially when you are at a bar or a 

party, Never drink from common sources like pu nch bowls, and never accept drinks 

from strangers cause there may be more in your drink then the ingredients you 

expect such as GHB, Rohypnol (Roofies), or Ketamine (Special K) otherwise known 

as Date Rape Drugs they are odorless and tasteless which make i t easy for someone 

to add it to your drink and you not realize it. And while the impact is a lot worse 

than a hangover it, puts you into a sedated state which makes you lose inhibitions, 

succumb to drowsiness, slur your speech and you forget everything tha t happens. 

You can put you in that state for four to six hours. A lot can happen in that amount 

of time!  

 

Impaired Driving   

 One drive with or as an impaired driver can alter your life forever. You know this 

stuff.... say  "NO" and don't feel bullied into accepting  a ride with someone who 

doesn't have your best interests at heart.  And, if you have had too much, don't get 

behind the wheel.  Don't even think about it.  

Haywood Community College promotes a drug and alcohol free environment and 

supports this nationwide movement. Haywood Community College is committed to 

maintaining such an environment for all employees and students . 
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Sexual Misconduct  

Haywood Community College strongly supports local, state, and federal laws 

concerning sexual assault and sexual harassment. Any violation or complaint should 

be made immediately t o Campus Security, Human Recourses, or the Vice President 

of Student Success Services. Victims are entitled to all services of HCC and available 

county services. Crime statistics are gathered from Campus Security logs and 

incident documentation.  

 

Registered Sex Offenders :  

Pursuant to North Carolina General Statute 14-208, individuals who have reportable 

convictions for any sex offense are required to maintain a registration with the 

sheriff of the county in which they reside. Any nonresident with such a conviction 

who works or attends school in North  Carolina is required to maintain a registration 

with the sheriff in the county in which that individual works or is a student. 

Additionally, the North Carolina Division of Criminal Statistics is responsible for 

compiling and keeping current a central stat ewide sex offender registry. Specific 

information as set forth in General Statute 14 -208.10 is public record and is made 

available  for public inspection. The Division of Criminal Statistics provides  free 

public access to automated data from the statewide r egistry including photographs 

provided by the registering sheriffs, via the internet. The public is able to access the 

statewide registry to view individual registration record, a part of the statewide 

registry, or the entire statewide registry.  The Divisi on may also provide copies of 

registry information to the public upon written request and may charge a reasonable 

fee for duplicating costs and mailing cost. The North Carolina Sex Offender Registry 

website may be accessed at the following link: http://sexoffender.ncdoj.gov/ . 

 

Crime Prevention and Awareness is addressed at Student Orientation, Student 

Events and safety newsletters are available throughout the year.  

 

Faculty, staff and students must recognize tha t they must take individual steps to 

protect themselves from becoming a victim of a crime and work together as a 

campus community in the prevention of crime and promotion of security.  

 

 

http://sexoffender.ncdoj.gov/
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Mental and/or Physical Abuse ± ®Atkkxhmf¯ 

In order to provide a safe learning environment for students, HCC forbids any type 

ne ldms`k `mc.nq ogxrhb`k `atrd+ ®atkkxhmf-¯ 

Abuse is the willful, conscious intent to hurt, threaten, intimidate, or embarrass 

another individual. It is behavior that is repeated, intentional, and ha s an imbalance 

of power.  

Examples include, but are not limited to:  

Punching , Tripping , Kicking , Spitting upon , Using abusive language , inc luding 

name calling, racial and homophobic name calling , Threatening , Sexual 

harassment, Ridiculing , Unwanted Teasing , Treating another unfairly , Spreading 

rumors, including using social media, texts, etc. , Destroying property , Graffiti , 

Exclusion , Unwanted physical contact . 

Students who are abused or witness abuse are strongly encouraged to report it to the 

Vice President of Student Services who is located in Student Service in the 1500 

Building or Campus Security.  

Students may also speak with the counselor in 1532 (Student Services).  
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Access to Haywood Community College facilities is open to students and the  general 

public  

Monday -Friday   6:00 a.m. - midnight     

Saturday   8:00 a.m. - 8:00 p.m.  

Sunday 8:00am-8:00pm. 

G`xvnnc Bnlltmhsx Bnkkdfdr Dldqfdmbx Qdronmrd Ok`mis an attachment to this 

report. All college policies can also be found on the website.  www.haywood.edu  

 

Security & Safety Surveys  

Haywood Community Colleges primary goal is campus safety and security. Members 

of the Campus Safety & Security Department regularly conduct Campus Security & 

Safety Surveys. These surveys look at lighting, landscape, locks, steps, walkways, 

roadways, etc. for any safety or security concerns. We encourage campus community 

to report any safety or security about the campus climate to the Office of C ampus 

Safety at 828.564.5113 mgreenarch@haywood.edu. 

 

Annual Fire Safety Policy  

Haywood Community College does not have any residence facilities. Therefore, the 

college is not required by the Campus Safety and Security Reporting Act to maintain 

a fire report.  

Fire Drills are performed on a monthly basis.  

 

Missing Student Policy  

Haywood Community College does not have any residence facilities. Therefore, the 

college is not required by the Campus Safety and Security Reporting Act to mainta in 

a missing student policy.  

 

 

 

 

 

 

http://www.haywood.edu/
mailto:mgreenarch@haywood.edu
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Daily Crime Log  

The HCC Campus Security  Office maintains a daily crime log to record criminal 

incidents and alleged criminal incidents that are reported. The log contains reported 

incidents from the last 60 days. This log can be viewed at the Office of Campus 

Safety & Security Services located in the 3500 building.  

 

Sources of Crime Statistics  

Campus crime, arrests, and referral statistics include those reported to HCC Security 

Department and Office of the Vise President of Student Services. HCC also request 

statistics for crimes reported directly to  G`xvnnc Bntmsx Rgdqheer Neehbd- 

 

Sgd enkknvhmf `qd rnld ne G`xvnnc Bnlltmhsx Bnkkdfdr Onkhbhdr `mc Oqnbdctqdr
a complete list and description of all Policies and Procedures can be found at the 
following link: http://www.haywood.edu/policies_and_procedures  

Policy 5.11: Discrimination Harassment and Sexual Violence  

G`xvnnc Bnlltmhsx Bnkkdfd '®Bnkkdfd¯( rsqhudr sn l`jd hsr b`lotrdr r`ed `mc
welcoming learning environments.   Pursuant to the Clery Act, the Violence against 
Women Act, the Campus SaVE Act and other applicable federal and state laws and 

regulations, the Co llege hereby adopts these procedures when investigating, 
disciplining and educating the College community about sexual harassment and 
sexual-based violence.   

Also, pursuant to the Civil Rights Act of 1964, the Americans with Disabilities Act of 
1990, Section 504 of the Rehabilitation Act of 1973 and other applicable federal and 
state laws and regulations, the College prohibits discrimination in its services and 
programs based on race, religion, ethnicity, national origin, gender, gender identity, 
sex, age, disability, genetic information and veteran status.      

I. DEFINITIONS  

The following definitions shall apply to these Procedures and shall be collectively 
qdedqqdc sn gdqdhm `r ®chrbqhlhm`shnm+ g`q`rrldms `mc rdwt`k-a`rdc uhnkdmbd¯- 

A.  Consent ± expli cit approval to engage in sexual activity demonstrated by clear 

actions or words.   This decision must be made freely and actively by all participants. 
Non-verbal communication, silence, passivity or lack of active resistance does not 
imply consent.   In add ition, previous participation in sexual activity does not 
indicate current consent to participate and consent to one form of sexual activity 
does not imply consent to other forms of sexual activity.   Consent has not been 

http://www.haywood.edu/policies_and_procedures
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obtained in situations where the in dividual: i) is forced, pressured, manipulated or 
has reasonable fear that they will be injured if they do not submit to the act; ii) is 
incapable of giving consent or is prevented form resisting due to physical or mental 
incapacity (including being under the influence of drugs or alcohol); or iii) has a 
mental or physical disability which inhibits his/her ability to give consent to sexual 
activity.  

B. Dating Violence  ± crimes of violence against a person with whom the person has 

or had a social relationshi p or a romantic or intimate relationship.  

C. Discrimination  ± any act or failure to act that unreasonably and unfavorably 

differentiates treatment of others based solely on their race, religion, ethnicity, 
national origin, gender, sex, age, disability, gen etic information and veteran 
status.  Discrimination may be intentional or unintentional.   

D. Domestic Violence  ± crimes of violence against a current or former spouse or 

intimate partner, a person with whom the student shares a child in common, a 
person w ith whom the student cohabitates or has cohabitated as a spouse, a person 
similarly situated to the student as a spouse, a person who is related to the student 
as a parent, child or person who is related to the student as a grandparent or 
grandchild.  

E. Gender Identity Harassment  ± behavior that targets someone for offensive, 

hostile, degrading or insulting treatment because of their gender.  

The following are examples of conduct that may constitute gender harassment:  

¶ Using derogatory, gender -based terms; 
¶ Making derogatory jokes about gender -specific traits or based on negative 

gender stereotypes; 
¶ Suggesting that students of one gender should not engage in certain activities 

because of their gender;  
¶ Impeding the educational progress of a person of one gender whether 
dwokhbhskx nq hlokhbhskx+ rtbg `r ax ptdrshnmhmf `m hmchuhct`kr `ahkhsx adb`trd
of his/her gender or suggesting that it is abnormal for a person of that gender 
to hold a particular interest;  

¶ Limiting or denying an individual of one gender access t o educational 

opportunities;  
¶ Using sexist humor as a classroom teaching technique;  
¶ Using personal or College electronic communications to convey inappropriate 

gender-based remarks, pictures, or images; or  
¶ Using verbal, graphic, or physical conduct which th reatens, ridicules, or 

demeans an individual because of gender.  
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F. Harassment  (for Sexual and Gender Identity Harassment, see specific definition) ± 

verbal or physical conduct that denigrate or shows hostility or aversion toward an 
individual because of hi s or her race, religion, ethnicity, national origin, age, 
disability, genetic information and veteran status, or any other legally protected 
status not listed herein, or that of his or her relative, friends, or associates, and has 
the purpose or effect of creating an intimidating, hostile, or offensive work or 
learning environment; has the purpose or effect of interfering unreasonably with an 
hmchuhct`kr vnqj nq `b`cdlhb odqenql`mbd: nq nsgdqvhrd `cudqrdkx `eedbsr `m
hmchuhct`kr dloknxldms nq dctb`shnm`kopportunities.  

Harassment may include, but is not limited to:  

¶ Threatening or intimidating conduct directed at another because of the 
hmchuhct`kr oqnsdbsdc rs`str- 

¶ Injdr+ m`ld b`kkhmf+ nq qtlnqr a`rdc tonm `m hmchuhct`kr oqnsdbsdc rs`str- 
¶ Ethnic slurs, mdf`shud rsdqdnsxodr `mc gnrshkd `bsr a`rdc nm `m hmchuhct`kr

protected status.  

G. Responsible Employee  is a college employee required to report to the appropriate 

college Title IX Coordinator all relevant details reported to him or her about an 
incident of alleged sexual harassment, misconduct or sexual violence.  

H. Sexual Assault  ± subjecting any person to contact or behavior of a sexual nature 

nq enq sgd otqonrdr ne rdwt`k fq`shehb`shnm vhsgnts sgd odqrnmr dwoqdrrdc `mc
explicit consent.  

I.  Sexual Hara ssment ± physical contact and/or conduct that creates an unwelcome 

or hostile environment.   It includes unwelcome sexual advances, requests for sexual 
favors, and other verbal or physical contact of a sexual nature when submission to 
the conduct is made a sdql nq bnmchshnm ne `m hmchuhct`kr dloknxldms nq `b`cdlhb
performance (either implicitly or explicitly), when submission to or rejection of the 
conduct is used as the basis for employment or educational decisions affecting the 
individual, or when the con duct is sufficiently severe, persistent, or pervasive to 
hmsdqedqd vhsg `m hmchuhct`kr vnqj nq `b`cdlhb odqenql`mbd nq sn bqd`sd `m
intimidating, hostile, or offensive working or learning environment.   Occasional 
compliments of a socially acceptable natur e do not constitute sexual harassment.  

Sexual harassment may include, but is not limited to:   

¶ Physical assault, including rape, or any coerced sexual relations.  
¶ Subtle pressure for sexual activity or for a relationship that takes on a sexual 

or romantic co loring, thereby exceeding the limits of healthy relation.  
¶ Any demeaning sexual propositions.  
¶ Unnecessary touching in any form.  
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¶ Rdwt`kkx dwokhbhs nq rtffdrshud qdl`qjr `ants ` odqrnmr ogxrhb`k `ssqhatsdr+
clothing, or behavior.  

¶ Sexually stereotyped or sexu ally charged insults, humor, verbal abuse, or 
graffiti.  

¶ Any sexually inappropriate behavior that prevents an individual from 
participating in their employment, academic performance, or in any functions 
of the College.  

J. Stalking  ± engaging in a course of conduct directed to a specific person that would 

cause a reasonable person to fear for his/her safety or the safety of others or suffer 
substantial emotional distress by placing that person in fear of death, bodily injury 
or continued harassment.  

II. REPORTING  

All members of the College community are expected to take appropriate action to 
prevent discrimination, harassment and sexual -based violence by reporting such 
alleged acts to the appropriate College officials. College employees receiving a 
complaint o f discrimination, harassment or sexual based violence shall immediately 
refer the complaint to the appropriate person.   For acts of sexual - based violence, 
College employees shall also inform the Complainant of the right to contact law 
enforcement.       

Confidentiality of Reports  

Sgd Bnkkdfd vhkk l`jd qd`rnm`akd deenqsr sn oqdrdqud sgd Bnlok`hm`msr `mc
Qdronmcdmsr oqhu`bx-  Although all reports will be treated with sensitivity, when a 
report is made to certain College officials, the College may be required to act on 
those reports.  

To Report Confidentially  

If one desires that details of the incident be kept confidential, he/she should speak 
with an on -campus counselor, health service provider or off -campus rape crisis 
resources who can maintain confi dentiality.   Campus counselors are available to 
help students free of charge, and can be seen on an emergency basis.  

A victim can report or seek advice from certain employees who are not required to 

report to supervisory personnel unless there is cause for  ed`q enq nmdr r`edsx+ nq sgd
safety of others.   These employees include those without supervisory responsibility 
or remedial authority to address sexual misconduct, such as faculty members, 
advisors to student organizations, career services staff, admiss ions officers, student 
activities personnel, and many others.   He ` rstcdms hr tmrtqd ne rnldnmdr ctshdr
`mc `ahkhsx sn l`hms`hm nmdr oqhu`bx+ sgd rstcdms rgntkc `rj ghl.gdq adenqd gd.rgd
talks to him/her.   They will be able to help the student make deci sions about who 
can help them best.  
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Formal Reporting Options  

Students are encouraged to speak to officials of the institution to make formal 
reports of incidents (vice presidents, or other administrators with supervisory 
responsibilities, campus security, and human resources).   The College considers 
sgdrd odnokd sn ad ®qdronmrhakd dloknxddr-¯  Notice to them is official notice to the 
institution.   Students have the right and can expect to have incidents of sexual 
misconduct to be taken seriously by the inst itution when formally reported, and to 
have those incidents investigated and properly resolved through administrative 
procedures.   Formal reporting means that only people who need to know will be 
told, and information will be shared only as necessary with investigators, witnesses, 
and the accused individual.   

Formal reports of unlawful discrimination and harassment may be made to the 
following individuals:  

1. An employee who has a discrimination or harassment complaint may report 

the complaint to the Director of Human Resources. 
2. A student who has a discrimination or harassment complaint may report the 

complaint to the Vice President of Student Services.   
3. If the alleged discriminator or harasser is a senior administrator (Vice 

President), then the complainant sh ould report the complaint to the President. 
Complaints about the President may be made to the Chair of the Board of 
Trustees. 

4. In addition to the above, anyone may report allegations of sexual harassment 
or discrimination or sexual -based violence to the Colkdfdr Shskd HW
Compliance Officers, Director of Human Resources or Vice President of 
Student Services.   The Compliance Officer will be made aware of all reports 
regarding sexual harassment, discrimination, or sexual -based violence that are 
made to Responsible Employees.   

The names and contact information of the above administrators will be placed in the 
college catalog and student handbook.   They will also be posted in conspicuous 
places on campus.   

III. INITIAL INVESTIGATION  

Members of the College communi ty are encouraged, but not required, to resolve 
issues informally and may attempt to do so directly with the other party or with the 
assistance of a supervisor or other College official.   In circumstances in which 
informal process fails or is inappropriate , in the cases of sexual -based violence, or in 
which the Complainant requests formal procedures, the complaints will be 
investigated promptly, impartially and thoroughly according to the following 
procedures:  
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1. Hmchuhct`kr ehkhmf bnlok`hmsr '®Bnlok`hm`msr¯(are urged to do so in writing 
as soon as possible, but no later than thirty (30) days after disclosure or 
discovery of the facts giving rise to the complaint.   Complaints submitted after 
the thirty (30) day period will still be investigated; however, Compl ainants 
should recognize that delays in reporting may significantly impair the ability 
of College officials to investigate and respond to such complaints.   The 
Director of Human Resources shall fully investigate all employee sexual or 
other unlawful harass ment complaints and, as needed and if the complaint 
also involves a student, collaborate with the Vice President of Student 
Services.  The Director of Human Resources will serve as the Compliance 
Officer for employee complaints. The Vice President of Stude nt Services shall 
fully investigate any student sexual or unlawful harassment complaints and 

will, as needed and if the complaint also involves an employee, collaborate 
with the Director of Human Resources.   The Vice President of Student 
Services shall serve as the Compliance Officer for student complaints.   

2. The respective Compliance Officer may, in his or her discretion, involve other 
College administrators in the investigation as necessary to conduct and 
finalize the investigation (e.g., Title IX Coordinator, Director of Human 
Resources and College Attorney).  

3. During the investigation, the respective Compliance Officer shall meet with 
the Complainant and the Respondent  and give each party an equal 
opportunity to provide evidence, including informin g the Compliance Officer 

of any potential witnesses.   Both parties will be provided access to any 
information provided by the other in accordance with any federal or state 
confidentiality laws.  

4. During the investigation process, the Compliance Officer may i mplement 
temporary measures in order to facilitate an efficient and thorough 
investigation process as well as to protect the rights of all parties 
involved.   The temporary actions include, but are not limited 
to:  reassignment of class schedules; temporary  suspension from campus (but 
be allowed to complete coursework); or directives that include no contact 
between the involved parties.   

5. A confidential file regarding the complaint shall be maintained by the 
Director of Human Resources (for employees) or by t he Vice President of 
Student Services (for students).   To the extent possible, the College will keep 
all information relating to the complaint and investigations confidential; 
however, to maintain compliance with the Clery Act, both parties will be 
informe d of the outcome of any institutional proceeding alleging sexual 
harassment or sexual -based violence.  
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6. The Compliance Officer shall make every effort to conclude the investigation 
as soon as possible, but no later than thirty (30) calendar days.   If the nat ure of 
the investigation requires additional time, the Compliance Officer may have 
an additional ten (10) calendar days to complete the investigation.   The 
Compliance Officer shall notify the parties of this extension.  

7. Upon making the complaint, Complainan ts alleging sexual harassment and 
sexual-based violence will be immediately notified that they have to right to 
seek additional assistance from law enforcement and have the right to seek, 
among other things, judicial no -contact, restraining and protective orders.  

8. Complainants will also be notified of available counseling services and their 
options of changing academic situations.   

IV.  DETERMINATION , DUE PROCESS AND APPEAL  

            A. Students   

For situations where the Respondent is a student, following  an investigation, the 
Vice President of Student Services shall prepare a report of his/her investigation and 
review the report with the person(s) involved and, if appropriate, implement any 
corrective and/or disciplinary action based on the preponderance of the 
evidence.   Appropriate disciplinary action shall depend upon the seriousness of the 
misconduct and may include: a warning, written reprimand, suspension, expulsion 
from College property or denial of access to College services or programs.    

If the p erson(s) are dissatisfied with the Vice President's determination, within 
seven (7) calendar days of receipt of that determination, the person(s) may appeal to 
the Discipline Review Committee consistent with the Disciplinary Appeals 
Procedure. (See Procedure 5.7.1.4 ± Student Discipline Appeal Procedure). In cases 
involving violations of this policy, the Discipline Review Committee shall contain 
no student members.  

The following due process rights shall apply to the hearing:  

i. Each party has a right to hav e legal counsel and/or an advocate present. The role 
of the legal counsel or advocate is solely to advise the individual. Except for a 
closing argument, the legal counsel or advocate shall not have the right to address 
the Committee.  

ii.  Each party has the  right to produce witnesses on their behalf.  

iii.  Each party has the right to present testimonial and documentary evidence.  

iv. Each party has the right to be present and hear the witnesses presented for both 
sides. 
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v. Each party has the right to testify o r to refuse to testify without such refusal being 
detrimental.  

The following hearing procedures shall apply:  

i. Hearings  before the Committee shall be confidential and shall be closed to all 
persons except the parties; legal counsel and/or advocate; and Co mmittee members 
and the College attorney.   Witnesses shall only be present in the hearing room when 
giving their testimony.    

ii. The Complainant shall have an opportunity to make an opening statement and 
present evidence and witnesses to the Committee.   Committee members may ask 
questions to the witnesses.  

iii.  The Respondent will then have an opportunity to make a short opening 
statement and present evidence and witnesses to the Committee.   Committee 
members may ask questions to the witnesses.  

iv. Each si de will have an opportunity to make a short, closing argument with the 
Complainant going first.   

v. The hearing will be recorded.   

vi. Upon completion of a hearing, the Committee shall meet in closed session.   The 
College Attorney may be present to provide  the Committee with legal advice. Based 
on a preponderance of the evidence standard, the Committee shall review the 
evidence and make a written, non -binding recommendation to the President within 

five business days.   The parties shall also receive a copy o f the non -binding 
recommendation.  

If either the Complainant or Respondent is dissatisfied with Discipline Review 
Bnllhssddr cdsdqlhm`shnm+ dhsgdq l`x `ood`k sgd cdsdqlhm`shnm sn sgd Oqdrhcdms
through the appeal procedures outlined in Policy 5.7.1.4.   The Oqdrhcdmsr cdbhrhnm
may be appealed to the Board of Trustees as outlined in Policy 5.7.1.4  

Enq bnlok`hmsr hmunkuhmf rdwt`k g`q`rrldms nq chrbqhlhm`shnm+ sgd Bnkkdfdr Shskd HW
Compliance Officer shall also receive a copy of the final report and 
determinat ion.   Any disciplinary action will be implemented immediately and shall 
not be postponed pending an appeal.                    

            B. Personnel       

For allegations where the Respondent is an employee, following an investigation, 
the appropriate Com pliance Officer shall prepare a recommendation for the 
President.   The President shall review the recommendation and the supporting 
documents, conduct any further investigation necessary or take any other steps 
he/she determines to be appropriate in order to respond to the complaint.   The 
President shall provide his/her written determination within ten (10) business days 
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`esdq qdbdhuhmf sgd Bnlokh`mbd Neehbdqr qdbnlldmc`shnm+ tmkdrr etqsgdq
investigation is needed.   For complaints involving sexual harassme nt or 
discrimination, the appropriate Title IX Compliance Officer shall also receive a copy 
of the final report and determination.  

Prior to making a determination, the President may convene a Review Committee 
'®Bnllhssdd¯( sn gd`q sgd l`ssdq `mc oqnuhcd `non-binding recommendation.     

1.  Committee Membership  

The Committee shall be composed of the following members: i) one faculty and one 
staff member; and ii) and one senior administrator who will serve as the Chair.   All 
Committee members shall be appoint ed by the President and shall receive training 
on conducting hearings for this process.     

2.  Hearing Procedures 

a. The hearing procedures outlined above shall be used by the Committee.  

Appropriate disciplinary action shall depend upon the seriousness of the  
misconduct and may include for employees: a warning, written reprimand, 
suspension or dismissal; for students: a warning, written reprimand, suspension, 
expulsion from College property or denial of access to College services or programs.  

If either party i s dissatisfied with the President's determination, he/she may appeal 
the decision to the Board of Trustees.   The appeal must be submitted, in writing, to 

the President's office within five (5) business days of receiving the President's 
determination.   The Board shall conduct an "on the record review" and may, if 
necessary, conduct any further investigation or hearing   necessary or take any other 
steps it determines to be appropriate in order to respond to the complaint.   Unless 
further investigation is need ed, the Board shall provide a written response within 
thirty (30) business days after receiving the appeal.   The Board may conduct a 
hearing on the matter if it determines either party is entitled to receive a hearing 
under the law or in accordance with an other Board policy.   

V. PROTECTION AGAINST RETALIATION  

The College will not in any way retaliate against an individual who makes a report 

of discrimination, harassment or sexual -based violence in good faith or who assists 
in an investigation.   Retaliation includes, but is not limited to: any form of 
intimidation, disciplinary action, reprisal or harassment.   Retaliation is a serious 
violation and should be reported immediately.   The College will take appropriate 
action against any employee or student found to have retaliated against another in 
violation of these procedures.  
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VI. PROHIBITED PERSONAL RELATIONSHIPS  

1. Employee Relationships  

Romantic or sexual relationships between College employees in a direct 
supervisor/supervisee relationship are prohibited. This prohibition shall continue as 
long as the employees remain in a direct supervisor/supervisee relationship or in the 
chain of supervision. Employees violating this provision will be subject to 
disciplinary action up to and including termination of empl oyment.  

Romantic or sexual relationships between College employees not in a 
rtodquhrnq.rtodquhrdd qdk`shnmrgho sg`s hlo`hqr sgd Bnkkdfd dloknxddr
effectiveness, disrupts the workplace/learning environment, and/or impairs the 

public confidence in the Colle ge will be subject to disciplinary action up to and 
including termination of employment.   

2. Employee/Student Relationships  

Romantic or sexual relationships between College employees and students are 
prohibited if the employee and the student have an academic  relationship. 
Academic relationships include any activities in which the employee is a direct or 
indirect supervisor or instructor for the student, as in a classroom or lab, or is a 
sponsor for any College activity involving the student, including work st udy or 
organizational/club/sport activities. This prohibition shall continue until the student 

or the employee is no longer affiliated with the College. Employees engaging in 
inappropriate relationships will be subject to disciplinary action up to and incl uding 
termination of employment.  Students engaging in inappropriate relationships may 
be subject to disciplinary action up to and including expulsion.  

Romantic or sexual relationships between College employees and students not in an 
academic relationship sg`s hlo`hqr sgd Bnkkdfd dloknxddr deedbshudmdrr+ chrqtosr
the workplace/learning environment, and/or impairs the public confidence in the 
College will be subject to disciplinary action up to and including termination of 
employment or expulsion from the C ollege. 

VII. SUSPENDING POLICY  

In cases of emergency or serious misconduct, the College reserves the right to 
suspend this process and may enact appropriate action for the welfare and safety of 
the College community.  
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VIII. STUDENT AND EMPLOYEE EDUCATION  AND ANNUAL TRAINING  

All new students and all employees shall be required to participate in a primary 
prevention and awareness program that promotes awareness of discrimination, 
harassment and sexual-based violence.  This program will be held annually at t he 
beginning of each fall semester.   

At this annual training, students and employees must receive training in the 
following areas:  

1. Information about safe and positive options for bystander intervention skills;  

1- Vg`s ®bnmrdms¯ ld`mr vhsg qdedqdmbd snsexual activities.  

3. Risk reduction programs so students recognize and can avoid abusive behaviors or 
potential attacks;  

4. How and to whom to report an incident regarding discrimination, harassment and 
sexual-based violence;  

5. The importance of preservi ng physical evidence in a sexual -based violent crime; 
and Options about the involvement of law enforcement and campus authorities, 
hmbktchmf sgd `kkdfdc uhbshlr noshnm sn9 h( mnshex k`v dmenqbdldms: hh( adhmf `rrhrsdc
by campus authorities in notifying la w enforcement; iii) declining to notify law 
dmenqbdldms: `mc hu( nas`hmhmf ®mn-bnms`bs¯ nq qdrsq`hmhmf nqcdqr- 

Each year, all students and employees will receive an electronic copy of these 

Procedures sent to their College email address of record.  These  Procedures will be 
l`hms`hmdc nmkhmd hm sgd Bnkkdfdr vdarhsd- @ g`qc bnox vhkk ad jdos nm ehkd hm sgd
office of the appropriate Compliance Officer.  

The Title IX Compliance Officer shall receive annual training on issues related 
discrimination, harassment  and sexual-based violence and how to conduct a fair and 
impartial investigation that protects alleged victims and promotes accountability.  

To the extent any provision of this policy conflicts with another College Policy, the 
provisions of this policy will  prevail.  

Effective Tuesday, June 2, 2015 
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Important Campus Contacts:  

School  Resource Officers: 

Lt. Michael Shuler   aro-officers@haywood.edu  

Cell 828.593.8477  Office 828.565.4096 
 

Campus Security:  

security@haywood.edu  

Cell 828.734.5410  Office 828.627.4514 
 

Campus Safety Officer:   

Misty Massingale  

mgreenarch@haywood.edu 

Office 828.564.5113 
 

Director of Human Resources:  

Marsha Stines   

mstines@haywood.edu 

 Office  828.627.4529 
 

Vice President of Student Services:   

Dr. Laura Leatherwood   

lbleatherwood@haywood.edu  

Office  828.565.4220 

 

Vice President of Business Operations:  

Karen Denney 

kdenney@haywood.edu  

Office  828.627.4546 

 

Counselor:   

Office  828.627.4504 

 

Other contacts can be found on Haywood Community College Website Directory:  

http://www.haywood.edu/directory  

 

 

 

mailto:aro-officers@haywood.edu
mailto:security@haywood.edu
mailto:mgreenarch@haywood.edu
mailto:mstines@haywood.edu
mailto:lbleatherwood@haywood.edu
mailto:kdenney@haywood.edu
http://www.haywood.edu/directory
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Policy 3.1: College Operating Hours  

All HCC campus locations are open to faculty, staff, students, and visitors during hours 

designated by the president.  

The campus gate will be locked at all other times unless prior written permission is granted by 

the President or designee.  

Access to the College Arboretum (grounds) may be extended at the discretion of the President or 

designee.  Access to facilities outside of the normal operating hours would follow the current 

operating gntqr procedures for access. 

Facilities are available for public use in accordance with State law under short -term (less than 

three months) and long -term (thr ee months to twelve month) agreements. College sponsored 

events shall take priority over other scheduled events. Board of Trustee approval must be 

obtained prior to granting use of College facilities which are greater than three months. The 

College does not discriminate when allowing use of College facilities.  

Facilities are also available as per Senate Bill 565 which authorizes limited use of college 

facilities by private business enterprises that loan, or donate instructional equipment to the 

College. 

Supervision by College employees is required for student access to classrooms and computer 

labs outside of the hours of 8:00 a.m. to 4:00 p.m. between the hours of 8:00 a.m. and 4:00 p.m., 

the college may make some rooms available for students to occupy for e ducational purposes. No 

student or third parties will be allowed to use the labs and shops without supervision.  

While on College premises, all persons are expected and required to obey all federal, state, and 

local laws and ordinances, as well as College p rocedures governing appropriate conduct as 

determined by the College. Persons in violation of the above will be subject to any action 

deemed appropriate by the responsible authority.  

All HCC campus locations are open to faculty, staff, students, and visito rs during hours 

designated by the president.  

The campus gate will be locked at all other times unless prior written permission is granted by 

the President or designee.  

Access to the College Arboretum (grounds) may be extended at the discretion of the Presi dent or 

designee.  Access to facilities outside of the normal operating hours would follow the current 

operating gntqr procedures for access. 

Facilities are available for public use in accordance with State law under short -term (less than 

three months) an d long -term (three months to twelve month) agreements. College sponsored 

events shall take priority over other scheduled events. Board of Trustee approval must be 

obtained prior to granting use of College facilities which are greater than three months. The  

College does not discriminate when allowing use of College facilities.  
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Facilities are also available as per Senate Bill 565 which authorizes limited use of college 

facilities by private business enterprises that loan or donate instructional equipment to t he 

College. 

Supervision by College employees is required for student access to classrooms and computer 

labs outside of the hours of 8:00 a.m. to 4:00 p.m. between the hours of 8:00 a.m. and 4:00 p.m., 

the college may make some rooms available for students to occupy for educational purposes. No 

student or third parties will be allowed to use the labs and shops without supervision.  

While on College premises, all persons are expected and required to obey all federal, state, and 

local laws and ordinances, as we ll as College procedures governing appropriate conduct as 

determined by the College. Persons in violation of the above will be subject to any action 

deemed appropriate by the responsible authority.  

Effective Friday, June 12, 1992, Amended Monday, March 2, 2015  
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Procedure 3.1.1: College Operating Hours  

Definitions  

College Operating Hours  

Haywood Community College (HCC) campus locations are open to faculty, staff, students, and 

visitors during normal operating hours as follows:  

¶ Monday through Friday 6:00 a.m. to midnight  

¶ Saturday and Sunday 8:00 a.m. to 8:00 p.m.  

Request for Use of Campus Facilities ± College Operating Hours  

Use of College facilities during normal operating hours for internal events requires submission of 

an events request by el`hkhmf sgd bnkkdfdr Dudmsr Bnnqchm`snq `s hcc-

events@haywood.edu.  Request for use of College facilities by external users is facilitated by the 

Events Coordinator.  

Request for Use of Campus Facilities ± Non-operating Hours  

Use of College facilities during non -operating hours by College employees requires submission 

ne ` vqhssdm qdptdrs sn sgd Uhbd Oqdrhcdms ne Atrhmdrr Nodq`shnmr trhmf sgd ®Qdptdrs enq Trd ne

Campus Facilities during non -nodq`shmf gntqr¯ enql. Security will contact the employee making 

the request to let them know whether the request was approved and forward it to the Events 

Coordinator for development of an action plan for the event.  

See form: Request for Use of Campus Facilities During Non -operating hours  

Action Plan  

An action plan will be developed on a case by case basis for requests to use College facilities 

during non -operating hours. Thi s plan will define the roles and responsibilities of those 

involved in the event and allow for support services such as security, maintenance and 

custodial.  

 

 

 

 

mailto:hcc-events@haywood.edu
mailto:hcc-events@haywood.edu
https://www.haywood.edu/files/forms/form-request-for-weekend-college-facility-use.docx
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Procedure 

College locations are open to faculty, staff, students, and visitors during normal op erating hours 

`mc trd hr rbgdctkdc ax dl`hkhmf sgd bnkkdfdr Dudmsr Bnnqchm`snq `s gbb-

events@haywood.edu.  The dates requested will be checked on the events calendar and if 

available will be scheduled; the event requestor will be notified by email of avai lability of the 

space requested.  

Use of College facilities during operating hours by non -college employees requires contacting the 

Events Coordinator to request scheduling an event.   The Events Coordinator will confirm 

availability and a contract will be generated.  This contract shall include the terms and 

conditions of the event and will be signed by the requestor and Events Coordinator before it is 

scheduled on the Events Calendar.   Subsequent to contracting for the event, the requestor is 

responsible f or obtaining support services which include but are not limited to: security, 

custodial and technical services.   The event sponsor must contract with HCC approved support 

services.  Copies of the contracts for these services must be on file prior to the sc heduled event 

to ensure adequate coverage. 

During non -operating hours, the College gate will normally be locked; off Campus locations shall 

be locked also.   Use of College facilities during non -operating hours for classes, events, or other 

special needs wi ll necessitate developing an action plan.   For classes and or events it is 

advisable to develop the action plan at least ten (10) working days in advance of the 

class/event.     

Classes/events planned during non -operating hours are scheduled on a case by case 

basis.  Access to the College by employees during non -operating hours is subject to approval by 

sgd Uhbd Oqdrhcdms ne Atrhmdrr Nodq`shnmr 'nq cdrhfmdd( trhmf sgd ®Qdptdrs enq @bbdrr.Trd ne

Campus Facilities ± Non-nodq`shmf Gntqr¯ enql- Use of College facilities during non -operating 

hours by non -College employees shall be approved by the Events Coordinator and/or the Vice 

President of Business Operations.   

Subsequent to the Vice President of Business Operations (or designee) approval for access to 

facil ities during non -operating hours, the Events Coordinator will facilitate the development of 

an action plan; the access/event will be placed on the College calendar once the plan is 

complete.   This plan shall be in writing and will establish the facility ne eds (security, facility 

services, etc) for the event and shall include a minimum of the following information:  

¶ Primary contact during the event  

¶ Secondary contact during the event  

¶ Date and time of the event  

¶ Location of the event  

¶ Contract for security servic es (if applicable)  

¶ Contract for Facility Services (if applicable)  

¶ Employee responsible for unlocking/locking the gate/building  

¶ Form for issuing required keys  
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¶ Details of the event  

¶ Certificates of insurance  

The action plan will be signed by the Events Coordi nator and the event sponsor and as such 

become an agreement which will be followed by those involved in the event.   The Events 

Coordinator will distribute the information as necessary to the departments involved in set -up of 

the event (Facilities Maintenan ce, Technology, etc).   Security will be responsible for distributing 

and retrieving any keys or other College related equipment issued for an event.   If any College 

key issued for an event is lost, the event sponsor shall be responsible for re -keying the u sed 

space. 

Shops/Studios in the Creative Arts Building  

Shops/Studios in the Creative Arts Building will be supervised by college employee on the 

following schedule:  

Wood Working Studio  

One Haywood Community College Employee will be in the studio for the pu rpose of supervision 

for weekday evening and weekend hours as posted each semester.  

Clay, Fiber, and Jewelry Studios  

One Haywood Community College Employee will rotate between all three studios for weekday 

evening and weekend hours as posted each semester.  

Effective Saturday, November 1, 2008, Amended Monday, March 2, 2015  
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Policy 3.25: Reporting Criminal Activity  

Effective Date:  Fri, Oct 09, 1992  

Amended Date:  Thu, Feb 27, 2014  

Faculty/Staff/Students/Visitors will report known and suspected violations of 
Federal and North Carolina criminal laws to the College Security Department for 
appropriate action.  

Criminal incidents occurring off -campus to students or staff participating in a 
College sponsored activity should be reported to the law enfor cement agency having 
jurisdiction. The College Security Department should be informed of the incident as 
soon as possible. 

Note: If the incident is of a nature requiring the immediate attention of a College 
administrator, the School  Resource Officer or Security Officer on duty should be 
notified by calling (828)593 -8477 or (828)734-5410. 
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Procedure 3.25.1: Reporting Criminal Activity  

Effective Date:  Thu, Feb 27, 2014  

A.  Security Department will upon notification of criminal activity:  
1. Assign response officer(s) to process and document the complaint/report.  
2. Involve (as necessary) the appropriate law enforcement support agency.  
3. Conduct necessary follow -up activities and file required documentation to 

the College administration.  
4. A report shall be  entered into Maxient + sgd Bnkkdfdr hmbhcdms qdonqshmf

system, by the reporting person or a member of the Security Department.  
B. The Campus Safety Services Officer will review campus  crime reports with the 

Security Department to ensure that:  
1. The data required by the Crime Awareness and Campus Security Act is 

compiled and disseminated.  
2. Campus crime prevention programs are followed with special emphasis 

placed on campus community invol vement.  
3. The information flow stresses the necessity for individual's awareness and 

that faculty, staff, and students take some responsibility for their own 
personal safety.  

C. The College's Drug and Alcohol Policy (see General Policies and Procedures 
section)  is considered a component of the campus safety program.  

 

 

 

 

 

 

 

 

 

 

http://publicdocs.maxient.com/incidentreport.php?HaywoodCC
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Policy 3.31: Weapons on Campus  

Effective Date:  Wed, Feb 22, 2006  

Amended Date:  Mon, Oct 07, 2013  

N.C.G.S. § 14-269.2 generally prohibits carrying a "weapon" either openly or 
concealed on community college property. A"weapon"includes; firearms, explosives, 
BB guns, stun guns, air rifle or pistol, and certain types of knives or other sharp 
instruments. N.C.G.S. § 14 -269.2. However, effective October 1, 2013, a firearm is 
permissible on a com munity college campus only under the following limited 
circumstances:  

1. The firearm is a handgun; AND  
2. The individual has a valid concealed handgun permit or is exempt from the law 

requiring a permit; AND  
3. The handgun remains in either: a closed compartment or  container within the 
odqlhs gnkcdqr knbjdc udghbkd: nq ` knbjdc bnms`hmdq rdbtqdkx `eehwdc sn sgd
odqlhs gnkcdqr knbjdc udghbkd: @MC 

4. The vehicle is only unlocked when the permit holder is entering or exiting the 
vehicle; AND  

5. The firearm remains in the c losed compartment at all times.  

Haywood Community College may allow contracted security personnel to carry a 
firearm in the official discharge of their duties as a means of further assuring the 
safety of all students, faculty, staff and visitors on HCC pro perty.  

All Contracted security personnel carrying firearms shall comply with all local, state 
and federal laws for the carrying of firearms.  

The contracted security agency employing security personnel for HCC shall 
guarantee HCC that their personnel are in  compliance with all local, state and 
federal laws for carrying firearms in the discharge of their duties.  

Haywood Community College property includes but is not limited to: college 
buildings, vehicles, grounds, recreation areas, athletic fields, or other property 
owned, used or operated by the College Board of Trustees  
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Policy 3.38: Disruptive Behavior  

Effective Date:  Wed, Feb 15, 2012  

@mx odqrnm+ hmbktchmf rstcdmsr+ vgn `qd cddldc ax sgd bnkkdfdr `clhmhrsq`shnm sn
be disruptive, dangerous, or interfering with the operation, function or safety of the 
college's personnel, students, guests or property; and/or is on campus without 
apparent need, or permission, may be directed to leave the campus at the discretion 
ne sgd bnkkdfdr `clhmhrsq`shnm nqbe subject to administrative action, as well as civil 
and criminal prosecution.  

Reference: NCGS § 14-159.12. First degree trespass. NCGS § 14-159.13. Second 
degree trespass. 
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Policy 5.4: Student Rights and Code of Conduct  

Effective Date:  Tue, Aug 09, 1994  

Amended Date:  Mon, Oct 07, 2013  

I. Preamble 

Academic institutions exist for the transmission of knowledge, the pursuit of 
truth, the development of students, and the well -being of society. Free inquiry 
and free expression are indispensabl e to the attainment of these goals. As 
members of this academic community, students are encouraged to develop the 
capacity for critical judgment and to engage in a sustained and independent 
search for truth.  

Freedom to teach and freedom to learn are insepa rable facets of academic 
conditions in the classroom, on the campus, and in the community. Students 
should exercise their freedom with responsibility. As members of the academic 
community, students are subject to the obligations that accrue to them by virt ue 
of this membership. As members of the larger community of which the College 
is a part, students are entitled to all rights and protection accorded them by the 
laws of that community.  

By the same token, students are also subject to all laws, the enforcem ent of 
which is the responsibility of duly constituted authorities. When students 
violate laws, they may incur penalties prescribed by legal authorities. In such 
instance, College discipline will be initiated only when the presence of the 
student on campus  will disrupt the educational process of the College. 
However, when a student's violation of the law also adversely affects the 
College's pursuit of its recognized educational objectives, the College may 
enforce its own regulations. When students violate C ollege regulations, they are 
subject to disciplinary action by the College whether or not their conduct 
violates the law. If a student's behavior simultaneously violates both College 
regulations and the law, the College may take disciplinary action indepen dent 
of that taken by legal authorities.  

These actions and the process for implementing them are described in HCC 
Policy 5.7: Student Discipline Policy and Procedures.  

Likewise, employees of the College are expected to treat students with all the 
rights to  which they are duly entitled. The College provides students with a 
process to file complaints against a college employee as defined in HCC 
Procedure 5.4.1: Student Complaint/Grievance/Appeal Procedure.  
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Student Rights  

A.  All rights and privileges guaranteed to every citizen by the Constitution of 
the United States and by the State of North Carolina shall not be denied any 
student.  

B. Students are free to pursue their educational goals. Appropriate 
opportunities for learning in the classroom and on the campus sha ll be 
provided for by the College. Student performance will be evaluated solely 
on an academic basis, not on opinions or conduct in matters unrelated to 
academic standards.  

C. Students have the right to freedom of expression, inquiry, and assembly 
without res traint or censorship, subject to reasonable and non -
discriminatory rules and regulations regarding time, place, and manner.  

D. Students have the right to inquire about and to propose improvements in 
policies, regulations and procedures affecting the welfare o f students 
through established student government procedures, campus committees, 
and College offices.  

E. The Family Educational Rights and Privacy Act of 1974 provides safeguards 
regarding the confidentiality of and access to student records, and this Act 
wil l be adhered to by the College. Students and former students have the 
right to review their official records and to request a hearing if they 
challenge the contents of these records. No records shall be made available 
to unauthorized personnel or groups ou tside the College without the 
written consent of the student involved, with the exception of FERPA 
Guidelines of Disclosing Education Records without consent. FERPA 
Guidelines for disclosing student information can be found on th HCC 
website.  

F. No disciplina ry sanctions, other than temporary removal from class or 
activity (only for duration of said activity) may be imposed upon any 
student without due process. Due process procedures are established to 
guarantee a student accused of a Student Code of Conduct v iolation the 
right of a hearing, a presentation of charges, evidence for charges, the right 
to present evidence, the right to have witnesses on one's behalf and to hear 
witnesses on behalf of the accuser(s), the right to counsel, and the right to 
appeal. 

G. Students have the right to a voluntary medical withdrawal. When illness, 
injury, or psychological/psychiatric conditions or disabilities occur while a 
rstcdms hr dmqnkkdc sg`s hmsdqedqd vhsg ` rstcdmsr `ahkhsx sn o`qshbho`sd hm sgd
Bnkkdfdr oqnfq`lr+ ` rsudent or guardian may request a medical 
withdrawal from school. The Vice President of Student Services must 
approve all medical withdrawals. (See related procedures)  

H. It may become necessary for an involuntary/administrative withdrawal for a 
student with il lness, injury, or psychological/psychiatric conditions or 
disabilities when Section III.E of the Student Code of Conduct is violated 
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due to behavior related to a disability that is sufficiently serious to 
constitute a direct threat. (See related procedures )  

 

Student Code of Conduct  

The College reserves the right to maintain a safe and orderly educational 
environment for students and staff. Therefore, when, in the judgment of College 
officials, a student's conduct disrupts or threatens to disrupt the College 
community, appropriate disciplinary action will be taken to restore and protect 
the sanctity of the community.  

Students are expected to conduct themselves in accordance with generally 
accepted standards of scholarship and morality. The purpose of t his code is not 
to restrict student rights, but to protect the rights of individuals in their 
academic pursuits.  

The following regulations set forth rules of conduct that prohibit certain types of 
student behavior. Violation of one or more of the following  regulations may 
result in one of the sanctions described in the Student Discipline Policy:  

I. Academic Dishonesty - taking or acquiring possession of any academic 
material (test information, research papers, notes, etc.) from a member of 
the College staff or  student body without permission; receiving or giving 
help during tests; submitting papers or reports (that are supposed to be 
original work) that are not entirely the student's own; not giving credit for 
others' work (plagiarism).  

J. Theft of, misuse of, or damage to College property, or theft of or damage to 
property of a member of the college community or a campus visitor on 
College premises or at College functions; unauthorized entry upon the 
property of the College or into a College facility or a portion thereof which 
has been restricted in use and thereby placed off limits; unauthorized 
presence in a College facility after closing hours.  

K. Possession of or use of alcoholic beverages or being in a state of intoxication 
on the College campus or at College -sponsored or supervised functions off 
campus or in College -owned vehicles. Possession, use or distribution of any 
illegal drugs, except as expressly permitted by law. Any behavior that may 
be attributed to the use of drugs or of alcoholic beverages shall not in any 
way limit the responsibility of the individual for the consequences of 
his/her actions.  

L. Lewd or indecent conduct, individually or using any college resources for 
such purposes, including public physical or verbal action or distribution of 
obscene or libelous written material.  
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M.  Mental or physical abuse of any person on College premises or at College - 
sponsored or College-supervised functions, including verbal or physical 
actions which threaten or endanger the health or safety of any such persons 
or whi ch promote hatred or racial prejudice.  

N. Any act, comment, or behavior which is of a harassing nature or a sexually 
suggestive nature and which in any way interferes with a student's or an 
employee's performance or creates an intimidating, hostile, or offens ive 
environment.  

O. Intentional obstruction or disruption of campus practices, teaching, 
research, administrative or disciplinary proceedings, or other College 
activities, including public service functions, and other duly authorized 
activities on College pre mises. 

P. Occupation or seizure, in any manner, of College property, a College facility 
or any portion thereof for a use inconsistent with prescribed, customary, or 
authorized use.  

Q. Participating in or conducting an assembly, demonstration, or gathering, or 
in dividual activity in a manner which threatens or causes injury to person 
or property; which interferes with free access to, ingress or egress of College 
facilities; which is harmful, obstructive or disruptive to the educational 
process or institutional fun ctions of the College; and/or remaining at the 
scene of such an assembly after being asked to leave by a representative of 
the College staff.  

R. Possession or use of a firearm, (with the exception of law enforcement 
officers and with the exception of HB 937 a s listed below), incendiary 
device or explosive, except in connection with a College -approved activity. 
This also includes unauthorized use of any instrument designed to inflict 
serious bodily injury to any person.  
N.C.G.S. § 14-269.2 generally prohibits c `qqxhmf ` ®vd`onm¯ dhsgdq nodmkx
or concealed on community college property.   @ ®vd`onm¯ hmbktcdr
firearms, explosives, BB guns, stun guns, air rifle or pistol, and certain types 
of knives or other sharp instruments.  N.C.G.S. § 14-269.1.  However, 
effecti ve October 1, 2013, a firearm is permissible on a community college 
campus only under the following limited circumstances:  

1. The firearm is a handgun; AND  
2. The individual has a valid concealed handgun permit or is exempt 

from the law requiring a permit; AND  
3. The handgun remains in either: a closed compartment or container 

vhsghm sgd odqlhs gnkcdqr knbjdc udghbkd: nq ` knbjdc bnms`hmdq
rdbtqdkx `eehwdc sn sgd odqlhs gnkcdqr knbjdc udghbkd: @MC 

4. The vehicle is only unlocked when the individual with the permit is 
entering or exiting the vehicle; AND  

5. The firearm remains in the closed compartment at all times.  

Violation of the above North Carolina Law will be considered a violation of 
the HCC Student Code of Conduct.  
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S. Setting off a fire alarm or using or tampering with any fire safety equipment, 
except with reasonable belief in the need for such alarm or equipment.  

T. Gambling on the College campus or at College -sponsored functions off -
campus. 

U. Smoking and/or using other forms of tobacco products on HCC property, 
which includes, but is not limited to, College vehicles, classrooms, shops, 
and labs or other unauthorized areas.  

V. Violation of College regulations regarding the operation and parking of 
motor vehicles.  

W. Forgery, alteration, or misuse of College documents, records , or instruments 
of identification with intent to deceive.  

X. Failure to comply with instructions of College officials acting in 
performance of their duties.  

Y. Violation of the terms of disciplinary probation or any College regulation 
during the period of proba tion.  

Z. Fiscal irresponsibility such as failure to pay College -levied fines, failure to 
repay College-funded loans, or the passing of worthless checks to College 
officials.  

AA.  Violation of a local, state, or federal criminal law on College premises 
adversely af fecting the College community's pursuit of its proper 
educational purposes.  

BB. Willful creation or distribution of anonymous documents, letters, phone 
calls, etc. containing libelous, slanderous, erroneous, or unfounded 
information that is disruptive to the m ission, administration, students, and 
educational environment of the College.  

CC. Willfully or deliberately made false or misleading statements about College 
business or official records or about College employees or students.  
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Procedure 5.4.1: Student  Grievance Procedure  

Amended Date:  Tue, Feb 11, 2014  

A.  Purpose 

The purpose of the student grievance procedure is to provide a system to 
channel student complaints against faculty and staff concerning the following:  

1. Alleged discrimination on the basis of age , sex, race, disability or other 
conditions, preference or behavior, excluding sexual harassment 
complaints.  

2. Sexual harassment complaints should be directed to the Vice President of 
Student Services. Because of the sensitive nature of this kind of complain t, 
a conference with the Vice President of Student Services will replace the 
first step of the grievance procedure. The Vice President of Student Services 
will counsel with the student to determine the appropriate action that is 
required. If the grievance is not resolved after this meeting, then the 
remainder of the grievance procedure will be followed.  

3. Academic matters, excluding individual grades and classroom attendance. 
Individual grades and/or attendance appeals will be routed through the 
Vice Presiden t of Academics and follow the documented procedure.  

B. Procedures 

1. Student Resolution  

The student must go to the instructor or staff member where the alleged 
problem originated. An attempt will be made to resolve the matter equitably 
and informally at this level. The conference must take place within five (5) 
working days of the incident which generated the complaint.  

2. Supervisor Resolution  

If the grievance is not resolved at the informal conference, the student may 
file a written grievance. A Grievance Form,  or link to the electronic Incident 
Reporting Form, shall be made available to the student by the Vice 
President of Student Services. The Vice President of Student Services will 
explain the grievance process to the student. The completed Grievance 
Form mus t be presented or submitted electronically to the Vice President of 
Student Services within five (5) working days after satisfying the first step 
in the grievance process. The Vice President of Student Services will then 
refer the grievance to the immediat e supervisor involved. The supervisor 
shall respond in writing to the student within ten (10) working days of 
receipt of the Grievance Form from the department involved.  
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3. Student Grievance Request  

If the written statement of the supervisor does not satisfy the grievant, a 
request to appear before the Student Grievance Committee may be made.  

The student must submit a written request within five (5) working days 
after receiving the written response of the supervisor. The request shall 
include a copy of the ori ginal Grievance Form and the reason why the 
rtodquhrnqr qdronmrd hr tmr`shre`bsnqx- @ bnox ne sgd rtodquhrnqr qdronmrd
must be attached to the request by the student.  

4. Student Grievance Committee Organization  

The Vice President of Student Services shall i mmediately notify the 
President, who shall ensure that the Committee is organized in a manner 
consistent with this procedure. The Vice President of Student Services will 
send copies of the appeal to the members of the Committee, the employee, 
and the emploxddr rtodquhrnq- Sgd dloknxdd `f`hmrs vgnl sgd fqhdu`mbd
was filed shall be given an opportunity to respond in writing to the 
Chairperson of the Committee.  

¶ Meeting(s) shall be conducted between five (5) and fifteen (15) working 
days following the date of the request. A postponement may be granted 
by the Chairperson upon written request of either party, if the reason 
stated justifies such action.  

¶ The Committee shall hold interviews with the grievant, the employee, 
and the supervisor, singularly, and in the absence of other witnesses. The 
Committee may interview any additional witnesses that it considers 
necessary to render a fair decision.  

¶ The Committee shall decide, by a majority vote, the solution of the 
grievance. In case of a tie, the Chairperson shall v ote, thus breaking the 
shd- Sgd Bg`hqodqrnm rg`kk enqv`qc ` bnox ne sgd Bnllhssddr cdbhrhnm sn
all parties involved and to the Office of the President of the College 
within two (2) working days.  

5. Appeal of Decision to the President  
Sgd Bnllhssddr cdbhrhnm may be appealed by either party involved to the 
Oqdrhcdms ne sgd Bnkkdfd vhsghm sdm '0/( vnqjhmf c`xr ne sgd Bnllhssddr
decision.  

Sgd Oqdrhcdms rg`kk qduhdv sgd Bnllhssddr ehmchmfr+ bnmctbs vg`sdudq
additional inquiries that are deemed necessary, and wi ll render a decision 
within ten (10) working days of receipt of the appeal.  

6. Appeal of Decision to the Board of Trustees  
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Either party involved may file an appeal with the Board of Trustees, if 
he/she feels due process was not followed.  

The Board of Trustees  or a committee of the Board may review information 
to-date and render a decision without the personal appearance of the parties 
of the Grievance Committee/Discipline Review hearing before them, or they 
may choose to have the parties appear before them bef ore rendering a 
decision regarding compliance with due process. The decision of the Board 
will be made within twenty (20) working days and will be final.  

C. The Student Grievance Committee  
The Disciplinary Review Committee may serve as the Student Grievance 
Committee or, at the direction of the President; a new committee may be formed 
for each grievance. Committee makeup and method of appointment will be the 
same as for the Disciplinary Review Committee.  

D. Right of Parties Involved in a Grievance  
When a grievan ce committee meeting is scheduled, the parties involved are 
entitled to:  

1. A written notice of the complaint.  
2. A written notice of the time and place of the meeting. This notice shall be 

forwarded to all parties at least five (5) working days prior to the mee ting, 
unless they waive this requirement.  

3. Review all available evidence, documents, or exhibits that each party may 
present at the meeting.  

4. Have access to the names of the witnesses who may testify.  
5. Appear in person and present information on his or her be half, call 

witnesses, and ask questions of any person present at the meeting.  
6. The right to counsel. The role of the person acting as counsel is solely to 

advise the client. The counsel shall not address the Committee.  
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Policy 5.7: Student Discipline Policy  

Effective Date:  Wed, Oct 21, 2009  

Amended Date:  Tue, Apr 15, 2014  

HCC considers the guidelines set forth by the Student Rights and Code of Conduct 
Policy as conducive to a positive environment. If a student fails to behave in a 
manner consistent with these guidelines, the college reserves the right to impose 
disciplinary action. Disciplinary action may be initiated for violation of any rule or 
regulation of the College. This policy applies to conduct which occurs while a 
student is attending or pa rticipating in any Haywood Community College sponsored 
event or activity, on campus and on other property or facilities owned, controlled or 
used by HCC.  (See related procedures) 

Sanctions  

Note: Per State Board Code, the transcript of the student receivin g a sanction of 
rtrodmrhnm nq dwotkrhnm vhkk cdmnsd9 ®chrbhokhm`qx dwotkrhnm¯ nq ®chrbhokhm`qx
rtrodmrhnm-¯ 

A.  Reprimand: A written communication which gives official notice to the student 
that any subsequent offense against the Student Code of Conduct will c arry 
heavier penalties because of this prior infraction.  

B. General Probation: An individual may be placed on General Probation when 
involved in a minor disciplinary offense; General Probation has two (2) 
important implications: the individual is given a chan ce to show capability and 
willingness to observe the Student Code of Conduct without further penalty, 
secondly, if the individual errs again, further action will be taken. This 
probation will be in effect for no more than two (2) semesters.   

C. Restrictive Pr obation: Restrictive Probation results in loss of good standing and 
becomes a matter of record. Restrictive conditions may limit activity in the 
College community. Generally the individual will not be eligible for initiation 
into any local or national orga nization, and may not receive any College award 
or other honorary recognition. The individual may not occupy a position of 
leadership or responsibility with any College or student organization, 
publication, or activity. This probation will be in effect for  not less than two (2) 
semesters.  Any violation of Restrictive Probation may result in immediate 
suspension.  

D. Restitution: Paying for damaging, misusing, destroying or losing property 
belonging to the College, College personnel, or students.  

E. Interim Suspen sion: Exclusion from class and/or other privileges or activities as 
set forth in the notice, until a final decision has been made concerning the 
alleged violation.  
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F. Loss of Academic Credit or Grade: Imposed as a result of academic dishonesty.  
G. Withholding tr anscript, diploma, or right to register or participate in graduation 

ceremonies: Imposed when financial obligations are not met. (Student will not 
be allowed to register until all financial obligations are met.)  

H. Suspension: Exclusion from class(es), and/or  all other privileges or activities of 
the College for a specific period of time. This sanction is reserved for those 
offenses warranting discipline more severe than probation, or for repeated 
misconduct. Students who receive this sanction must get specifi c written 
permission from the Vice President of Student Services before returning to 
campus. 

I. Expulsion: Dismissing a student from campus for an indefinite period, losing 
student status. The student may be readmitted to the College only with the 
approval of  the College President.  

J. Group Probation: This is given to a College club or other organized group for a 
specified period of time. If group violations are repeated during the term of the 
sentence, the charter may be revoked or activities restricted.  

K. Group Restrictions: Removing College recognition during the semester in which 
the offense occurred or for a longer period (usually not more than one 
additional semester. While under restriction, the group may not seek or add 
members, hold or sponsor events in the  College community, or engage in other 
activities as specified.  

L. Group Charter Revocation: Removal of College recognition for a group, club, 
society, or other organizations for a minimum of two years. Re -charter after that 
time, must be approved by the Coll ege President. 

M.  Community Service: Assigning a specific community service project and 
number of contact work hours to be completed for a designated department on 
the College Campus for a violation of the Student Code of Conduct as deemed 
appropriate by the Vice President of Student Services.  

Personal Counseling Referral  

In addition to the above stated sanctions the college may require counseling.  

The student may be required to attend one or more counseling sessions with a 
licensed professional counselor. The  student may be required to complete 
counseling before returning to the College. The student must provide written 
documentation from the licensed professional that the requirement has been met; 
additionally, if required by the Vice President of Student Ser vices, a statement from 
the licensed professional that the student is able to return to class based on his/her 
professional judgment.  Sgd rstcdms l`x ad qdedqqdc sn sgd Bnkkdfdr khbdmrdc
professional counselor at no charge or elect to use his/her own lice nsed professional 
counselor and bear the cost.  
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Procedure 5.7.1: Student Discipline Procedures  

Effective Date:  Tue, Aug 09, 1994  

Amended Date:  Wed, May 14, 2014  

HCC considers the guidelines set forth by the Student Rights and Code of Conduct 
Policy as conducive to a positive environment. If a student fails to behave in a 
manner consistent with these guidelines, the College reserves the right to impose 
disciplinary action. Disciplinary action may be initiated for violation of any rule or 
regulation of th e College. This policy applies to conduct which occurs while a 
student is attending or participating in any Haywood Community College sponsored 
event or activity, on campus and on other property or facilities owned, controlled or 
used by HCC. (See related procedures)  

Immediate Suspension  

If an act of misconduct threatens the health or well -being of any member of the 
academic community or seriously disrupts the function and good order of the 
College, an instructor or administrative officer may direct student (s) involved to 
cease and desist such conduct and advise them that failing to cease and desist will 
result in immediate suspension. If the student(s) fail to cease and desist, the 
instructor may then suspend the student(s) from the class. An administrative  officer 
may suspend the student(s) from either the class or the College until a resolution of 
the matter can be made.  

The instructor or administrative officer invoking such suspension shall notify the 
Vice President of Student Services in writing of the i ndividual(s) involved and the 
nature of the infraction as soon as possible, but no more than two days following the 
incident. The Vice President of Student Services shall resolve the matter in a timely 
fashion utilizing the steps outlined below.  

Responsibi lity for Implementation  

The Vice President of Student Services or his/her designee is responsible for 
implementing student discipline procedures.  

General Disciplinary Procedures  
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In order to provide an orderly procedure for handling student disciplinary cases in 
accordance with due process and justice, the following procedures will be followed:  

1. Charges/Notification  

a. Any administrative official, faculty/staff member, or student may file 
charges with the Vice President of Student Services against any student  or 
student organization for violations of the Student Code of Conduct.  

b. The individual(s) making the charge(s) must complete the appropriate 
electronic Incident Reporting Form. Links to the Incident Report Forms are 
located at http://www.haywood.edu/incident_reporting . 

c. The completed Incident Report Form should be submitted within five (5) 
working days of the incident.  

d. The Vice President of Student Services will notify the student of the 
charge(s) within five (5) working days of receipt of the Incident Report 
Form. The notification will be presented via student email, certified mail, 
telephone, or in person.  

e. The student must schedule an appointment to meet with the Vice President 
of Student Services  within five (5) working days after receiving notification 
of the charge(s). 

f. In instances where the student cannot be reached, the Vice President shall 
rdmc ` bdqshehdc kdssdq sn sgd rstcdmsr k`rs jmnvm `ccqdrr vhsg sgd
Notification.  
 
The notification wil l include the following:  
1. Name of the student being charged.  
2. The alleged specific violation(s) of the Code of Conduct  
3. The time, place, and date of the incident  
4. Names of any person(s) directly involved and witness/s to the alleged 

infractions  
5. Any action tak en that relates to the matter  

2. Investigation and Decision  

Within five (5) working days after the charge is filed, the Vice President of 
Student Services shall complete a preliminary investigation of the charge(s) and 
shall schedule a meeting with the studen t. After discussing the alleged 
infraction with the student, the Vice President may act as follows:  

1. Drop the charge(s) 
2. Impose a sanction consistent with those shown in Policy 5.7: Student 
Discipline Policy  
3. Refer the student to a College office or community  agency for services 

Student Responsibilities:  

http://www.haywood.edu/incident_reporting
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Upon notification of the alleged charge(s), the accused student must meet with 
the Vice President of Student Services and/or provide a written statement 
regarding the issue within five (5) working days. A written request for an 
extension must be approved by the Vice President during that same time period 
(before the end of the five (5) working days).  

Hm sgd dudms sg`s sgd `bbtrdc rstcdms cndr mns qdronmc sn sgd Uhbd Oqdrhcdmsr
request for a meeting or stat ement, or fails to meet with the Vice President or 
provide a statement within five (5) working days of the date of notification of 
the alleged charge(s), or does not file a written request for an extension, findings 
will be based on information available a t the time.  

3. Sanction  

The decision of the Vice President of Student Services shall be presented to the 
student in writing, electronically or in person, within five (5) working days of 
the meeting with the student. In instances where the student cannot be re ached, 
sgd Uhbd Oqdrhcdms rg`kk rdmc ` bdqshehdc kdssdq sn sgd rstcdmsr k`rs jmnvm
`ccqdrr oqnuhchmf sgd rstcdms vhsg ` khrs ne sgd bg`qfdr+ sgd Uhbd Oqdrhcdmsr
decision, and instructions governing the appeal process.  

4. Appeals  

Appeals Procedure: A student  who disagrees with the decision of the Vice 
President of Student Services may request a hearing before the Disciplinary 
Review Committee. This request must be submitted in writing to the Vice 
President within three (3) working days after receipt of the Vi bd Oqdrhcdmsr
decision. The Vice President shall refer the matter to the Disciplinary Review 
Committee together with a report of the nature of the alleged misconduct, the 
name of the complainant, the name of the student against whom the charge has 
been fikdc+ `mc sgd qdkdu`ms e`bsr qdud`kdc ax sgd Uhbd Oqdrhcdmsr hmudrshf`shnm- 

Disciplinary Review Committee Composition  

Membership of the Disciplinary Review Committee shall be composed of the 
following:  

 . Three faculty/staff members  appointed by the President  of the College.  
a. Three student members  appointed by the Student Government Association 
and approved by the President of the College.  
b. The President will appoint one administrator  to serve as committee 
chairperson who will vote only in case of a tie.  
c. The Vic e President of Student Services  will serve as an ex -officio non -voting 
member. 
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d. Committee members will serve one year from the beginning of fall semester 
through summer semester with replacements appointed by the President or SGA, if 
necessary. 
e. At least two  faculty/staff members, two students, and the Chairperson must be 
present in order for the committee to conduct business.  

Procedures for Hearings before the Disciplinary Review Committee  

F. Procedural Responsibilities of the Vice President  

Review Committee Meeting: The Review Committee must meet within ten 
(10) working days of receipt of a request for a hearing. At least five (5) 
working days prior to the date set for the hearing, the Vice President shall 
issue a letter (send a certified letter to the studen sr k`rs jmnvm `ccqdrr nq
present the letter in person) providing the student with the following 
information:  

1. A restatement of the charge or charges  
2. The time and place of the hearing  
3. @ rs`sdldms ne sgd rstcdmsr a`rhb oqnbdctq`k qhfgsr 
4. A list of witnesses  
5. Names of committee members  

On written request of the student, the hearing may be held prior to the 
expiration of the five -day (5) notification period, if the Vice President 
concurs with this change.  

G. Student Rights: Basic Procedural Rights of Students Inclu de the Following:  

1. The right to counsel. The role of the person acting as counsel is solely 
to advise the student. The counsel shall not address the Committee.  

2. Sgd qhfgs sn oqnctbd vhsmdrrdr nm nmdr adg`ke- 
3. The right to request, in writing, the President t o disqualify any member 

of the Committee for prejudice or bias. (The request must contain 
reasons). A request for disqualification, if made, must be submitted at 
least three (3) working days prior to the hearing. If such disqualification 
occurs, the approp riate nominating body shall appoint a replacement to 
be approved by the President.  

4. The right to present evidence.  
5. The right to know the identity of the person(s) bringing the charge(s).  
6. The right to hear witnesses on behalf of the person bringing the 

charges. 
7. The right to testify, or to refuse to testify, without such refusal being 

detrimental to the student.  
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8. The right to appeal the decision of the Committee to the President, who 
will review the official record of the hearing. The appeal must be in 
writing and it must be made within five (5) working days of the 
completion of the hearing.  

H. Disciplinary Review Committee Responsibility: The Conduct of the 
Committee Hearings  

1. Hearings before the Committee shall be confidential and shall be closed 
to all persons ex cept the following:  
a. The student  
b. Counsel 
c. Witnesses who shall:  

i.  Give testimony singularly and in the absence of other 
witnesses 

ii.  Leave the committee meeting room immediately upon the 
completion of the testimony.  

2. The hearing will be recorded.  
3. Recordings will become the property of the College, and access to them 

will be determined by the Chairperson of the Committee and the Vice 
President. All recordings will be filed in the Office of the Vice 
President.  

4. The Committee shall have the authority to adopt suppleme ntary rules 
of procedures consistent with this code. The Committee shall have the 
authority to render written advisory opinions concerning the meaning 
and application of this code.  

5. Upon completion of a hearing, the Committee shall meet in executive 
session to determine concurrence or non -concurrence with the original 
finding and to recommend sanctions, if applicable. Decisions of the 
Committee shall be made by majority vote.  

6. Within two (2) working days after the decision of the Committee, the 
Vice President  rg`kk hmenql sgd rstcdms hm vqhshmf ne sgd Bnllhssddr
decision.  

Appeal to the President  

A student who refuses to accept the findings of the Committee may appeal in 
writing to the President within five (5) working days after receipt of the 
Bnllhssddr cdbision. The student must state the reasons for the appeal. The 
President shall have the authority to:  

9. Review the findings of the proceedings of the Committee.  
10. Hear from the student, the Vice President and the members of the 
Committee before ruling on an app eal. 
11. Review the information and make a judgment without the personal 
appearance of the student.  
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12. Approve, modify, or overturn the decision of the Committee.  
13. Inform the student in writing of the final decision within ten (10) 
working days of the receipt of t he appeal. 
14. The decision of the President will be final, except for an appeal to the 
Board of Trustees regarding compliance with due process.  

Appeal to the Board of Trustees  

Any party of the Review Committee hearing may request, in writing, a hearing 
before the Board of Trustees or a committee of the Board regarding compliance 
with due process  within five (5) working days of the decision of the President. 
The student or party filing the appeal must state the reason(s) for the appeal, i.e. 
why he/she feels due process was not followed.  

The Board of Trustees or a committee of the Board may review  information to 
date and render a decision without the personal appearance before them of the 
parties of the Disciplinary Review Committee hearing. They may choose to have 
the parties appear before them before rendering a decision regarding compliance 
with  due process. The decision of the Board will be made within twenty (20) 
working days of the appeal request and will be final.  

Academic Dishonesty Disciplinary Procedures  

It is the responsibility of all college employees to ensure the academic integrity of 
the College. Violations of academic integrity are considered serious offenses and 
have a negative impact on the teaching and learning environment and will not be 
tolerated. Students are forewarned that some acts of academic dishonesty may result 
in action being taken by outside individuals or entities.  

The faculty member has the option to follow the process below or refer the matter to 
the Vice President of Student Services who will follow the same procedure as with 
any other Code of Conduct Violations.  

In the case where a student is charged with academic dishonesty by a member of the 
faculty, the faculty member will follow these steps:  

1. Notify the Vice President of Student Services, at which time the Vice President 
will confirm whether the offense is a first  offense. If it is anything other than a 
first offense, the Vice President will follow the discipline procedure that is 
followed as with all other violations. An electronic incident report must be 
submitted by the faculty member within five days of the all eged offense. A link 
to the Academic Dishonesty Incident Report Form is located at 
haywood.edu/incident_reporting . 

2. Due process will be afforded to the student. Prior to notifying the student of the 
sanction, the instructor may fully vet and discuss the desired sanction with the 

http://www.haywood.edu/incident_reporting
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Vice President of Student Services and the Vice President of Academics. If the 
academic dishonesty is a first offense the faculty member may do the following:  
a. Contact the stu dent and explain the charge. The faculty member has the 

option to notify the student in the presence of another college official.  
b. Give the student an opportunity to respond to the charge  
c. The student must confirm receipt of the charge notification (this app lies to 

on-line and face -to-face students) 
d. The correspondence must be documented by the faculty member  
e. The faculty member will follow up with any witnesses or parties to the 

incident  
f. The faculty member will then notify the student of the sanction. The faculty 

member has the option to notify the student in the presence of another 
college official.  

g. The sanction information will be forwarded to the Vice President of Student 
Services along with all documentation  

h. The student has the right to appeal the acade mic dishonesty sanction to the 
Vice President of Student Services and Vice President of Academic Affairs  

i.  If the student appeals the instructor sanction, the appeal will be heard by 
both the Vice President of Academic Affairs and the Vice President of 
Student Services 

j. Any additional appeal will follow the appeal procedure for all other code of 
conduct violations  

The following sanctions may be issued by the faculty member:  

1. Redo the assignment 
2. Loss of credit for the assignment  
3. Loss of credit for the class  
4. Other: if any other sanctions are desired by the faculty member, the Vice 

President of Student Services and Vice President of Academics will be 
consulted.  
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Policy 6.1: Alcohol and Drug Free Campus  

Effective Date:  Sat, May 19, 1990  

Amended Date:  Tue, May 13, 2008  

It is the policy of Haywood Community College that the unlawful manufacture, 
distribution, dispensation, possession or use of alcohol or a controlled substance is 
prohibited while in the workplace, on College premises, or as part of any College 
sponsored activities. Any employee or student violating this policy will be subject to 
disciplinary action up to and including termination or expulsion and referral for 
prosecution.  

This policy complies with the Drug -Free Schools and Communities Act 
(Amend ment of 1989, Public Law 101 -226) as well as the Drug -Free Workplace Act 
of 1988. 
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Procedure 6.1.1: Alcohol and Drug Free Campus  

The use and abuse of drugs and alcohol are subjects of immediate concern in our 
society.   These problems are extremely complex and ones for which there are no 
easy solutions.   From a safety perspective, the users of drugs may impair the 
well -being of all employees, the public at large, and result in damage to College 
property.   Therefore, it is a policy of this C ollege that the unlawful manufacture, 
distribution, dispensation, possession or use of a controlled substance or alcohol is 
prohibited while in the workplace, on College premises, or as part of any College 
sponsored activities.   Any employee or student vio lating this policy will be subject 
to disciplinary action up to and including termination or expulsion and referral for 
prosecution.   The specifics of this policy are as follows:   

1. Haywood Community College does not differentiate between drug users and 
drug pushers or sellers.   Any employee or student who possesses, uses, sells, 
gives or in any way transfers a controlled substance to another person or 
manufactures a controlled substance while in the workplace, on College 
premises, or as part of any College s ponsored activity,   will be subject to 
disciplinary action up to and including termination, or expulsion and referral 
for prosecution.   

 

2. The term "controlled substance" means any drug listed in 21 CFR Part 1308 and 
other federal regulations, as well as those listed in Article V, Chapter 90 of the 
North Carolina General Statutes.   Generally, these are drugs which have a high 
potential for ab use.  Such drugs include, but are not limited to:  
1. Heroin  
2. Marijuana  
3. Cocaine 
4. PCP 
5. "Crack" 

They also include - "legal drugs" which are not prescribed by a licensed 
physician.  

3. Each employee or student convicted of violating any criminal drug statute while 
in t he workplace, on College premises, or as part of any College sponsored 
activity, he or she will be subject to termination or expulsion.   Alternatively, the 
College may require the employee or student to successfully finish a drug abuse 
program sponsored by  an approved private or governmental institution as a 
precondition for continued employment or enrollment at the College.  
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4. Each employee or student is required to inform the College, in writing, within 
five (5) days after he or she is convicted for violati on of any federal, state, or 
local criminal drug statute where violation occurred while in the workplace, on 
College premises, or as part of any College sponsored activity.   A conviction 
means a finding of guilt (including a plea of nolo contendere) or the  imposition 
of a sentence by a judge or jury in federal or state court.  

 

5. Conviction of employees working under federal grants, for violating drug laws 
in the workplace, on College premises, or as a part of any College sponsored 
event, shall be reported to the appropriate federal agency.   The President of 
Haywood Community College must notify the U.S. government agency with 
which the grant was made within ten (10) days after receiving notice from the 
employee or otherwise receives actual notice of violation of a criminal drug 
statute occurring in the workplace.   The College shall take appropriate action 
within 30 calendar days from receipt of notice.   As a condition of further 
employment on any federal government grant, the law requires all employees to 
abide by this policy.    

 

6. Any employee or student who unlawfully possesses, uses, sells, or transfers 
alcoholic beverages to another person while in the workplace, on College 
premises, or as part of any College sponsored activity, will be subject to 
disciplinary  action up to and including termination or expulsion and referral for 
prosecution.  

 

7. If an employee or student is convicted of violating any alcohol beverage control 
statute criminal while in the workplace, on College premises, or as part of any 
College sponsored activity, he or she will be subject to disciplinary action up to 
and including termination or expulsion.   Alternatively, the College may require 
the employee or student to successfully finish an alcohol rehabilitation program 
sponsored by an approve d private or governmental institution as a precondition 
for continued employment or enrollment at the College.  

 

8. The term alcoholic beverage includes beer, wine, whiskey, and any other 
beverage listed in Chapter 18B of the General Statutes of North Carolina . 
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9. Each employee or student is required to inform the College, in writing, within 
five (5) days after he or she is convicted of any alcoholic everage control statute 
where such violation occurred while in the workplace, on College premises, or 
as part of any College sponsored activity.  

 

Listed below are the possible sanctions that may be imposed on students and 
employees.  Each case will be reviewed on an individual basis and the disciplinary 
sanctions imposed will be determined by the appropriate administrator, consistent 
with College policy.  

Students  

¶ admonition  
¶ censure 
¶ probation  
¶ expulsion  
¶ refer for prosecution  

¶ denial of participation in College activities  
¶ denial of opportunity to represent College  
¶ denial of permission to drive or park on campus  
¶ successful completion of a drug or alcohol rehabilitation program  

Employees 

¶ admonition  
¶ censure 
¶ leave with pay pending investigation  
¶ leave without pay pending investigation  
¶ reprimand  
¶ probation  
¶ suspension 

¶ relocation or reassignment  
¶ denial of promotion  
¶ demotion  
¶ successful completion of a drug or alcohol rehabilitation program  
¶ termination  
¶ refer for prosecution  
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Policy 6.7: Disciplinary Action, Suspension, and Dismissal  

Amended Date:  Mon, Oct 07, 2013  

The President, or his/her designee, has the authority to warn, reprimand, suspend, 
or dismiss any employee of Haywood Community College regardless of occupation, 
classification, or profession.   Disciplinary action may be taken for causes relating to 
performance of duties or personal conduct.   These causes shall include, but are not 
necessarily limited to:  

 

Performance of Duties  

¶ Non-performance of duties.  
¶ Failure to use proper care in the performance of duties.  
¶ Physical or mental incapability to perform duties when reasonable 

accommodations are made.  
¶ Failure to maintain satisfactory and harmonious working relationships with the 

public, employees, and students to include the use of anonymous documents, 
letters, phone calls, etc. per the Open Communication Policy.  

¶ Improper or fraudulent use of leave privileges.  
¶ Failure to be present for duty at the assigned time and place.  
¶ Failure to obtain or maintain a current license, certificate, or credentials required 

as a condition of employment.  
¶ Refusal to accept a reasonable and proper assignment from an authorized 

supervis or. 

 

Personal Conduct  

¶ Disgraceful or gross misconduct that is prejudicial to the college.  
¶ Conviction of a felony or a criminal act that may be prejudicial to the college or 

detrimental to the performance or integrity of the position.  
¶ Misuse or theft of col lege funds.  
¶ Careless, negligent, or improper use of, or theft of college property or equipment.  
¶ Submission of falsified information or the omission of material information for the 

purpose of obtaining employment with the college.  
¶ Participation in action th at would seriously disrupt the normal operation of the 

college. 
¶ Willful damage or destruction of college property.  
¶ Willful acts endangering the lives, property or reputation of others.  
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¶ Possession of unauthorized firearms, explosives and other weapons on co llege 
property.  
N.C.G.S. § 14-158-1 fdmdq`kkx oqnghahsr b`qqxhmf ` ®vd`onm¯ dhsgdq nodmkx nq
concealed on community college property.   @ ®vd`onm¯ hmbktcdr ehqd`qlr+
explosives, BB guns, stun guns, air rifle or pistol, and certain types of knives or 
other sharp instruments.   N.C.G.S. § 14-269.1.  However, effective October 1, 2013, 
a firearm is permissible on a community college campus only under the following 
limited circumstances:  
¶ The firearm is a handgun; AND  
¶ The individual has a valid concealed handgun permit or is exempt from the law 

requiring a permit; AND  
¶ The handgun remains in either: a closed compartment or container within the 
odqlhs gnkcdqr knbjdc udghbkd: nq ` knbjdc bnms`hmdq rdbtqdkx `eehwdc sn sgd
odqlhs gnkcdqr knbjdc udghbkd: @MC 

¶ The vehic le is only unlocked when the individual with the permit is entering or 
exiting the vehicle; AND  

¶ The firearm remains in the closed compartment at all times.  
¶ Reporting to work under the influence of alcohol or a controlled substance or 

possessing such items while on campus.  
¶ Acceptance of gifts in exchange for favors or influence related to the college.  
¶ Betrayal of confidential information or tampering with official records.  
¶ Taking part in political management or campaigns prohibited by law.  
¶ Engaging in employ ment or activities that constitute a conflict of interest.  
¶ Engaging in sexual harassment of employees or students.  
¶ Unprofessional or inappropriate conduct, including unwelcome sexual advances, 

requests for sexual favors, or other offensive verbal or physic al conduct of a sexual 
nature.  

¶ Deliberately or willfully making false or misleading statements in connection with 
any college business or official records or about college employees, students, or 
others. 

¶ Creating and distributing anonymous documents, lette rs, phone calls, etc. about 
College employees, students, and others as specified in the Open Communication 
Policy.  
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Procedure 6.7.1: Disciplinary Action Addressing Suspension and 
Dismissal  

Amended Date:  Tue, May 13, 2008  

The following procedure shall  be followed for disciplinary action, suspension, or 
dismissal:  

Depending upon the severity of the situation, the President has the authority to alter 
the progressive levels of discipline contained in this policy, including, but not 
limited to, immediate s uspension or dismissal.  

1. The employee shall receive an oral warning or reprimand from the supervisor 
explaining the reason for the warning and corrections to be made.   This oral 
warning is to be accompanied or followed by a letter or memorandum to the 
emplo yee with a copy to the Personnel Officer to be placed in the personnel file 
for a length of time to be specified by the supervisor.  

2. If the situation continues, the next step will be a formal, written warning from 
the appropriate Vice President or director.   The contents of the letter will 
include a statement that a continuation of the practice may result in further 
disciplinary action.   @ bnox ne sghr kdssdq vhkk ad ok`bdc hm sgd dloknxddr
personnel file permanently.  

3. If the problem is not corrected, the Pr esident shall impose the appropriate 
disciplinary action, suspension, or dismissal based upon the seriousness of the 
conduct.   Before an employee is disciplined, suspended, or dismissed, a written 
summary of the case will be prepared by the appropriate Vic e President or 
director and reviewed with the President.   The Chairperson of the Board of 
Trustees will be notified of each proposed dismissal.  

4. The employee shall be notified with a written notice of dismissal and will be 
provided a copy of this policy and  the policy covering the appeal process.   A 
copy of the dismissal notice will be placed in the personnel file.  
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Policy 6.27: Harassment  

Effective Date:  Sat, Apr 03, 1999  

Amended Date:  Tue, May 13, 2008  

Haywood Community College fosters an environme nt of respect for the dignity and 
worth of all members of the College community and therefore has zero tolerance for 
harassment in any form.   Harassment is unacceptable and impermissible conduct 
which will not be tolerated.  
 
The College expressly forbids harassment of employees and/or students based upon 
age, race, sex, color, creed, handicapping condition/disability, religion, national 
origin, political affiliation, and marital status. All employees and students should 
clearly understand that, even in mil d forms, such harassment constitutes 
unsatisfactory job/school performance and is subject to disciplinary action. More 
serious instances of harassment will carry more serious penalties up to and 
including dismissal,   
 
Sexual harassment is defined by feder `k fthcdkhmdr `r ®tmvdkbnld rdwt`k `cu`mbdr+
requests for sexual favors, or other verbal or physical conduct of a sexual nature 
when:  

1. submission to such conduct is made, either explicitly or implicitly, a term or 
condition of employment/enrollment, or  

2. submission to or rejection of such conduct by an individual is used as a basis for 
employment/enrollment decisions affecting such individuals, or  

3. conduct has the purpose or effect of unreasonably interfering with an 
hmchuhct`kr vnqj nq rstcx odqenql`mbd nr creating an intimidating, hostile, or 
offensive work or study environment.  
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IMPORTANT NUMBERS  

  

Security / SRO Office : 828-627-4514 

Security Cell : 828-734-5410 

SRO Cell : 828-593-8477 

Emergency Services 

If you have a fire, police or medical emergency, always call 9-1-1 

Other Emergency Numbers:  

  

Ambulance ± (828) 452-6600 
 
Fire:  
648-3418 - Canton 
452-6600 - Center Pigeon, Clyde, Cruso, Junaluska, Maggi e Valley, North Canton, 
Saunook 
456-8611 ± Waynesville  
  
Polic e:  
828-648-2376 (Canton, Clyde)  
828-452-6666 (Maggie Valley)  
828-456-8611 (Waynesville)  
 
G`xvnnc Bntmsx Rgdqheer Cdo`qsldms² 828-452-6666 
  
North Carolina State Highway Patrol ± 1-800-445-1772 
 
National Suicide Prevention Lifeline  
1-800-273-TALK ( 8255) 
10800-799-4TTY ( 4889) 
 
Smoky Mountain Center (Mental Health, Developmental Disability and Substance 
Abuse) 
1-800-849-6127 Immediate Help  
1-888-757-5726 Customer Service  
 
Reach of Haywood  
828-456-7898 
 
Carolinas Poison Control Center ± 1-800-800-3855 
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Additional Information  
 
http://www.haywoodnc.net/index.php?option=com_content&view=article&id=183&I
temid=158  

Haywood County Sheriff's Office     
 
 OFFICE OF THE SHERIFF 
Now Located in west Waynesville at the corner of Brown Avenue and Hemlock 
Street 
1620 Brown Avenue  
Waynesville, NC 28786  
 
Greg Christopher, SHERIFF  
Email: gchristopher@haywoodnc.net  
 
Jeff Haynes, Chief Deputy  
Email: jhaynes@haywoodnc.net  
 
Jason Smiley, Capt./Patrol/Admin.  
Email: jsmiley@haywoodnc.net  
 
 
Front Office 828 -452-6768 (Hours: M -Th: 8a-6p, F: 9a-5p) 
Emergency: 911  
Dispatch: 828 -452-6666 (Hours: 24 hours daily)  
Toll Free: 1 -800-545-1541 
 
Crime Stoppers Tip Line: 1 -877-92CRIME (1-877-922-7463) 
 
GENERAL INFORMATION  
The Haywood County Office of the Sheriff is open 24 hours a day, seven days a 
week regardless of holidays or adverse weather conditions. We diligently seek to 
maintain the highest level of integrity, honor, and professionalism during any and 
all situations.  
 
JURISDICTION  
With the exception of a 9 -1-1 emergency, crimes or incidents are reported to the 
law enforcement agency that covers the area where the crime or incident took 
place. If your car is vandalized, if someone is harassing you, etc., you need to 
contact the agency covering that location.  
 
If a crime occ urs inside of Waynesville city limits, please contact the Waynesville 
Police Department at 456 -5363. 
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If a crime occurs inside Canton City limits then the report should be made to the 
Canton Police Department at 648 -2376.  
Inside Maggie Valley city limits call 926 -0867 or 452-6666 and inside Clyde City 
limits call 648 -2376. 
 
The Haywood County Office of the Sheriff covers anything outside of the town 
limits. This is for criminal matters. If you have a civil paper to be delivered 
anywhere in the county, this  must be done by the Office of the Sheriff.  
 
 
CRIME PREVENTION, COMMUNITY WATCH & DARE  
Deputy Heidi Warren is our DARE (Drug Abuse Resistance Education) Officer.  She 
is also our Crime Prevention and Community Watch Deputy. You can contact her 
at 828-356-2880 Monday through Friday 9:00 am ± 5:00 pm. You may also email 
her at hwarren@haywoodnc.net.  
 
MISSING PERSON OR RUNAWAY  
There is no waiting period to file a missing person or juvenile runaway report. Call 
the law enforcement agency where the missing perso n or juvenile was last seen.  
 
OBTAINING A WARRANT  
If you need to obtain a warrant for assault, trespassing, communicating threats, 
harassing telephone calls, or any other misdemeanor violation, go to the 
Magistrate's Office at the Law Enforcement Center lo cated at 1620 Brown Avenue.  
 
Any responsible adult can get a misdemeanor warrant provided you can explain to 
the Magistrate (Judge) the reason for getting the warrant and provide evidence or 
sworn testimony to support it. The Magistrate may require that yo u file a report 
with the corresponding law enforcement agency where the crime took place. Only a 
Deputy Sheriff or a Police Officer can obtain a felony warrant on your behalf.  
 
VICTIM ASSISTANCE  
For victim assistance, contact the District Attorney's Office  at 454-6510. If the 
assistance needed stems from domestic violence, you can also contact Suzie 
Pressley, Domestic Violence/Sexual Assault Victim's Advocate, within the 
G`xvnnc Bntmsx Rgdqheer Neehbd `s 341-6672 ext.2284, M -F from 9am -5pm. 
 
SEX OFFENDER REGISTRATION  
North Carolina now has a Sex Offender Registration for anyone sentenced or 
convicted of a sexual offense and released after January 1st, 1996. There is a public 
list of Sex Offenders registered in Haywood County located in the Rgdqheer Office.  
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If you are a Sex Offender who moves into Haywood County from another county or 
from out of state, or were convicted and released after January 1st, 1996, you must 
register at the Haywood County Sheriff's Office within 3 days.  
 
You must also notify the Sheriff's Office of any address changes. Failure to do 
either will result in you being charged with a criminal offense.  
 
Anyone who lies for a sex offender about his or her whereabouts or fails to report 
someone in violation of the sex offender registry ca n also be charged with a felony.  
 
Sex offenders are listed by the State of North Carolina on the Internet at :  
NC Sex Offenders and a listing is also kept at the Sheriff's Office for review on 
request. Offenses of registered sex offenders are public inform ation by legislative 
mandate. Any changes to employment, academic status, address, etc. must be done 
in person. There are residential restrictions that apply to persons that establish 
residences within 1,000 feet of a public or private school or child care  center after 
December 1, 2006. To view thes e and other applicable changes, go to: NC House 
Bills  
 
In 2013 there are a total of 89 registered sex offenders living in Haywood County.  
 
CHILD ABUSE TASK FORCE  
 
The Haywood County Office of the Sheriff has tw o investigators who work full time 
on child abuse cases. If you know of a child being abused physically or sexually, 
contact the Task Force at 452 -3088. 
 
DOMESTIC VIOLENCE TASK FORCE  
 
We currently have one full time -officer, Deputy Kevin Smathers and one f ull -time 
uhbshlr `cunb`sd+ Rtyhd Oqdrrkdx vgn rodbh`khyd hm cnldrshb uhnkdmbd `mc rdwt`k
assault cases. If you are a victim of domestic violence or sexual assault, or know 
someone who is, contact the Domestic Violence Task Force at 452 -6672 for more 
infor mation.  
 
If you are being threatened or assaulted by a person you have been married to or 
with whom you have had a relationship you may be able to obtain a Domestic 
Violence Protective Order. The Domestic Violence Task Force can help you with 
this process.  
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http://www.nccourts.org/County/Haywood/Staff/DA/Domestic.asp  
 
Domestic Violence   
The family violence laws that protect spouses from abuse also apply to people who 
have been in a relationship or who have a familial relationship with one another, 
including people of opposite sex who are together but are not married, as well as 
people who  have a child in common, whether or not they are together. Children are 
also protected against abuse from parents, the live -in partners of parents, or 
individuals who act as parents. In addition to physical domestic violence, 
threatening to cause injury, i f the words cause actual fear, may constitute domestic 
violence.  
 
In 1995 and 1996, the North Carolina General Assembly enacted laws strengthening 
existing North Carolina violence laws, primarily the Domestic Violence Act found in 
the North Carolina Gener al Statutes 50B.  
 
Domestic Violence Protection Orders   
 
North Carolina General Statutes Chapter 50B provides that victims of domestic 
violence can get an order of protection from the Court. Domestic Violence 
Restraining Orders ("50B", restraining orders, or DVPO's) are civil orders limiting the 
contact a person may have with a victim and the statutes provide for two types:  
 
An Ex Parte Domestic Violence Protective Order is a temporary order that is 
available if there is a danger of serious and immediate i njury to a qualifying adult or 
to a minor child. Such an order may be applied for at the Clerk of Superior Court's 
office during normal hours and the victim will be required to appear before a judge 
to explain the need for an order of protection. If a judg e finds that there is danger to 
the victim or a minor child, the judge can issue an emergency ex parte order of 
protection with any provisions the judge feels is needed to protect the victim or the 
minor child. Such an order is good for ten days.  
 
If an ex parte order is requested and the judge feels it is not an emergency, a hearing 
date will be set. This hearing will allow the judge to decide if an order of protection 
should be issued without the other party being present. If the judge issues an 
emergency ex parte order, a hearing will still be required in order that the judge may 
decide whether another order, one lasting for one year, is necessary.  
 
 
 
 
 
 

http://www.nccourts.org/County/Haywood/Staff/DA/Domestic.asp
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If a victim wishes to ask the judge for the year -long order, he or she will be required 
to come to court again. Otherwise, the judge will not grant the longer lasting order 
and the emergency order will expire. Once granted, this order becomes effective in 
every county of the state. Nevertheless, it is important that the victim keep a copy 
with them so th at law enforcement officers in another county will be able to 
determine that such an order is in effect.  
 
If the police are called, and if they have probable cause to believe that the person 
against whom the order is written has violated it, Section 50B -4(b) requires that they 
take the person into custody. He or she will be brought before a magistrate and a 
Magistrate's Order for Violation of a 50B obtained. Defendant will then be subject to 
restrictive conditions of the "48 -hour" rule and its bond and con ditions of release 
guidelines will apply.  
 

B`lotr Oqdudmshnm `mc @v`qdmdrr b`lo`hfmr9 

Discussed with every new Employee at their Orientation  

Discussed during Student Orientation  

Partnership with Reach Domestic Violence Rally every October  

Denim Day every April to raise awareness  
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Introduction  

The purpose of the Emergency Response Plan (ERP) is to provide Haywood Community 

College (HCC) personnel a reference for use in the event of an incident resulting in an 

dldqfdmbx rhst`shnm- Hs hr sgd Bnkkdfdr oghknrnogx sg`s ` oqdok`mmdc `mc nqf`mhydc

approach is more effective in dealing with such a situation.  HCC has created the ERP in an 

effort to minimize the negative impact  of an emergency on students, employees, and 

visitors.  The plan is designed to provide procedures and assign roles and responsibilities 

necessary to effectively respond to an emergency.  This plan cannot address every situation 

that may occur.  Each situa tion will be unique.  Preparation and training are crucial to 

ensure safety and security during an emergency.  

 

Leadership for Emergency Responses  

In a situation of an emergency, the President and or his / her designee is the Incident 

Commander, and he/she is assisted by the Incident Command Team, the Incident 

Coordinators, the Building Coordinators, and other employees in implementing the plan so 

as to minimize injury to lives and property.  It is important to remember that saving lives is 

paramount and that every person has a responsibility to be alert to potential incidences and 

to take action when an incident occurs. Pages 3 -8 provide clarificatio n of roles and 

responsibilities.  

 

The President of the College or his/her designee shall be the only official spokesperson to 

respond to the media in the event of an emergency. The President or designee will 

determine a safe location for the media and any  and all assistance will be provided to aid in 

affective communications.  

 

Hmbnqqdbs hmenql`shnm+ rodbtk`shnm+ `mc ®ahsr `mc ohdbdr¯ ne sgd rsnqx b`m ad ansg bnmetrhmf

and damaging.  It may hamper the ability of the College and external emergency response 

teams from adequately addressing an emergency on campus. Therefore, faculty and staff 

should refrain from speaking with the press.  

 

Disclaimer  

The procedures in this ERP are designed to deal with emergencies on the main campus as 

well as off -site facilitie s.  Since it is impossible to predict the exact circumstances 

surrounding an emergency situation, these procedures do not cover every emergency that 

might develop and it may not always be feasible to follow every procedure.     
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Authority  

The HCC Emergency Response Plan (ERP) provides direction on the management of 

hmbhcdmbdr nm sgd Bnkkdfdr b`lotr `mc bdmsdqr `mc hr `tsgnqhydc ax sgd Oqdrhcdms ne sgd

College.  The plan is designed to work in conjunction with external first responder agencies 

and will be ma intained by the Campus Safety & Security Services Officer.  

 

When the College plans to host an event/activity that calls for many more visitors to be on 

campus than normal, it is the responsibility of the employee(s) over the event/activity to 

notify the Vi ce President of Business Operations well in advance of the event/activity. The 

Vice President of Business Operations will take the necessary steps to prepare for a potential 

emergency incident that could involve more people than normally on the college cam pus.  

 

College employees are responsible for off -campus student events and activities (field trips, 

student competitions, etc.) and are responsible for following the guidelines in the College 

Emergency Response Plan.  The specific type of incidents that ma y be encountered will be 

unique to the class/field trip and as such, every situation cannot be addressed by the ERP.  

The College employee submitting the travel authorization request will assume the role of 

Incident Commander for off campus incident, if an  emergency situation occurs. The travel 

authorization must be approved by the Vice President of Instruction before the 

event/activity can occur. For courses that have on -going, routine field trips and/or off 

campus teaching experiences, the instructor in c harge must file a request with the Vice 

President at the beginning of each semester in regards to the off campus activities.    

 

Purpose 

The purpose of the ERP is to establish emergency response procedures for Haywood 

Community College main campus and desi gnated centers. It is designed to apply to 

potential incidences such as fire, physical violence, severe weather, bomb threats, missing 

children and medical emergencies.  

 

Training  

Training is a vital component of the preparedness and safety for Haywood Comm unity 

College.  Employees, faculty, staff and students will be oriented to the appropriate 

emergency response.  This training can be conducted in professional development training 

sessions, staff/department meetings and orientation sessions.  Incident Comm and Teams 

and Coordinators will be trained annually on responses within the Campus and College 

facilities.  Local emergency responding agencies will be included in drills and training 

exercises as deemed necessary. 
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REPORTING SUSPICOUS / ACTUAL INCIDENT  

College employees and students are urged to be aware of what is happening in their campus 

surroundings. Employees should talk to students about the importance of reporting 

observations of suspicious behavior, language/threats and/or actual incidents that a ppear 

threatening and dangerous. Every employee is responsible for reporting the incident or 

suspicion of an incident to the College President or other designated individual (members of 

the Incident Response Team) as quickly as possible so that appropriate  action can be taken 

to isolate and respond to the incident.  

 

In some situations, the time it takes to report an incident can mean the difference in 

preventing and/or dealing with an incident in a manner that saves lives. While it is 

understood that the College President, as the Incident Commander, is normally responsible 

for requesting external emergency response assistance, employees have the authority to  first 
call 911  when there is a situation that requires immediate action and then notify the 
President and other members of the incident response team.  

  

The rule of thumb should be to take the action most likely to save lives. After calling 911, it 

is imperative that the report be made to the College President, designated individual, or 

member of the Incident Command Team as quickly as possible so that oth er emergency 

response measures, such as the Emergency Notification System, can be enacted as needed. If 

you call 911, do not attempt to manage the incident. That is the role of the Incident 

Commanders and others.   

Examples of incidents that may require re sponse/action are included in this plan.  

 

Day time  

NOTE:  Call 911 for emergencies that require immediate response from emergency    

agencies. 

The report of an incident or suspicion of an incident that needs immediate response should 

be made to the On Duty  Security Officer who will assess the situation.  

Security Officer                                                           828-734-5410   

School Resource Officer               828-593-8477   

Campus Safety Officer               828-564-5113 

President/Execut ive Assistant to the President          828-627-4515 or 828-627-4516 
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Evenings and Weekend s 

 

NOTE:  Call 911 for emergencies that require immediate response from emergency    

agencies. 

 

During evening or weekend hours when the campus may not be as fully staffed, the report of 

an incident or suspicion of an incident that needs immediate response should be made to 

the On Duty Security Officer who will assess the situation.   

 

Security Offic er                                              828-734-5410   

School  Resource Officer                828-593-8477   

 

Documenting Incident  

Once the initial report of an incident has been made and the emergency response 

implemented, it is important that the  persons most closely involved in the incident 

complete a formal written report of the incident. The incident report will be submitted of 

the incident to the Security Officer. If warranted, the Security Officer will forward the report 

to the College Presid ent.  The School  Resource Officers/Security/ Campus Safety Officer 

will provide the Incident Report Form and assist as needed. The Campus Safety Committee 

will review the reported incidents and investigate any needed follow -up.  Any corrective 

actions will  be reported to the College President.   

 

DEBRIEFING/POST INCIDENT FOLLOW ± UP 
The President will schedule a Debriefing  as soon as feasible after an incident.  This meeting 

should include the Incident Command Team, Campus Safety &  Security Services Officer, 

Campus Safety Committee and individuals involved in the incident.  Local resources such 

as EMS, fire and law enforcement should be included in the debriefing.  If necessary, 

meetings with College employees will be held to inform  them of the details regarding the 

status of the incident.  Emphasis must be on the sensitivity to the needs of the students, 

faculty and staff.   

A written report will be filed with the President after the Debriefing to include response 

actions and lesson s learned.  If necessary, an improvement plan and/or corrective actions to 

the incident should be documented and included in the report.  
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EMERGENCY CODES 

The ERP classifies three emergency terms and corresponding emergency color codes . The 

terms and/or colo r codes can be used by the Administration, Staff, and Faculty to 

communicate critical emergency notifications via two way radio, voicemail, and / or text 

message to ensure that Emergency Notification System is activated promptly. The definition 

of each emergency term and/or color code is as follows:  

 

Lockdown / CODE RED:  An incident involving violence or potential violence that poses or 

has the potential to pose risk to students, faculty, and staff.  Example: Active shooter, 

domestic disturbance, potential s hooter.  

 

Seek Shelter / CODE BLUE: A severe weather related incident that poses or has the 

potential to pose risk to students, faculty, and staff . Example Tornado or High Winds.  

 

Evacuate / CODE GREEN: An incident requiring evacuation of some or all campus  

buildings / campus occupants to avoid an immediate or potential threat to students, 

faculty, and staff.  Example: Building Fire or Hazardous Material Spill.   

 

EMERGENCY LEVELS 

The ERP classifies three levels of emergencies .  The definition of each level i s as follows, 

with level one (1) being the most threatening  and level three (3) the least threatening.  

 

Level 1  - An incident that poses significant risk to individuals and property and requires 

substantial assistance from outside agencies.  Example:  Maj or fire, explosion, armed 

intruder, major chemical spill, actual tornado, injury to significant number of individuals, 

missing child.  

 

Level 2  - An incident that poses risk to individuals and property and requires assistance 

from an outside agency.  Exampl e:  Bomb threat, injury/illness of an individual.  

 

Level 3  - An incident with minimal or no risk to individuals and/or property and does not 

require external emergency responders.  Example:  Power outage, water line break, snow 

alert, unsubstantiated repor t of incident, minor injury, minor traffic incident.  
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INCIDENT COMMAND  

It is imperative that the President, staff, faculty, students and others fulfill their 
emergency response roles in a manner that protects lives and property. Saving lives 
is paramount and should be the first priority. It is important to be knowledgeable of 
the incident command structure used in dealing with an emergency as well as the 
roles and responsibilities of those involved. The purpose of using a defined structure 
with clear roles  and responsibilities is to quickly gain control of emergency 
situations in a manner that minimizes their negative impact.  The primary goal of the 
Incident Command, in any incident, is to notify students, faculty, and staff via all 
available means of commu nication of the emergency term corresponding to the 
incident.  
             

 

Incident Command Structure  

During an incident, the President is the Incident Commander, and she/he will give the 

orders to respond to an incident, including calling in outside assistance. If the President is 

tm`u`hk`akd+ sgd Oqdrhcdmsr cdrhfmdd nq sgd B`lotr R`edsx % Rdbtqhsx Rdquhces Officer will 

serve as the Incident Commander. The Incident Commander, assisted by an Incident 

Command Team, plans the response, coordinates the response, and manages the 

outcomes/next steps. College employees, designated as Incident Coordinators and Bu ilding 

Coordinators, implement the commands of the President/Incident Commander. Other 

employees, students, and guests must follow the directives of these individuals in order to 

allow a response to incidents.  

 

 

Typically, the first contact made to report  an incident or a suspicion of an incident is to 

Campus Security .   If, in your judgment, the incident is an emergency ± situation where 

there is an imminent threat to life and/or property, CALL 911 . Upon notification of an 

incident, Campus Security will i nform the President and respond to the incident.  

 

 

Incident Commander: The College President is the incident commander and as such, is in 

control of planning the overall response to an emergency incident, its implementation, and 

dealing with the outcome an d next steps.  In the event the President is not available, the 

Oqdrhcdmsr cdrhfmdd nq sgd B`lotr R`edsx % Rdbtqhsx Rdquhbdr Neehbdqshall fill the role of 

incident commander.  
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Campus Safety Officer :  College employee designated by the President to devel op, review, 

evaluates and publishes HCC Emergency Preparedness Plan; works cooperatively with the 

President and Vice President of Business Operations for the overall emergency preparedness 

of the campus; Coordinate Fire and Emergency Response Drills for al l populations; Publish 

and Maintain Emergency Preparedness Information on Website; Conduct and evaluate 

training for emergency preparedness; Develop, implement and publish yearly practice 

schedule; Coordinate debriefing and evaluation teams when incidents occur; Serve on 

Incident Command Team should an incident occur; Lead a Campus Safety Committee ; Work 

closely with the President of the College in the role of Incident Commander.  

 

Incident Command Team:  Members of the College Administrative Council, Director of 

Marketing and Communications, Campus Development Director, and the Campus Safety & 

Security Officer who work directly with the Incident Commander to assess and plan the 

response to an incident and direct implementation.  

 

Incident Coordinators:  Deans, Department chairs, program managers, Directors of the 

Regional Center for the Advancement of Children and Community/Economic Development, 

and Campus Security/Resource Officers who take orders from the  Incident Commander 

and/or Incident Command Team to implement a plan of action.  

 

Building Coordinators:  Individuals housed in specific campus buildings who fulfill 

specific building duties during an emergency situation as directed by the Incident 

Commander, Incident Command Team, and/or the Incident Coordinators.  

 

Campus Security and/or Resource Officers:  Contracted  College personnel who follow 

directives from the Incident Commander and/or in line with the College ERP to help control 

an incident and imple ment emergency response actions.  

 

External Emergency Response Teams:  External agencies trained to respond to a request 

from the Incident Commander or other designated persons for emergency assistance.  

 

Internal Emergency Response Team:  College employees and/or students with skills and 

knowledge useful in assessing and controlling an incident and treating injuries. They 

include individuals such as EMTs, Nurses, Law Enforcement Officers, Arboretum 

Technicians, and Facility Maintenance Technicians. They ar e called into action by the 

Incident Commander.  
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Faculty and Staff:  As college employees, faculty and staff are responsible for following 

directives coming from the Incident Commander, Incident Command Team, Incident 

Coordinators and/or Building Coordina tors, being pro -active in reporting potential and 

actual incidences, and following the procedures outlined in this ERP.  

  

                      Students and Guests:  Individuals enrolled in college courses and visiting the campus who 

during an emergency situation are responsible for following directives of those in command.  

 

Responsibilities during an Emergency Incident  
 

The College President  'Oqdrhcdmsr cdrhfmdd nq sgd B`lotr R`edsx % Rdbtqhsx Rdquhbdr

Officer)  rdqudr `r Hmbhcdms Bnll`mcdq `mc bnnqchm`sdr sgd Bnkkdfdroverall emergency 

response to an incident, its implementation, and outcome/next steps and is responsible for:  

 

¶ Ensuring that all means of emergency notification have been activated as necessary  

¶ Taking command of an emergency situation  

¶ Transferring command if required  

¶ Activating the Incident Command Team, Incident Coordinators and Building 
Coordinators as appropriate  

¶ Establishing incident objectives  
¶ Calling on the Incident Command Team and others t o develop a plan of action  

¶ Implementing a plan of action  

¶ Coordinating internal and external emergency response (all College locations)  

¶ Establishing and maintaining communication with other agencies participating in the 
incident;   serve as their point of c ontact  

¶ Holding responsibility for all activities and functions until delegated and assigned  

¶ Delegating authority to others  

¶ Coordinating with the Director of Marketing and Communications the exchange of 
information about an incident, emergency response and outcome/next steps  

¶ Reviewing emergency responses to incidences and modifying the ERP for greater 
effectiveness 
 

Emergency Response Advisor reports to the Incident Commander. This person /s is 

responsible for advising the Incident Commander on critical deci sion making in an 

emergency situation.  

¶ Ensuring that all means of emergency notification have been activated as necessary  
¶ Advising the Incident Commander on issues regarding incident response  

¶ Assist in developing plan of action to respond to the Incident Bnll`mcdqr
objective.  
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Incident Command Team reports to the Incident Commander.  This team is responsible for 

helping to plan and implement an emergency response and for assessing its outcome and 

next steps. It has the specific responsibilities of:  

¶ Ensuri ng that all means of emergency notification have been activated as necessary  
¶ Cdudknohmf ` ok`m ne `bshnm sn qdronmc sn sgd Hmbhcdms Bnll`mcdqr naidbshudr 
¶ Implementing the plan of action with Incident Coordinators, Building Coordinators 

and others  

¶ Providi ng information, liaison and safety services so as to reduce injury to people 
and property  

 

As directed by the Incident Commander, serving as point of contact for agency 

representatives assisting with the emergency response the Director of Marketing and 

Communications  shall:  

¶ provide briefings to and answer questions from assisting and cooperating agencies  
¶ identify problems between supporting agencies  

¶ advise the Incident Commander on issues related to information gathering, 
dissemination and media relations  

¶ serve as primary contact for the media and anyone requesting information about the 
incident, emergency response and outcome/next steps  

 

Incident Coordinators work in unison to implement an emergency response and have the 

following responsibilities:  

¶ Ensurin g that all means of emergency notification have been activated as necessary  

¶ Following the instructions of the Incident Command  Team 

¶ Working in conjunction with the Building Coordinators to implement the action plan 
set by Incident Commander and Incident Co mmand Team so as  to minimize injury 
to individuals and property  

¶ Maintaining communication between Building Coordinators and the Incident 
Commander and/or Incident Command Team  

¶ Assisting with assessment of the incident and need for outside emergency respon ders 
and communicating that to the Incident Commander and/or Incident Command 
Team 

¶ Coordinating emergency response with outside emergency responders as directed by 
the Incident Commander and/or Incident Command Team  

¶ Coordinating searches, sheltering, and/or evacuations with Building Coordinators  

¶ Verifying that necessary buildings are sheltered/evacuated, accounting for 
individuals and reporting to Incident Commander and/or Incident Command Team  

¶ Helping to implement Campus post emergency actions  
¶ Assisti ng with the coordination of all emergency drills  
¶ Assuring that students, staff, and faculty in their department are trained on the 

correct actions to take in the event of an emergency  

¶ Ensuring that faculty have rosters of each class ready and available ea ch class period 
in the event of evacuation or sheltering  
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Building Coordinators are primarily responsible for evacuation and search of assigned 

buildings and have the following responsibilities:  

¶ Ensuring that all means of emergency notification have been a ctivated as necessary 

¶ Following the instructions of the Incident Coordinators  

¶ L`hms`hmhmf sgd athkchmfr dldqfdmbx qdronmrd dptholdms+ rtookhdr+ Dldqfdmbx
Response Plan toolkit and diagrams of building layout  

¶ Understanding specific actions to be taken in t heir area of responsibility in response 
to various emergencies  

¶ Working with Incident Coordinators to assure that employees and students know 
what to during an emergencies  

¶ Maintaining communication with and following directions of the Incident 
Coordinators  

¶ Directing employees to proper evacuation routes and exits and/or sheltering 
locations  

¶ Conducting building searches  
¶ Accounting for employees during evacuations and sheltering and communicating 

that to Incident Coordinators  
 

Campus Security are responsible f or the following:    

Follow the directions of the Incident Commander and/or ERP to help control an incident 

and implement emergency response actions such as:  

¶ Ensuring that all means of emergency notification have been activated as necessary  

¶ Maintaining communication with the Incident Commander and/or Incident 
Command Team 

¶ Assessing an incident and communicating the need for emergency response to the 
Incident Commander and/or Incident Command Team  

¶ Ensuring access to campus by external emergency response t eams 

¶ Assisting emergency response teams 

¶ As appropriate, locking the gates to the College entrance and controlling the 
entry/exit of traffic  

¶ Directing foot and/or vehicular traffic during a campus evacuation and or sheltering  
¶ Assisting with emergency respon se drills  
¶ Assisting with post -emergency assessment and ERP improvements 
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External Emergency Response Teams are comprised of representatives of external agencies 

responsible for:  

 

¶ Assisting College with emergency response planning and training  

¶ Responding to campus emergency incidences according to their guidelines  

¶ Immediately establishing a liaison and maintaining communicati on with the Incident 
Commander concerning the  incident and emergency response  

¶ Obtaining information from  the Incident Co mmander and/or designee to assess the 
incident  

¶ Implementing an action plan to alleviate the incident/emergency  

¶ Responding to medical emergencies on campus and providing initial emergency First 
Aid or CPR ; establishing a triage/treatment area on/off Campu s 

¶ Using the services of the College Emergency Response Team  

¶ Participating in post -emergency assessment of the incident and improvement of the 
College ERP  
 

Internal Emergency Response Team members have specific skills that may be useful during 

an emergency response and as such, have the following responsibilities:  

¶ Ensuring that all means of emergency notification have been activated as necessary  
¶ Follow the directives of the Incident Commander and/or designee  
¶ Assist external emergency response teams as dire cted 

¶ Maintain contact with the Incident Commander and/or Incident Command Team  
¶ Provide services only if currently licensed and/or certified to do so by an external 

authoritative agency  
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Faculty and Staff are responsible for:  

¶ Ensuring that all means of emergency notification have been activated as necessary  

¶ Understanding and using the procedures of the ERP to deal with incidences and 
emergency situations  

¶ Participating in campus and departmental emergency training sessions and drills  
¶ Understand ing that saving lives is paramount  

¶ Ensuring that emergency response materials are in classrooms/offices and securing 
missing items from Building Coordinators  

¶ Rhfmhmf to enq sgd Bnkkdfdr dldqfdmbx mnshehb`shnm rxrsdl 
¶ Reporting emergency incidences and/or suspicious activity and/or individuals to the 

Incident Commander  

¶ Understanding that roles of the Incident Commander, Incident Command Team, 
Incident Coordinators and Building Coordinators  

¶ Following the directives of the Incident Coordinators and/or Build ing Coordinators 
to evacuate or shelter students and others in your care with as much control as 
possible  

¶ Understanding that the Incident Commander is designated as the College 
representative normally responsible for requesting external emergency response 
assistance and that you have the authority to  first call 911 and then notify the 
Incident Commander when there is a situation that requires immediate action  

¶ Understanding that communication about an incident, emergency response, 
outcomes and/or next steps  will come from the Incident Commander and the 
Director of Marketing and Communications  

¶ Participating in departmental emergency preparatory sessions and emergency call 
lists  

¶ Wearing HCC identification badge and encouraging students to do the same  

¶ Maintaini ng student attendance rolls and helping to account for students during 
sheltering and/or evacuation  

¶ College employees are responsible for off -campus student events and activities (field 
trips, student competitions, etc.) and are responsible for following t he guidelines in 
the College Emergency Response Plan 

¶ College employee submitting the travel authorization request will assume the role of 
Incident Commander for off campus incident, if an emergency situation occurs. The 
travel authorization must be approve d by the Vice President of Instruction before the 
event/activity can occur  

¶ Participating in post -emergency assessment of the ERP to assure its continued 
effectiveness 
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Students are responsible for:  

¶ Reporting incidents and suspicious activities and/or individuals to the most 
immediate College authority figure  

¶ Signing up for the College emergency notification system  
¶ Following directives of the Incident Commander, the Building and Incident 

Coordinators, and external emergency responders during an incident  and the 
emergency response  

¶ Maintaining order  
¶ Knowing how and where to shelter and evacuate  

¶ Being accounted for during sheltering and/or evacuation  

¶ Following directives about staying on or leaving campus during an incident  
¶ Refraining from use of cell ph one when directed (ex: use of cell phone can detonate 

an explosive device and alert aggressor to your location)  

¶ Participating in emergency training drills  

¶ Wearing HCC identification badge.  
 

 

 

 

EMERGENCY RESPONSE PHRASES 

 

Building Search: Building Coordina tors, Incident Coordinators, and/or other emergency 

personnel thoroughly search a building to identify the source of potential harm such as a 

bomb. During a building search, it is imperative that cell phones and/or two way radios  

MUST NOT BE USED  since radio waves can cause detonation of electric blasting caps and 

that occupants remain calm and follow the directives of the authorities.  

 

Emergency Notification System (ENS): HCC enacts its ENS to issue official emergency 

directives via text, email, voice mail , and exterior speaker system. To receive an ENS alert, 

employees and students must first sign up for the service. See page 11 for directions.  

 

Emergency Response Kit:  Used by Building and Incident Coordinators, the Emergency 

Response Kit contains items useful in implementing an emergency response.  

 

Emergency Response Packets: Posted on the back of doors in primary rooms throughout the 

campus. The packets contain emergency cards and directions for responding to specific 

incidences.  
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Emergency Response Plan (ERP): The written plan specifying how the College will address 

incidences with varying levels of emergency.  

 

Emergency Response Plan for Off -Campus (ERP-OC): College employees responsible for off -

campus student events and activities are responsible fo r creating an emergency response 

plan specifying how an incident will be managed.  

 

Incident Report Form:   Used to record the details of an incident that has occurred. Once 

completed, the Incident Report Form is filed with HCC Security and if warranted, submitted 

to the College President and entered into Campus Reporting Software Maxient.  

 

Proceed to Primary Evacuation Site:  ENS directive. When issued, the Incident Commander, 

Incident Coordinators and Building Coordinators performing specific tasks to assist 

students, employees and others follow the directive.  

Proceed to Alternate Evacuation Site: ENS direct ive.  When issued, the incident command 

structure is in place, with the President (designee / Campus Safety & Security Services 

Officer) acting as incident commander and the Incident Coordinators and Building 

Coordinators performing specific tasks to assist  students, employees an d others follow the 

directive.  

 

Proceed to Shelter:  ENS directive.  When issued, the incident command structure is in 

place, with the President (designee / Campus Safety & Security Services Officer) acting as 

incident commander and the Incident Coordinators and Building Coordinators performing 

specific tasks to assist students, employees and others follow the directive.  

 

Lockdown : ENS directive.  When issued, the incident command structure is in place, with 

the President (designee / Campus Safety & Security Services Officer) acting as incident 

commander and the Incident Coordinators and Building Coordinators performing specific 

tasks to assist students, employees and others follow the directive.  

 

Foot Evacuation : During an evacuation , the immediate, mandatory action is to proceed on 

foot  to the evacuation site or alternate evacuation site. Further subsequent evacuation by 

vehicle is implemented at the directive of the Incident Commander when needed to clear 

the campus of people and ve hicles.  
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EMERGENCY NOTIFICATION SYSTEM (ENS) 

G`xvnnc Bnlltmhsx BnkkdfdrEmergency Notification System (ENS) includes the use of 

text messaging, voice mail and e -mail to send an official College wide emergency directive 

to employees and students. Voice mail can be sent to a cell phone and/or a land line phone.  

 

Individuals mus t sign up for this service  and can do so by logging in at  login.haywood.edu  

there is an Emergency Notifications Link under Essential Tools. It is the responsibility of the 

individual to keep contact information upda ted and edits can be made when needed.   

 

The Emergency Notification System (ENS) also calls for emergency alerts to specific 

buildings, groups of individuals, etc. when an incident is not considered to be campus 

wide. An example of this is a fire alarm i n one building that does not impact the other 

buildings. In this situation, a college wide alert will not be sent but an alert to individuals in 

the impacted locations will be enacted.  

 

There will be a test of the emergency notification system every six (6) months .  The test 

ldrr`fd vhkk ad+ ®Sghr hr `TEST ne sgd GBB dldqfdmbx mnshehb`shnm rxrsdl-¯ Mn dldqfdmbx

response action is required for the test. If you are aware that others have received the 

notification and you have not, proceed to sign up for an d/or edit your notification 

information so that y ou can receive future messages. 

Haywood Community College has an Emergency Notification Exterior Speaker System to 

notify individuals that are on the main campus grounds of an emergency situation. This 

consist of different sirens and tones as well as voice commands.  

http://login.haywood.edu/
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The Incident Commander and/or the Incident Command Team members have the authority 

to issue an emergency notification directive which may consist of one of the following:   

1. HCC emergency system enacted.  Please follow the incident coo qchm`snqr
instructions and proceed to shelter .   
 

Proceed to Shelter :  Proceed to the nearest classroom, office, or other confined space 

where communication with emergency response personnel is by RED alert card if 

there is an injury.  Remain in shelter u ntil notified by emergency responders that it is 

safe to leave. Primary purpose is protection from such things as  strong 

winds/tornado warnings.  

2. GBB dldqfdmbx rxrsdl dm`bsdc- Okd`rd enkknv sgd hmbhcdms bnnqchm`snqr
instructions and proceed to lockdown .  
Lockdown : Proceed to the nearest classroom, office, or other confined space and lock 

and/or secure doors and windows to buildings and classrooms . Communicate with 

emergency response personnel with RED alert card if there is a threat or injury and 

await fur ther directives.  Primary purpose is protection from such things as an armed 

intruder/violent criminal behavior.  

3. GBB dldqfdmbx rxrsdl dm`bsdc- Okd`rd enkknv sgd hmbhcdms bnnqchm`snqr
instructions and proceed to the primary evacuation site .  
 

Proceed to Primary Evacuation Site :  Proceed on foot  to the NC National Armory 

Parking Lot and remain there until accounted for and to receive further instructions. 

Primary purpose is to get individuals out of buildings for such things a s fire/bomb 

threats. 

4. HCC emergembx rxrsdl dm`bsdc- Okd`rd enkknv sgd hmbhcdms bnnqchm`snqr
instructions and proceed to the alternate evacuation site . 
 

Proceed to Alternate Evacuation Site : Evacuate the building but instead of 

proceeding on foot to the NC National Armory Parking Lot, proceed on foot  to Mill 

Pond area and remain there until accounted for and to receive further directives.  

Primary purpose is to get individuals out of buildings and away from the center of 

campus. 

Emergency Response Packet  

During incidences requiring shelter or lockdown  and other 

instances in which normal communication is not advisable or 

available, individuals should communicate with college officials 

and emergency responders by using the RED cards found in the 

Emergency Response Packets. The packets are posted on the back 

of classroom and office doors. NOTE:  ROOMS NUMBERS MUST 

BE WRITTEN ON THE CARDS!  If a threat exists in the room or 
someone is injured , post a RED card on a window and slide one 

under the door.  
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  Evacuation Locations  

Main Campus Primary Evacuation Site : NC National Armory Parking Lot  

Main Campus Alternate Evacuation Site : Mill Pond area   

Regional High Technology Center Evacuation Site : Parking lot closest to th e Smoky 

Mountain Development Incubator.  

West Waynesville Center Evacuation Site : Exit building from the closest exit and move on 

foot to the church parking lot at the rear of the building.  This parking lot will serve as the 

staging area for those evacuated and provide distance and cover protection on the east side 

of the building.   

 

EVACUATION RESPONSIBILITIES  

NOTE:  The directive to evacuate may be issued to employees and students across campus 
OR in limited parts of the campus depending on the nature of  the incident.  

 

Team, Incident and Building Coordinators will oversee the orderly, timely evacuation of 

buildings and may be assisted b y Security officers and/or School  Resource Officers. It is the 

responsibility of all College employees to be knowledgeable of the evacuation sites and the 

foot routes to get there (posted in buildings) and to direct students out of buildings and to 

the designated evacuation site. It is im perative that everyone report to the specified 

evacuation site to be accounted for and to await further directives. Faculty members should 

take the attendance record with them during an evacuation in order to account for students.  

 

Individuals should not attempt to leave campus by automobile during an evacuation 
unless specifically directed to do so by the Incident Commander or other officials 
specifically responsible for controlling the emergency response.  
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Incident Commander  / Emergency Response Advisor  ± Enact emergency directive. Request 

external emergency responders as appropriate and serve as their point of contact.  Enact the 

Incident Command Team and appropriate Incident Coordinato rs, Building Coordinators, 

School  Resource Officers and/or Security and Internal Emergency Response Team. Take 

other measures as needed to manage the situation.  

Incident Command Team  ± Prepare Incident Coordinators to respond to an evacuation 

directive, ensure that the directive is enacte d within their areas of responsibility, and 

maintain contact with the Incident Commander.  

Incident Coordinators ± Prepare individuals to respond to an evacuation directive, ensure 

that the directive is enacted within their areas of responsibility, maintain  contact with the 

Incident Command Team ; account for employees, students, and  guests at the evacuation site  

Building Coordinators ± Facilitate the evacuation within their assigned buildings, check 

classrooms and buildings to verify that they are empty of occupants, maintain contact with 

Incident Coordina tors and/or Incident Commander.  

Faculty and Staff ± All employees should wear HCC ID badges.  Instruct students and others 

in proper evacuation procedures; assist with orderly, timely evacuation of building s; faculty 

members should maintain student attendance and take the attendance record with them 

during an evacuation and then account for students; maintain contact with Incident and 

Building Coordinators and  report accounting of evacuees.  

Students and Gues ts ± Students are encouraged to wear their HCC identification badges . 

Follow the directive to evacuate and be accounted for at the designated evacuation site.  

Evacuation Guidelines   

¶ Remain silent in order to hear important directions  
¶ Do not use cell phone  (it might detonate a bomb, alert aggressor to your location)  

¶ Immediately leave the building and report to the designated evacuation site  
¶ Be accounted for at the evacuation site  

¶ Do not attempt to leave campus by vehicle unless so directed  

¶ Do not block emergency vehicle access areas 

¶ Return to building only when authorized to do so  
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SEEK SHELTER 

NOTE:  The directive to shelter may be issued to employees and students across campus 
OR in limited parts of the campus depending on the nature of the incident.  

 

When proceed to shelter  is enacted through the Emergency Notification System (ENS) or 

other means, the incident command structure is in place with the College President serving 

as the Incident Commander and the Incident Command Team, Incident Co ordinators, 

Building Coordinators, faculty/staff and students performing specific roles to assess, manage 

and respond to an incident. The Incident Commander or designated individual will issue 

proceed to shelter directive and call upon the External and Int ernal Emergency Response 

Teams as appropriate.  

 

Proceeding to shelter is REQUIRED when the following directive is issued through the 

Bnkkdfdr Dldqfdmbx Mnshehb`shnm Rxrsdl 'DMR( nq nsgdq ld`mr9 

 

®GBB dldqfdmbx rxrsdl dm`bsdc- Okd`rd enkknv sgd hmbhcdms bnnqchm`snqr hmrsqtbshnmr `mc
oqnbddc sn rgdksdq-¯ 

 

®Sn rgdksdq¯ ld`mr sn oqnbddc sn sgd md`qdrs bk`rrqnnl+ neehbd+ nq nsgdq bnmehmdc ro`bd

where communication with emergency response personnel is by RED alert card if there is an 

injury.  The shelter directive will be implemented during incidences when it is deemed 

safer for individuals to become as secure as possible in the nearest classroom, office, or 

facility. It requires closing doors and windows but not locking or otherwise securing them. 

It is r equired during incidences in which it is imperative to get individuals in a place that 

provides some protection from such things as strong wind. In this type of incident, doors 

and windows are left unlocked so that emergency responders can easily gain acce ss to 

provide assistance.  
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Shelter Responsibilities  

 

Incident Coordinators ± Prepare individuals to respond to a shelter directive, take any 

possible steps to assist others in sheltering once directive is issued, take shelter, maintain 

contact with the Incident Command Team and Building Coordinators,  and await further 

directives.  

Building Coordinators ± Take any possible steps to assist individuals in sheltering once 

directive is given, maintain contact with the Incident Coordinator , and await furth er 

directives.  

Faculty and Staff ± Wear HCC Name Badge.  Instruct students and others in proper 

sheltering procedures, and follow sheltering guidelines when directive to shelter is issued.  

Students and Visitors ± Students are encouraged to wear their HCC Identification Badge.  

Follow the directive to shelter and abide by guidelines.  

 

Shelter Guidelines  

 

Vgdm sgd Bnkkdfd dm`bsr sgd ®oqnbddc sn rgdksdq¯ chqdbshud sgqntfg hsr Dldqfdmbx

Notification System (ENS) or other means, employees, students, and visitors  should 

immediately take the following steps and then await further directions:  

 

¶ If outdoors , proceed to the nearest classroom, office, or confined space.  

¶ If indoors , stay in the classroom, office, or other confined space or if in the 
hallway, proceed to  nearest classroom, office, or other confined space. Do not 
proceed to an auditorium, entry way, or other area with a wide roof span.  

¶ Close windows and doors. Close blinds if possible  

¶ Move away from windows and doors.  It is preferable to sit against an interior wall 
for protection. Be still and quiet.  

¶ To communicate that the room is unsafe and/or that medical attention is needed , 
remove the RED CARDS from the packet and place one under the door and one on 
the window. This notifies emergency responders th at their assistance is needed.  

¶ Account for students, employees and staff  
¶ Do not leave the shelter until notified to do so by emergency responders . Leaving a 

shelter area too soon may result greater harm. Local law enforcement officials have 
complete authority once this procedure is implemented; all instructions/guidance 
will come directly from these officials.  
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Lockdown  
NOTE:  The directive to lockdown may be issued to employees and students across 
campus OR in limited parts of the campus depending on the nature of the incident.  
 
Lockdown Responsibilities  
 
When the directive to lockdown  is issued, individuals should proceed to shelter and 
lock and/or secure  as much as possible the doors and windows to offices and 
classrooms. The primary purpose of securing a room is to protect individuals from 
an intruder such as an active shooter or other violent criminal offender.  
 
Incident Coordinators ± Implement lockdow n guidelines.  
 
Building Coordinators ± Implement lockdown guidelines.  
 
Faculty and Staff ± Wear HCC name badge. Instruct students and others in proper 
lockdown procedures, implement lockdown guidelines, and await further directives.  
 
Students and Visitors  ± Follow the directive to lockdown and abide by guidelines, 
assist with locking and/or securing doors and windows, await further directions.  
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Lockdown  Guidelines  

 

Vgdm sgd Bnkkdfd dm`bsr sgd ®lockdown ¯ chqdbshud sgqntfg hsr Dldqfdmbx Mnshehb`shnm

System (ENS), all employees, students, and visitors should immediately take the following 

steps and then await further directions:  

 

¶ If outdoors, proceed to the nearest classroom, office, or confined space.  

¶ If indoors, stay in the classroom, office, or other confined space or if in the hallway, 
proceed to nearest classroom, office, or other confined space.  

¶ Do not proceed to an auditorium, entry way, or other area with a wide roof span.    
¶ Close, lock and/or s ecure as much  as possible windows and doors. Move away from 

windows and doors.  Close blinds if possible. Turn off lights, computers and 
projectors. It is preferable to sit against an interior wall for protection. Be still and 
quiet.  Silence phones and ra dios. DO NOT USE CELL PHONES and/or RADIOS as 
this may give away your location to the offender!   

¶ To communicate that the room is unsafe (such as an intruder in the room) or that 
medical attention is needed,  remove the RED CARDS from the packet and place one 
under the door and one on the window. This notifies emergency responders that 
their assistance is needed.  

¶ If NO card is displayed, emergency responders will assume that their assistance is 
needed. 

¶ Account for students,  employees and staff.  
¶ DO NOT leave the shelter until notified to do so by emergency responders . Leaving a 

shelter area too soon may result greater harm. Local law enforcement officials have 
complete authority once this procedure is implemented; all instruc tions/guidance 
will come directly from these officials.  

¶ However, if an armed intruder gains access to a room and it is possible to do so, 
instruct students and others to escape to another lockdown  location.  
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EXAMPLES OF INCIDENTS/RESPONSES 

Fire/Fire Alarm  
A fire alarm may be activated in the event of a fire. Not all of the fire alarms in buildings 

automatically call the fire department. Most buildings are equipped with manual fire 

alarms.  Standard protocol is to call 911 to report a fire an d to immediately activate a fire 

alarm if one is available. The next step is to notify the College President (designee /Campus 

Emergency Preparedness Coordinator) as Incident Commander. When a building fire alarm 

is activated, Incident and Building Coordin ators should expedite an evacuation of all 

individuals to a spot well away from the building. They should maintain contact with the 

Incident Commander.  

Evacuate - Code Green 

Level 1 Emergency:  Flames coming from roof  of one instructional building.  

Action:  Trigger  fire alarm and/or call 911 to report the fire, provi ding location and 

description.   

Report:  Notify Campus Security . Give verbal alert to those in  building. File incident report  

Incident Commander:  Enact emergency directive for the singular building and/or campus 

wide if fire poses campus wide threat. Enact the Incident Command Team and appropriate 

Incident Coordinato rs, Building Coordinators, school  resource officers and/or security and 

Facility Maintenance Technicians. Take other m easures as needed to manage the situation 

including contacting other  external emergency responders.  

ENS:  Evacuate on foot to either the primary or secondary location or other appropriate site 

for specific buildings. Evacuees should be at least 100 feet aw ay from building and away 

from all entrances/exits.  

Facility Maintenance Technicians:  Identify source of fire if possible to do so and remain 

safe. Do not take chances. Report to the Incident Commander. Help keep roadways and 

access to buildi ng clear for  the firefighters.  

School  Resource Officers and/or Security : Help emergency responders gain access to fire; 

keep roadways clear; keep others away from the building.  Report incident to necessary HCC 

Emergency Response Team Members. Follow up with appropria te documentation.    

Incident Command Team :  Assist with assessment of incident and the development and 

implementation of response.  

Incident Coordinators:  Assist with evacuation. Proceed to evacuation site to provide 

further incident coordination. Account for evacuees, report to Incident Commander.  

Building Coordinators:  Assist with evacuation. As possible, close doors and windows and 

check building to verify everyone is out. Report to Incident Commander. Proceed to 

evacuation site to assist and report to  the Incident Coordinator.  

Others:  Close doors and windows, leave building, proceed on foot to designated evacuation 

site, be accounted for, keep access to campus clear, and wait for further directions.  
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Level 3 Emergency:  Smoke is detected in the hallway  of a building. Source of smoke is 

popcorn burned in the microwave.  

 

Action:  Extinguish fire if there is one. Open doors and windows to clear building of smoke.  

 

Report:  Report to Building Coordinator.  

 

ENS:  Not enacted.  

 

Building Coordinators:  Take action to address the situation.  File incident report.   

 

Others:  If there  is no fire, open doors and windows to clear the smoke.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fire Procedures 

 
If you discover a fire or smoke or if you hear a fire 

alarm: 

 

Evacuate the Building ï Get Out ï Donôt Use 

Elevators, use the stairs.  Close (Donôt Lock) doors to 

contain fire 

 

 Alert others ï Activate the fire alarm (If not already 

activated)  

 

CALL 911                                       

¶ Location of fire  

¶ Description of fire 
 

**Call Security 734-5410              

 SRO 593-8477 to assist w/response  
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Medical Emergencies  

Level 1 Emergency:  Several but not all students and employees in the Regional High 

Technology Center (RHTC) are vomiting and fainting, cause unknown. Potential causes may 

be a hazardous materials, virus, food relate d reaction, etc.  

Action:  Call 911 for medical assistance. Call on any easily accessible HCC personnel who 

have medical training (Nursing,  EMT, First Responder faculty).  

Report:  Immediately notify Campus Security of incident and the call to 911. File in cident 

report.  

Incident Commander:  Enact ENS for the (RHTC); notify employees, students, and public to 

stay away from the RHTC; implement Incident Command Team and the appropriate 

Incident Coordinators,  Building Coordinators, and School  Resource Officers/Security and 

take other measures to manage the situation, including contacting other external e mergency 

responders as needed.  

Emergency Notification System (ENS):  Incident Commander will enact an emergency 

response directive for the RHTC to evacuate for purpose of separating those who are  

unaffected from those who are.  

School  Resource Officers and/or Security:  Help emergency responders gain access to the 

individuals who are ill; keep roadways to R HTC clear; prevent others from entering the 

RHTC. Report incident to necessary HCC Emergency Response Team Members. Follow up 

with appropriate documentation.    

Incident Command Team:  Assist with assessment of and response to incident.  

Incident Coordinators:  Facilitate the evacuation. Leave doors and windows open. Account 

for student s. Wait for further directions.  

Building Coordinators:  Put on face masks, search buildings for potential cause, note 

location and number of ill persons and  report findings to Incident Commander. Help 

emergency responders gain access the sick persons.  

Others:  Leave doors and windows open. Leave building, proceed on foot to designated 

evacuation site, be accounted for, wait for further directions, and potent ially receive 

medical testing/treatment.  

 

  

 

 

 

 



  2016 

104 | P a g e  C a m p u s  S a f e t y  &  S e c u r i t y  R e p o r t  H a y w o o d  C o m m u n i t y  

C o l l e g e  
 

Medical Emergencies  

 

Level 2 Emergency:  Student has a seizure during a class lab bein g held on the college 

grounds.  

Action:  Call 911 for medical assistance. Call on any readily accessible HCC personnel who  

have medical training ( Nursing, EMT, First Responder).  

Report:   Notify Campus Security . File incident report.  

Incident Commander:  Take other measures as needed to manage the situation, including  

notifying security and/or school  resource officers  or other responders if needed.  

School  Resource Officer and/or Security:  Help emergency responders gain access to the 

student. Report incident to necessary HCC Emergency Response Team Members. Follow up 

with appropriate documentation.   Report incident to necessary H CC Emergency Response 

Team Members. Follow up with appropriate documentation.    

ENS:  Not enacted.  

Others:   Move away from the incident to make room for emergency responders. Stay until 

accounted for and receive further directions.  
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Level 3 Emergency:  Facility services technician cuts her hand while cleaning a bathroom. 

The cut is not life threatening.  

 

Report:   Notify the Facility services Technician Team Leader who will either take the 

technician for medical attention or treat on s ite. File incident report and submit to Campus 

Security . 
 

ENS:  Not enacted.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Medical Emergencies 

 
Check the scene for safety. 

 

Care for illness and injuries within the scope of 

your training.  

 

CALL 911 if serious illness/injury: 

¶ Location of person needing assistance 

¶ Nature of accident/illness 

¶ Number of people involved 

¶ Stay on line with 911 operator 

**Call Security 734-5410/SRO593-8477 to assist 

w/response  
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Severe Weather/Tornado Warning  

Seek Shelter - Code Blue 

Level 2 Emergency:  Staff member sees local tornado  warning on web weather report.  

Report:  Notify Campus Security . 

Action:  Take shelter, notifying others in immediate vicinity to do the same.   

Incident Commander:  Enact ENS. Implement the Incident Comma nd Team, Incident and  

Building Coordinators and School  Resource Officers/Security, and take other mea sures to 

manage the situation.  

ENS:  Dm`bsdc sn ®s`jd rgdksdq-¯ 

School  Resource Officers and Security:  Take shelter. After incident, report to Incident 

Commander and receive further directions.  Report incident to necessary HCC Emergency 

Response Team Members. Follow up with appropriate documentation.    

Incident Command Team:  Assist others with taking shelter. Assist with post assessment 

and response to incident. Maintain c ontact with Incident Commander.  

Incident Coordinators:  Help others take shelter. Lock doors and windows. Maintain contact 

with Incident Commander. Afterwards, assess and report to the Incident Commander any 

damage and injuries. If comm unication is not possible, call 911 for assistance.  If needed, 

communicate need for help by placing  red card in window/under door.  

Building Coordinators:  Help others take shelter. Report shelter status to Incident 

Coordinator.  Afterwards, assess any damage and injuries and report to Incident Coordinator 

or Incident Commander. If communication not possible, call 911 for assistance. If needed, 

communicate ne ed for help by placing red card in window/under door.  

Others:  Take shelter. Await further directions. If injured and alone, contact Incident 

Commander or call 911.  If needed, communicate need for help by placing red card in 

window/under door.  

 

 

 

 

 

 

 

 

Severe Weather 

 

¶ Avoid automobiles and open areas 

¶ Move to secure area 

¶ Keep away from windows/exterior 

doors 
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Irate Person(s)/Crime/Violent Behavior  

 

Lockdown - Code Red 

Level 2 Incident with Potential of Level 1:  Faculty member comes upon a young man who 

is yelling at a female student, threatening bodily harm. She is resisting strongly as he pulls 

her into his car in the café parking lot. No sign of a weapon.  Note: This incident may be 

contained at a level 2 but it has the potential of escalating to a  level 1 if the young man has a 

weapon and us es it to inflict bodily harm.   

Action:  Write down license tag number and vehicle description. Not e descriptions of 

individuals.  

Report:   Immediately notify School  Resource and/or Security officer of the situation. Notify 

Campus Security . File incident report.  

School  Resource Officer/Security:  Hlldch`sdkx bnms`bs Rgdqheer cdo`qsldms sn ehkd ` qdonqs

and provide backup as needed. Give status to Incident Commander.  Report incident to 

necessary HCC Emergency Response Team Members. Follow up with appropriate 

documentation.    

Incident Commander:  Enact the ENS as needed and the Incident Command Team, Incident 

and Building Coordinators and take further ac tion to control the situation.  

ENS:  He mddcdc+ hrrtd ®lockdown ¯ sn o`qs nq `kk ne b`lotr- 

Incident and Building Coordinators:  Assist with locking down . If needed, indicate status of 

need for assistance with red cards.  

Others:  Lockdown . 
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Level 3 Emergency:  Student angry about a grade confronts an instructor after class, using 

abusive but non -threatening language.  

Action:  Attempt to calm the student and get away from the student as soon as possible or 

move to an environment in which other people may help with mediation. Make follow up 

appointment wi th Student Services Counselor.  

Report:  Report student to Vice President of Student Serv ices. File an incident report.  

ENS:  Not enacted 

 

Irate Person(s)/Crime/Violent Behavior  

Lockdown - Code Red 

Level 1 Emer gency:  Arboretum technician sees a man with a rifle in hand running across 

the old sawmill/wood products  area toward the 400 building.  

Action:  Keep out of sight of the armed intruder. Note location, action s, and description of 

intruder.  

Report:  Immedia tely call 911 and then Campus Security If possible, alert 400 building 

administrator to lockdown .   

Incident Commander:  Enact ENS. Enact Incident Command Team and Incident and 

Building Coordinators. Be prepared to communic ate with emergency responders.  

ENS:   lockdown  for entire campus.   

Incident Command Team:  Assist with assessment, respons e, and management of incident.  

Incident and Building Coordinators:  Implement lockdown  procedures. Maintain contact 

with Incident Commander. Do not leave lockdown  unless directed to do so by the Incident 

Commander or official emergency responder.  

Security/School  Resource Officers:  Proceed to entrance. Block all incoming traffic except 

for emergency responders. Help emergency responders gain access to Incident Comman der 

and/or begin campus search. Report incident to necessary HCC Emergency Response Team 

Members. Follow up with appropriate documentation.    

Others:  Implement lockdown . Do not leave lockdown  unless directed to do so by the 

Incident Commander or official emergency responder.  
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Crime and Violent Behavior 

 PROTECT YOURSELF FIRST 

 

¶ Location of crime 

¶ Number of people involved and their description 

¶ Injuries of persons, if known 

¶ Nature of any weapons involved  

¶ Any vehicle descriptions 

¶ Stay on line with 911 operator and keep updated 

as the situation may change 

¶ EVEN IF YOU CANNOT COMMUNICATE, 

KEEP THE PHONE LINE OPEN.    

 **Call Security 734-5410 /SRO 593-8477                        

             to assist w/response          

      

 

 

 

 

CALL 911 if crime in 

progress 
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Abducted Child  

 

Level 1 Emergency:  Adult abducts a three year old child from the Regional Center for the 

Advancement of Children .  

Action:  Immediately call School  Resource Officer/Security and 911. Verbally relay details 

such as time of incident, name and description of child, description of abductor and method 

of travel (foot or vehicular). Write down the details as soon as poss ible.  

Report:  Noti fy Child Care Cen ter Director.  

Center Director:  Enact lockdown  for the Center. Notify Incident Commander. Notify parents 

and/or authorized caregiv ers. Be prepared for interview.  

Security and/or School  Resource Officer:  Be prepared to assist and allow entrance of 

emergency responders and parents/caregiver of child. Commun icate with Incident 

Commander.  

Incident Commander:  Enact Incident Command Team, Incident and Building Coordinators, 

and the Maintenance and Arboretum Technicians. Be prepared to communicate with 

emergency responders. Enact communication to all parents/legal caregivers with children in 

the Regional Center for the Advancement of Children. Make arrangements for them to pick 

up their children. Enact emergency directive if neede d to further secure the campus.  

Incident Command Team:  Assist Incident Commander with assessment and management of 

incident.  

ENS:  Restricted to the emergency directive already issued at the Center. If needed to secure 

the campus, Incident Commander will issue lockdown  directive.  

Inci dent and Building Coordinators of the Center:  lockdown . Maintain co ntact with 

Incident Commander.  

Facility Maintenance Technicians/Arboretum Technicians:  Proceed on foot to campus 

property lines, looking for suspicious activity. Re port to the Incident C ommander.  

Others:  Report observations of suspicious activity to the Incident Commander. Stay out of 

the way of the search. Be accounted for.  
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Bomb Threats/Suspicious Packages  

 

Evacuate - Code Green 

Level 2 Emergency:  Unidentified caller states that a bomb(s) set to explode on camp us, 

location(s) not specified.  

Action:  Recipient of call  should get as much information as possible from the caller , using 

Bomb Threat Checklist , and prepare to be questioned closely for a description of the call 

and calle r. The exact words and any background noises  could be valuable information.  

Report:  Notify Campus Security . Give Bomb Threat Checklist  Form to  Campus Security . 

Incident Commander:  Implement the Incident Command Team, Incident and Building 

Coordinators, School  Resource Officers and/or Security, and Facility Maintenance 

Technicians. Take other measures as needed to manage the situation, including contacting 

external emergency responders. Enact ENS. 

Facility Maintenance Technicians:  Search the evacuation s ite for safety before ENS is 

enacted; report to Incident Commander. Assi st with search of building(s).  

School  Resource and Security Officers:  Assist recipient of bomb threat with completion of 

the Bomb Threat Information Form  and give it to the Incident Commander ASAP; keep 

roadways clear; prevent all traffic but emergency responders from coming on campus; help 

emergency responders gain access. Report incident to necessary HCC Emergency Response 

Team Members. Follow up with appropriate documentation.    

ENS:  Evacuate to either primary or secondary site. Evacuation will remain in eff ect until 

search is completed.  

Incident Coordinators:  Do not use cell phones, radios or turn electrical switches on or off. 

Proceed with evacuation of buildings, account for e mployees, staff and students.  Report 

status to Incident Commander a nd wait for further directions.  

Building Coordinators:  Do not use cell phones, radios or turn electrical switches on or off.  

Perform cursory search of buildings for unusual packages, as you evacuate building. Do not 

touch any unusual packages, etc. Immediately report findings to the Incident Commander 

proceed to evacuation site an d wait for further directions.  

Others:  Do not use cell phones, radios or turn electrical switches on or off.   Do not touch 

any unusual packages, etc. but if you see one, immediately report to the Building or Incident 

Coordinator or the Incident Commander. Proceed to evacuation site and wait for directions 

to return to class/work or to leave campus.  
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Bomb Threats/Suspicious Packages  

All bomb threats MUST be treated as a serious threat. To ensure safety of the faculty, staff, 

students and the public, bomb threats must be considered real until proven otherwise.  Any 

suspicious package and/or object should be immediately reported.  If a package is located, 

NEVER move, jar or touch the suspicious package.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Bomb Threat/Suspicious Package 

 

 

Watch for and report what is strange, unusual or out of 

place.  If you discover a suspicious object/potential bomb or 

receive a bomb threat: 

 

**Immediately NOTIFY                                

Campus Security 734-5410 593-8477 

 

¶ Do not handle the object 

¶ Evacuate the area calmly.   

¶ Report the location/description of the object to the 

Campus Security  

 

Be aware that there may be a secondary device! 

 

Be alert for suspicious packages and letters.  They can 

contain explosives, chemical or biological agents. 
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