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College Rules and Regulations  2.2013.1 

September 19, 2007 

New Jersey Student Loan Code of Conduct 
for Institutes of Higher Education 

 

1 Prohibition Against Certain Remuneration to the College  

 1.1 The College shall not solicit, accept, or agree to accept anything of value from 
any Lending Institution in exchange for any advantage or consideration provided to the Lending 
Institution related to its Student Loan activity. This prohibition shall include , but not be limited 

to: 

 1.1.1 Any Revenue Sharing agreements; 

 1.1.2 The College’s receipt from any Lending Institution of any computer hardware for 
which the College pays below market prices; and 

 1.1.3 Printing costs or services.  

 1.2 The prohibition of Section 1.1 shall not be constructed to prohibit the College 
from soliciting, accepting or agreeing to accept favorable terms or conditions of a Student Loan 
inuring directly to Borrowers.  

 1.3 The College shall not solicit, accept, or agree to accept from any Lending 
Institution any computer software for the electronic management of Student Loan disbursements 

unless such software can manage Student Loan disbursements from all Lending Institution s. 

 1.4 Notwithstanding anything else in this Code of Conduct, the College may accept 

assistance as contemplated in 34 CFR 682.200(b)(definition of Lender)(5)(i).  

2 Prohibition Against Remuneration to College Employees 

 2.1  The College shall require and ensure that no officer, trustee, director, employee, 
or agent of the College accepts anything more than nominal value on his or her own behalf or on 

behalf of another during any 12 month period from, or on behalf of, a Lending Institution. 

 2.2  The prohibition of 2.1 shall include, but not be limited to, a ban on any payment 

or reimbursement by Lending Institutions to any College employee for lodging, meals, or travel 
to conferences or training seminars.  

 2.3  The prohibition of Section 2.1 shall not be constructed to prohibit any officer, 
trustee, director, employee, or agent of the College from conducting non-Student Loan business 
with any Lending Institution. 

3  Limitations on College Employees Participating on Lender Advisory Boards  
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 3.1  The College shall prohibit any officer, trustee, director, employee, or agent of the 
College from receiving any remuneration for serving as a member or participant of an advisory 
board of a Lending Institution, or receiving any reimbursement of expenses fo r so serving 

provided, however, that participation on advisory boards that are unrelated in any way to Student 
Loans shall not be prohibited. 

 3.2  The prohibition of Section 3.1 shall not prohibit any officer, trustee, director, 
employee, or agent of the College, who is uninvolved in the affairs of the College’s financial aid 
office, from serving on a Board of Directors of a publicallypublicly traded or privately held 
company. 

4  Preferred Lender Lists 

 4.1  The College shall not provide or otherwise disseminate or make available a 
Preferred Lender List that: 

 4.1.1  is used to deny or otherwise impede a Borrower’s choice of lender; or  

 4.1.2  contains fewer than three unaffiliated Lending Intuitions. 

 4.2  Every brochure, web page or other document that sets forth a Preferred Lender 

List must disclose in plain language the process by which the College selected lenders for the 
list, including but not limited to the criteria used in compiling the list and the relative importance 
of those criteria. 

 4.3  Every brochure, web page or other document that sets forth a Preferred Lender 
List or identifies any lender as being on said Preferred Lender List shall state in the same font 
and same manner as the predominant text on the document that a Borrower has the right and 

ability to select the Lending Institution of his or her choice, is not required to use any of the 
lenders on the Preferred Lender List, and will suffer no penalty or unnecessary delay by the 
College for choosing a lender that is not on the Preferred Lender List. 

 4.4  The College’s decision to include a Lending Institution on any Preferred Lender 
List shall be determined solely by consideration of the best interests of Borrowers who may use 
the Preferred Lender List, without regard to the pecuniary interests of the College. 

 4.5  The composition of any Preferred Lender List shall be reviewed and updated at 
least once a year by the College. 

 4.6  No Lending Institution shall be placed on any Preferred Lender List unless the 
Lending Institution provides assurance to the College and to Borrowers that advertised benefits 

upon repayment will continue to inure to the benefit of Borrowers regardless of whether the 
lending institution’s Student Loans are sold. 

 4.7  No Lending Institution that, to the College’s knowledge after reasonable inquiry, 
has an agreement to sell its Student Loans to another unaffiliated Lending Institution shall be 
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included on any Preferred Lender List unless such agreement is disclosed therein in the same 
font and same manner as the predominant text on the document in which the Preferred Lender 
List appears. 

5 Prohibition of Lending Institution’s Staffing of College Financial Aid Offices  

 5.1  The College shall prohibit and shall ensure that no employee or other agent of a 
Lending Institution is ever identified to students of the College or their parents as an employee or 
agent of the College.  

 5.2  The College shall prohibit and ensure that no employee, representative, or agent 
of a Lending Institution provides staffing services to the College’s financial aid office.  

 5.2.1  The prohibition of Section 5.2 shall not be construed to prohibit any Lender from 
providing “entrance” and “exit” interviews allowed by 34 CFR 682.200(b)(Definition of 

Lender)(5)(i), provided, however, that the College shall ensure that any such employee, 
representative, or agent of a Lending Institution conducting such interview identifies himself or 
herself as a representative of the Lending Institution and does not promote the Lending 
Institution’s products during such interview.  

6  Electronic Loan Documents 

 6.1  The College shall not direct in any manner potential Borrowers to electronic loan 
applications, electronic master promissory notes or other loan agreements that do not provide a 
reasonable and convenient alternative for the Borrower to complete such a document with any 

federally approved Lending Institution offering the relevant loan in this State.  

7  School as Lender 

 7.1  If the College participates in the “school as lender” program under 20 U.S.C. 
1085(d)(1)(E), the College may not treat School as Lender loans any differently than if the loans 

originated directly from another lender; all sections of this Code apply equally  to such School as 
Lender loans as if the loans were provided by another lender.  

8  Prohibition Against “Opportunity Loans” 

 8.1  The College shall not arrange with a Lending Institution to provide any 

Opportunity Loans to Borrowers. Nothing in the Agreement, however, shall be construed to 
prevent the College from offering or arranging loans to international students, at fair market 
rates, when those students would be otherwise unable to secure a domestic loan.  

9  Definitions 

 9.1  “Borrower” means a student attending a College in New Jersey, or a parent or 
guardian of the student, who obtains an Student Loan from a Lending Institution to pay for or 
finance higher education expenses. 
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 9.2  “College” means a public or private institution of collegiate grade in New Jersey 
licensed by the Commission on Higher Education or otherwise authorized to grant academic 
degrees under N.J.S.A. 18A:68-6 and accredited by the Middle States Association of Colleges 

and Schools or a post-secondary vocational institution or vocational school in New Jersey which 
is licensed or approved by the appropriate agency or department and accredited or pre-accredited 
by a nationally recognized accrediting association. 

 9.3  “Lending Institution” means any entity that directly or through an affiliate 
engages in the business of making or securitizing Student Loans, or any entity or association of 
entities that guarantees Student Loans. 

 9.4  “Opportunity Loans” means Student Loans that a Lending Institution agrees to 
make up to a specified aggregate amount to students with poor or no credit history, who the 

Lending Institution claims would otherwise not be eligible for the lender’s alternative  loan 
program, which are made in exchange for certain minimum loan volume or other benefit that a 
College agrees to provide to the Lending Institution.  

 9.5  “Preferred Lender List” means a list of recommended or suggested Lending 
Institutions that a College makes available for use, in print or in any other medium or form, by 
Borrowers, prospective Borrowers, or others. 

 9.6  “Revenue Sharing” means any arrangement in which a Lending Institution pays a 
College or an affiliated entity or organization of a College a percentage of the principle of each 

loan directed towards the Colleges from a Borrower at the College or any form o f commission 
related to the loan. 

 9.7  “Student Loan” means any loan that is made, insured, or guaranteed under “Part B 
of Title IV of the federal “Higher Education Act of 1965" or any private loan issued by a 
Lending Institution or any loan issued pursuant to a New Jersey statutorily establish ed loan 
program for the purposes of paying for or financing higher education expenses but not including 

credit cards or home equity loans. 
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Affirmative Action Policy 

 
The Policy of the Board of Trustees of County College of Morris (“College”) is to recruit, 
employ, retain and promote employees without regard to race, color,  creed, national origin, 

ethnicity, ancestry, religion, age, sex, sexual orientation, gender, gender identity, marital status, 
partnership status, disability, genetic information, citizenship status, military or veteran status, 
pregnancy, or status as a victim of domestic violence/stalking/sex offense, or any other legally 
prohibited basis in accordance with federal or state laws. 

 
The College remains committed to providing equal opportunities within its academic and work 
settings, ensuring that its campuses are free of discrimination and harassment and are supported 
by a diverse, inclusive, collaborative, and qualified workforce.  

 
By this Policy Statement, the College commits itself to the development of a comprehensive 
affirmative action program encompassing employment practices, educational opportunities and 
contractual relationships directed at insuring opportunity for employment, training, and 

advancement for underrepresentedgroups. 
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Sexual Non-Discrimination Policy 

 
It is the Policy of the County College of Morris not to discriminate in activities, employment 
policies, or admission policies and practices as required by Title IX of the 1972 Education 

Amendments.   
 
Inquiries regarding compliance with Title IX may be directed to the Vice President of Human 
Resources and Labor Relations, County College of Morris, Henderson Hall, 214 Center Grove 

Road, Randolph, NJ 07869; 201-328-5000; or the Director of the Office for Civil Rights, 
Department of Education, Washington, DC. 
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The Americans with Disabilities Act of 
County College of Morris Employee Policy 

POLICY STATEMENT 

The County College of Morris (CCM) is committed to ensuring equal opportunity and access to 

all members of the campus community in accordance with Section 503/504 of the Rehabilitation 
Act of 1973, the Americans with Disabilities Act of 1990 (ADA) and the ADA Amendments Act 
of 2008 (ADAAA). The College prohibits discrimination against any student*, employee or job 
applicant on the basis of physical or mental disability. The College will provide reasonable and 

appropriate accommodations to enable employees to participate in the life of the campus 
community. Employees with disabilities are responsible for providing documentation verifying 
their disability as described below. 

* Note: Student accessibility and accommodations are addressed in the Student Development 

Policies. 

 
NOTIFICATION REQUIREMENTS AND SERVICE CRITERIA 

Self-Disclosure: All employees seeking accommodation under Section 504 of the Rehabilitation 
Act of 1973 et. Seq. or the Americans with Disabilities Act must self -identify with the Human 
Resources Department. For accommodations, a request must be submitted to the ADA 

Coordinator/Compliance Officer. Employees are encouraged to initiate the accommodation 
process as early as possible to ensure timely implementation.  
 
Documentation: Employees must provide documentation of their physical, mental, medical, or 

learning disability from a qualified and licensed professional (e.g., physician, psychologist, or 
other medical expert with relevant expertise). Documentation must meet the following criteria: 
 

• Be submitted on the medical professional’s official letterhead, including the 

professional’s name, title, credentials, address, and contact information. 
• Be either electronically or physically signed and dated, with a clear description of the 

disability, its impact on the employee’s ability to perform job functions, and 

recommended accommodations. 
• Be current, generally within the last three years, or as appropriate for the condition (e.g., 

life-long conditions may not require recent documentation). 
 

Employees bear the cost of obtaining professional documentation. All documentation should be 
submitted confidentially to the Human Resources Department, Henderson Hall, Room 106, 
Attention: ADA Coordinator/Compliance Officer. The College will maintain confidentiality in 
accordance with applicable privacy laws, including the Health Insurance Portability and 

Accountability Act (HIPAA) and the Family Educational Rights and Privacy Act (FERPA), 
where applicable. 
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REASONABLE ACCOMMODATION 

In alignment with guidelines from the U.S. Equal Employment Opportunity Commission 
(EEOC), CCM defines a qualified employee or job applicant with a disability as an individual 
who, with or without reasonable accommodation, can perform the essential functio ns of the 
position. Reasonable accommodations may include, but are not limited to:  
 

 

• Modifying existing facilities to ensure accessibility for employees with 
disabilities (e.g., ramps, accessible workstations, or adaptive technology);  

• Restructuring job duties, adjusting work schedules (e.g. flexible hours where 
feasible), or reassignment to a vacant position for which the employee is qualified;  

• Acquiring or modifying equipment or devices, or soft-ware (e.g., screen readers, 
ergonomic tools, or voice recognition software); or  

• Modifying policies or procedures to accommodate disability-related needs, provided 

they do not compromise essential job functions. 

 
Limitations 

• Undue Hardship: CCM is not required to provide accommodations that impose 

significant difficulty or expense, considering factors such as the College’s size, financial 
resources, and operational needs  

• Essential Functions: Accommodations will not involve lowering quality, performance or 
operational standards, nor will they include providing personal use items (e.g., glasses, 

hearing aids, or wheelchairs for non-work-related use). 

• Medical Inquiries: Job applicants may not be asked about the existence, nature, or 
severity or a disability but may be asked about their ability to perform specific job 

functions. Pre-employment medical examinations are permitted only if required for all 
employees in similar roles and are job-related. 

 
Employees are encouraged to consult the CCM  ADA Procedure for instructions on requesting 
accommodations  and to contact the Human Resources Department at Henderson Hall, Room 
106, or call 97-328-5037 (x5037, on campus). 
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Policy Prohibiting Sexual Harassment 

 
SECTION I 
 

Legal Authority: Sexual harassment is prohibited by Title VII of the Civil Rights Act of 
1964, Title IX of the Education Amendments of 1972 and the New Jersey Law Against 
Discrimination. 

 

SECTION II 
 

Policy Statement: The County College of Morris reaffirms its desire to create an 

academic/work environment for all students, faculty and staff, that is not only 
responsible, but supportive and conducive to the achievement of educational/career goals 
on the basis of such relevant factors as ability and performance. Students and College 
personnel are required to maintain an environment which allows all students and all 

College employees to enjoy the full benefits of their learning experience or work. The use 
of implicit or explicit coercive sexual behavior to control, influence or affect the 
performance or status of an individual is prohibited. 

 

SECTION III 
 

Definitions: Sexual harassment is defined as unwelcome advances, requests for sexual 

favors or other verbal or physical conduct of a sexual nature when: 
 

a. Submission to such conduct is made either explicitly or implicitly a term or 

condition of an individual’s employment or status in a course, program or 
activity; or 

 

b. Submission to or rejection of such conduct is used as a basis for employment or 

educational decisions affecting an individual; or 
 

c. Such conduct has the purpose or effect of unreasonably interfering with an 

individual’s work or educational performance, or of creating an intimidating, 
hostile, or offensive working/learning environment. 

 

SECTION IV 
 

Examples of Sexual Harassment: 
Sexual harassment may include, but is not limited to, the following examples of conduct: 

(a) sexual propositions; 
(b) use of authority to coerce or induce sexual favors; 
(c) sexual innuendo; 
(d) sexually suggestive comments; 
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(e) sexually oriented “kidding” or “teasing,” practical jokes or jokes about gender-
specific traits;. 

(f) sexually explicit language or gestures; 

(g) display of sexually suggestive or explicit printed or visual material which is not 
an integral part of an authorized course of study or authorized art exhibit;  

(h) sexually suggestive physical contact with another person’s body, such as patting, 
pinching or brushing against, that is unwelcome and intentional.  

 

Section V 
 

Reporting Sexual Harassment: The College has established a procedure to be followed in 
reporting and investigating complaints of sexual harassment. Any member of the College 
community who believes he or she has been subject to conduct that violates this policy 
should follow the “Procedures for Reporting and Investigating a Sexual Harassment 

Complaint.” Copies of this procedure are available from the office of the Vice President 
of Human Resources & Labor Relations, any academic dean, or the campus counselin g 
service for the student population. A summary of the procedures is incorporated in the 
Student Code of Conduct.  Copies of the procedure are also available on the CCM 

website. 
 

Section VI 
 

Confidentiality: The confidentiality of all parties involved in a sexual harassment charge 
shall be protected insofar as it does not interfere with the College’s legal obligation to 
investigate allegations of misconduct when brought to the College’s attention, and the 

ability of the College to take corrective action consistent with rights of due process.  
 

Section VII 
 

Prohibition Against Retaliation: Retaliation in any form against any person who 
complains of sexual harassment or who assists in the investigation of such complaints is 
expressly prohibited. A charge of retaliation may be raised at any step of the complaint 

procedure or may form the basis of a new complaint. Retaliation may be the basis for 
discipline even though the complaint of sexual harassment has been dismissed.  

 

Section VIII 
 

False Charges: Complaints of sexual harassment cannot always be substantiated. Lack of 
corroborating evidence should not discourage complainants from seeking relief through 

the appropriate College procedures. However, persons found to have made intentionally 
dishonest charges or to have acted without regard for truth will be subject to disciplinary 
action, up to and including termination from employment or expulsion from the College.  

 

Section IX 
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Subordinate Relationships: Romantic and sexual relationships between professional staff 
and students and between supervisors and those they supervise pose significant risks of 
sexual harassment charges. The powers professional staff exercise in evaluating students’ 

work, awarding grades, providing recommendations, granting and denying privileges, 
providing counseling, providing financial assistance and imposing discipline constrain a 
student’s actual freedom to choose whether to enter into or to end a roman tic or sexual 
relationship with professional staff. An employee, likewise, may not feel fully free to 

reject or end a romantic or sexual relationship with his or her supervisor. The existence of 
such power differentials creates a presumption against a consensual relationship and 
therefore a heightened risk of being found guilty of sexual harassment. In internal 
proceedings, the College will be unsympathetic to a defense based on consent when the 

facts establish that the accused had the power to affect the complainant’s academic or 
employment status or future prospects. 

 

Section X 
 

Responsibilities: All members of the College community are responsible for ensuring that 
their conduct does not violate this policy. This same responsibility extends to employees 

of third parties doing business with the College or on College premises and to campus 
visitors. 

 

College administrators and supervisors have the further responsibility of preventing and 
eliminating sexual harassment within the areas they oversee. If administrators or 
supervisors know sexual harassment is occurring, receive a complaint of sexual 
harassment, or obtain other information indicating possible sexual harassment, they must 

report the matter immediately to the Dean of Students where a student is involved, or the 
Vice President or Associate Director of Human Resources & Labor Relations where 
other campus personnel are involved, even if (1) the person subjected to harassment 
indicates that he or she does not intend to file a complaint or (2) the problem or alleged 

problem is not within their area of oversight. 
 

Professional staff must be familiar with the College’s “Procedures for Reporting and 
Investigating a Sexual Harassment Complaint” so that they can direct individuals with 

inquiries or complaints to the appropriate college administrator or supervisor.  
 

Section XI 

 

Yearly Reports: The Vice President of Human Resources & Labor Relations, shall 
provide a yearly report to the Office of the President including findings and conclusions 
drawn from a review of documents pertaining to sexual harassment complaints on a 

campus-wide basis. Consistent with Section VI (Confidentiality), the yearly report shall 
not contain the names of any parties involved in complaints filed pursuant to the 
College’s “Procedures for Reporting and Investigating a Sexual Harassment Complaint.”  

 

Section XII 
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Education and Training: In order to assist campus personnel in identifying inappropriate 
behavior, appropriately handling complaints, and implementing remedial actions, if 

necessary, the Department of Human Resources will design and implement a program of 
education directed at identifying and preventing sexual harassment. Training will be 
conducted on a regular basis to ensure that supervisors and professional staff are familiar 
with this Policy and the College’s “Procedures for Reporting and Investigating a Sexual 

Harassment Complaint.” 
 

Section XIII 
 

Enforcement: Any student, faculty member, staff or administrative employee determined 
to have engaged in conduct that violates this policy will be subject to appropriate 
disciplinary sanctions. 
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County College of Morris 

Procedures for Reporting and Investigating 

A Sexual Harassment Complaint 
 

I. Information and Assistance Regarding Sexual Harassment: 
 

A. College Representatives: Any person who believes that he/she was subjected to 
sexual harassment, as defined in the “Policy Prohibiting Sexual Harassment,” is 
encouraged to contact one of the following individuals for information or 

assistance: 
 

1. Students: Students may contact any academic dean, the Dean of Students, 
whose office is in the Student Center, Room 118 or the Coordinator of 

Health Services, whose office is in Cohen Hall, Room CH 266. 
 

2. Other College Personnel: All other college personnel may contact either 

the Vice President of Human Resources and Labor Relations or the 
Associate Director of Human Resources, both of whom have offices in 
Henderson Hall, Room 106. If the alleged offender is either of these 
individuals, the person seeking information or assistance may contact the 

President of the College who will identify a substitute official from whom 
information and assistance may be obtained. 

 

B. Confidentiality: The College has an affirmative obligation to eliminate sexual 

harassment on campus. While the College will make every reasonable effort to 
honor a request for confidentiality or anonymity of the person reporting sexual 
harassment, the College is required to investigate and take remedial action in any 
situation where there is a reasonable basis for believing that sexual harassment 

has occurred or is occurring. 
 

C. Confidential Counseling: Community-based private counselors, Employee 

Assistance counselors and members of the clergy have a higher level of legally 
protected confidentiality than representatives of the College who have direct 
responsibility for identifying, investigating and eradicating sexual harassment. 
The confidentiality afforded to students by a County College of Morris counselor 

for the student population (hereafter referred to as a “campus counselor”) is 
limited by the counselor’s institutional responsibility to assure the safety and well 
being of other students and members of the College community as described in 
the “Statement of Confidentiality” provided to students who consult campus 

counselors. Anyone wishing to speak privately about sexual harassment before 
reporting an incident to the College may contact a private counselor or member of 
the clergy. Referrals to such counseling are available as follows: 

 

1. Students: Any student wishing to speak privately about sexual harassment 
may consult a campus counselor for referral to community-based private 



College Rules and Regulations  2.2007.6 

 
September 19, 1984 

Revised November 19, 1997 
Revised November 16, 2005 
Revised August 19, 2009 

Revised September 30, 2025 

 

counseling services. In addition to providing referrals to private 
counseling services, the campus counselor shall provide the student with a 
copy of both the College’s “Policy Prohibiting Sexual Harassment” and 

these Procedures. 
 
2. Employees: Any employee wishing to speak privately about sexual 

harassment may do so through the Employee Assistance Program by 

contacting  Lucet Health at 1-800-624-5544 and identifying themselves as 
an employee of the College. The Employee Assistance Counselor, in 
addition to any other services, shall provide the employee with a copy of 
both the College’s “Policy Prohibiting Sexual Harassment” and these 

Procedures. 
 

Discussions with a private counselor are not a substitute for reporting incidents of 

sexual harassment to the College. All members of the College community are 
encouraged to report suspected incidents of sexual harassment to the College so 
that corrective action can be taken where warranted. 

 

II. Reporting Sexual Harassment Complaints 
 

A. College Officials: A person who decides to lodge a complaint alleging a violation 

of the College’s “Policy Against Sexual Harassment” (called a complainant) must 
contact one of the following College Officials: 

 

Students: 
 

Dean of Student Success 
(973) 328-5140 

 
 

Other Campus Personnel: 
 

Vice President of Human Resources & Labor Relations 
(973) 328-5039 

 

Associate Director of Human Resources 
(973) 328-5041 

 

B. Substitute College Officials: If the alleged offender (called a respondent) is any of 
the College Officials identified above, the person wishing to lodge a complaint 
may contact the President of the College who will designate a substitute College 
Official to review the matter. 

 

C. Form and Handling of Complaint: Complaints may be received orally or in 
writing. Complaints may be resolved through mediation or disciplinary action as 

appropriate to the facts in each case. 
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D. Prompt Reporting: Members of the College community are encouraged to report 

all incidents of sexual harassment promptly. Delay in the reporting of such 
incidents makes investigation of the incident more difficult and impairs the ability 
of the College to take action on a complaint of sexual harassment. 

 

Ill. Investigation of Complaints 
 

A. Assigning Complaints 
 

1. Complaints Against Students: Complaints alleging that a student violated 
the College “Policy Against Sexual Harassment”, whether filed by an 
employee, a student, or a third party on campus, shall be handled by the 

Dean of Students who shall refer the student to the Title IX Coordinator.  
 

2. Complaints Against Employees or Third Parties: Complaints alleging that 

an employee or third party on campus violated the College “Policy 
Against Sexual Harassment”, whether filed by an employee, a student, or a 
third party on campus, shall be handled by the Office of Human Resources 
which shall be responsible for appointing an investigator. 

 

B. Investigator: Each complaint will be investigated by an investigator, who may be 
appointed by one of the College Officials from the Office of Human Resources, 
the Dean of Students, or, at the discretion of the President, the College may assign 

the investigation to another College employee or a trained third-party mediator 
who is not an employee of the College. 

 

C. Scope of Investigation: The investigator assigned to a complaint shall notify the 
respondent that a complaint has been filed against him or her and inform the 
respondent of the nature of the complaint. If a written complaint has been filed, 
the investigator shall provide a copy of the complaint to the respondent and the 

respondent will be afforded fourteen (14) calendar days in which to provide a 
signed, written response to the accusations. A copy of the respondent’s response, 
if any, will be provided to the complainant. Investigation of all complaints shall 
include interviews of the complainant, the respondent, witnesses and other 

persons who can corroborate the alleged incidents. The investigator is authorized 
to contact any and all College personnel who may have information relevant to 
the complaint. The investigator will have access to relevant records, including 
personnel and other confidential records. 

 

D. Time for Completion of Investigations: All investigations shall be conducted 
expeditiously and normally shall be completed within twenty (20) business days 
after receipt of the complaint, except where the complainant agrees that a longer 

period of time would be appropriate. Weekends, holidays, and days when the 
College has scheduled a recess shall not be counted. 
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IV. Resolution of Complaints 
 

A. Determination and Resolution: The investigator will submit a report to the Title 
IX Coordinator.  If the Title IX Coordinator determine that there is insufficient 
evidence to support a claim of sexual harassment, he or she shall prepare a written 
report of the investigation so stating, provide copies of the report to both the 

complainant and the respondent, and mark the file closed. 
 

If the Title IX Coordinator determines that the Policy Prohibiting Sexual 
Harassment has been violated, he or she shall, as the facts of the case warrant:  

 
1. Attempt to mediate a resolution of the complaint agreeable to both parties. 

Such resolution, at a minimum, must protect the complainant from further 
harassment or retaliation. Where the parties agree to a resolution of the 

complaint, the agreement shall be reduced to writing and signed by both 
parties; or 

 

2. Prepare a written report of the investigation, including recommended 
remedial measures and whether discipline is warranted. Copies of the 
investigator’s report shall be provided to the complainant and respondent.  

 

B. Enforcement of Mediation Agreements and Implementation of Title IX 
Coordinator’s Recommendations: The investigator’s report and recommendations 
or a copy of any mediation agreement shall be forwarded to the College 
representative identified below. In the case of a written report and 

recommendations, the College representative shall review the written  report 
promptly and decide whether to implement the remedial recommendations and 
what discipline, if any, shall be imposed. Both the respondent and complain ant 
shall be notified in writing of the decision of the Title IX Coordinator. Where a 

mediation agreement has been signed, the Title IX Coordinator shall be 
responsible for ensuring that the terms of the agreement are implemented.  

 

1. Student Respondents: Where the respondent is a student, the investigator’s 
report and recommendations or the mediation agreement shall be 
forwarded to the Dean of Students. 

 

2. Other College Personnel: Where the respondent is not a student, the 
investigator’s report and recommendations or the mediation agreement 
shall be provided by the Title IX Coordinator. 

 

a) Faculty Members: Where the respondent is a faculty member, the 
Vice President of Human Resources and Labor Relations shall 
forward the investigator’s report and recommendations or the 

mediation agreement to the Vice-President of Academic Affairs 
for action. 
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b) Non-Faculty Employees: Where the respondent is a non-faculty 

member employee, the Vice President of Human Resources and 
Labor Relations shall forward the investigator’s report and 
recommendations or the mediation agreement to the Cabinet 
Member to which the employee is assigned for action. 

 

C. Continuance of Inquiry After Withdrawal of Complaint: If at any time after a 
complaint of sexual harassment has been reported to a College Official, the 
complainant wishes to withdraw the complaint, the investigator shall make 

inquiries without the complainant’s assistance sufficient to ascertain whether 
there is a reasonable basis for believing that sexual harassment has occurred or is 
occurring. If the investigator determines that a violation of the Policy Against 
Sexual Harassment has occurred, he or she will recommend remedial action to the 

Vice President of Human Resources and Labor Relations and a copy of the 
investigator’s recommendation shall be provided to the respondent.  

 

V. Appeals 
 

A. Complainants. A complainant who is dissatisfied with the disposition of the 
complaint may file a written appeal with the President of the College. The appeal 

must state the reason(s) for the complainant’s dissatisfaction with the decision of 
the Vice President of Human Resources and Labor Relations and be signed by the 
complainant. Appeals must be filed within fourteen (14) business days of the 
complainant’s receipt of written notice of the decision being appealed.  

 

B. Respondents. Respondents may appeal the decision of Title IX Coordinator under 
one of the following procedures: 

 

1. Employees in a Bargaining-Unit - A respondent who is covered by one of 
the bargaining agreements at the College and who is dissatisfied with the 
disciplinary decision of the Title IX Coordinator may appeal that decision 

under the appropriate bargaining agreement grievance procedure. The 
appeal shall conform to all the time limits set forth in the bargaining 
agreement grievance procedure. 

 

2. All Other Employees and Students - A respondent who is a student, 
faculty member, or a non-faculty member employee who is not covered by 
one of the bargaining agreements at the College and who is dissatisfied 

with the disciplinary decision of Title IX Coordinator may appeal that 
decision, in writing, to the President of the College. The appeal must state 
the reason(s) for the respondent’s dissatisfaction with the decision and be 
signed by the respondent. Appeals must be filed within fourteen (14) 

calendar days of the respondent’s receipt of written notice of the decision 
being appealed. 
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Substance Abuse Policy 

 

Substance Abuse Policy for Employees and Students 
 
I. Substance Abuse Policy for Employees and Students 

 
 A. Purpose 
 The County College of Morris (the “College”) acknowledges that substance abuse 

is a serious and complex, but treatable, condition/disease that negatively affects 

the productivity of employees and students, the stability of the institution, and a 
condition which endangers employees and students.  It also has an adverse effect 
on the personal and family lives of employees and students.  

 

  The purpose of this policy is to: 
 

1. Ensure that the College working and learning environment for employees, 
students, and the public is safe, orderly and free of illegal activity.  

 
2. Comply with the Drug-Free Workplace Act of 1988, 41 U.S.C. *701, et 

seq., and other relevant substance abuse laws. 
 

3. Provide employees and students with access to appropriate treatment and 
rehabilitation assistance for substance abuse. 

 
The College is dedicated to educating its students and employees about substance 

abuse and maintaining a drug-free learning environment and workplace.  In 
addition to education, the College will discipline students and employees who are 
involved in substance abuse, up to and including termination from employment at 
the College or dismissal as a student from the College. 

 
To further the goals of this policy, each student and employee shall receive a copy 
of this policy. 

 

 B. Alcoholic Beverages 
Except at specific functions approved by the College, the use, possession, or sale 
of alcoholic beverages on the College campus is strictly forbidden.  It is also 
strictly forbidden to be under the influence of alcoholic beverages while engaged 

in College-related activities, or while on the College campus.  When authorized 
by the College, the use of alcoholic beverages by students and employees at 
College functions shall be in strict accordance with College, local, and state 
regulations. 
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 C. Controlled Substances 
The manufacture, use, possession, sale, distribution, or being under the influence 
of narcotics, chemicals, psychedelic drugs, or other controlled substances by an 

individual engaged in College-related activities or while on the College campus is 
illegal and strictly forbidden, unless the use or possession of medication is 
prescribed by a licensed physician.  A student enrolled in the clinical phase of a 
health profession program may not use a prescribed controlled substance 

including marijuana if such use is precluded by the policies of the health care 
institution that serves as the clinical education site.   
 
On February 22, 2021, New Jersey Governor Phil Murphy signed adult-use 

cannabis reform bills into law, legalizing and regulating cannabis use and 
possession for adults 21 years and older (A21—“The New Jersey Cannabis 
regulatory, Enforcement Assistance, and Marketplace Modernization Act”) and 
decriminalizing marijuana and hashish possession (A1897). The Governor also 

signed S354, clarifying marijuana and cannabis use and possession penalties for 
individuals younger than 21 years old. Despite this state legislation, the College is 
still subject to numerous federal laws, which continue to prohibit the use and 
possession of cannabis on the College’s campus.  

 
At the federal level, the Controlled Substances Act criminalizes the growing and 
use of marijuana. In addition to being a federal offense under the act, the use of 
medical marijuana in the workplace and on campus is restricted by federal laws, 

such as the federal Drug-Free Workplace Act and the federal Drug-Free Schools 
and Communities Act. Therefore, the College has determined that due to 
requirements as a recipient of federal funds, the possession, use, manufacture, 
cultivation, dissemination, and storage of recreational or medicinal cannabis in 

any form, is prohibited on-campus inclusive of those properties owned or 
controlled by the College or at College-sponsored activities and events.  
 

 D. Sanctions 

Persons violating these policies will be subject to applicable civil and criminal 
penalties.  College-connected persons further will be subject to College 
disciplinary action, which may include suspension or dismissal.  

 

 E. Assistance 
As part of its policy on substance abuse, the College provides support for students 
and employees in the following ways: 

 

1. Establishment of student and employee assistance programs which provide 
counseling and referral for students and employees who are experiencing 
substance abuse problems. 

 

2. College sponsorship of informational programs and activities for students 
and employees related to substance abuse. 
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3. Promotion of alcohol and drug rehabilitation groups who are encouraged 
to meet on the campus. 

 

4. Inclusion of substance abuse education information in orientation and 
health courses. 

 
II. Definition of Terms Used 

 
The terms listed below when used in this policy will have the following meanings unless 
otherwise specified: 

 

Abuse--The use of mood-altering or performance-altering substances for other 
than medical purposes as directed by a physician. 
 
Alcohol--Any beverage containing a percentage of alcohol which is prohibited 

from sale and/or possession by individuals under 21 years of age (N.J.S.A. 33:1 -
1). 
 
Controlled Substances--Any drug or alcoholic beverage, including prescribed 

medication, as identified in N.J.S.A. 24:21-2, or Schedules I through V, or 
Section 202 of the Controlled Substance Act (21 U.S.C. *812).  
 
Statement of Confidentiality--Means the non-disclosure of information 

voluntarily communicated by an employee or student to a college Referral 
Advisor where the employee or student confidentially seeks substance abuse 
assistance, except that the Referral Advisor shall not be bound to  honor a request 
for confidentiality where the information (i) discloses an intent to commit a 

criminal act; (ii) indicates an imminent risk of harm to the student or employee, or 
to other persons or property; (iii) reveals possession of a controlled substance on 
the College campus; (iv) indicates substance abuse by a student whose 
participation in a clinical program, course of study leading to licensure, athletic 

program, or employment for the College is conditioned upon consent to disclosure 
of information relevant to determination of physical and psychological 
qualification and fitness for the program or activity. 
 

Criminal Drug Statute--Means a criminal statute involving the manufacture, 
distribution, dispensation, use or possession of any Controlled Substance.  
 
Employee Assistance Program--Means employee counseling services provided by  

Lucet Health pursuant to contract with the College, and any successor counseling 
services provided by a similar agency or center pursuant to a successor contract 
with the College. 
 

Referral Advisor--In the instance of employees, means Human Resources and in 
the instance of students, means student Counselors personnel.  
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Reasonable Suspicion--Suspicion of possible alcohol or controlled substance 
abuse, or possession based upon observations or statements of concern by College 
staff, students, relatives, friends, physicians, counselors, or law enforcement 

authorities, or based upon observation of an individual’s physical condition or 
behavior, including erratic attendance, job performance, or academic 
performance. 

 

III. Procedures Applicable to Employees 

 

 A. Adherence to Substance Abuse Policy 
As required by 41 U.S.C. *703, it shall be a condition of each employee’s 

employment that he/she shall (1) abide by the terms of this policy; and (2) notify 
the College of any criminal drug statute conviction for a violation occurring in the 
workplace no later than five (5) days after such conviction.  Within ten (10) days 
of receipt of such notification, or upon receipt of actual notice of such a 

conviction, the College shall notify any agency providing federal funding.  Within 
thirty (30) days after receiving notice of an employee’s conviction, the College 
shall take appropriate personnel action against an employee convicted of a 
criminal drug offense occurring in the workplace.  Sanctions may range from 

dismissal from employment to a requirement that the employee satisfactorily 
participate in an approved drug abuse program. 

 
 B. Voluntary Request for Assistance 

Employees are encouraged to seek help for alcohol or substance abuse, or for 
someone in a close relationship with them.  Employees may seek assistance from 
Human Resources personnel, Health Services personnel, or under the Employee 
Assistance Program.  At the time of initial request for assistance, the Referral 

Advisor shall provide the employee with disclosure, in writing, of the Counseling 
Confidentiality guidelines in this policy. 

 
 C. Involuntary Referral 

When there is Reasonable Suspicion of substance abuse by an employee, the 
supervisor shall request that the employee be evaluated and/or tested, at the 
expense of the College, by a qualified physician, psychologist, local hospital, or 
accredited substance abuse testing facility designated by the College 

(“Diagnostician”). 
 
 D. Evaluation Report 

The Diagnostician shall determine whether an employee voluntarily seeking 

assistance, or involuntarily referred for evaluation, is engaged in substance abuse, 
and if so, whether the ability of the employee to satisfactorily discharge his/her 
employment responsibilities and functions may be impaired.  If the Diagnostician 
determines that the substance abuse may impair the discharge of employment 

responsibilities and functions, the College Vice President, in whose division the 
employee is assigned, shall be so advised, and the employee shall be placed on 
disability leave, with return to active employment being conditioned upon 
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evidence of successful completion of an approved rehabilitation and treatment 
program.  The employee shall be offered an opportunity to discuss the substance 
abuse determination with the substance abuse counselor before the determination 

is transmitted to the Vice President. 
 
 E. Disability Leave and Return to Duty 

Any available accumulated sick leave must be utilized during the disability leave.  

The Human Resources personnel shall advise the employee of health insurance 
benefits available for approved rehabilitation and treatment programs.  When 
requesting reinstatement to active duties, the employee shall furnish the Human 
Resources personnel with written verification from the treatment center of 

successful completion of the rehabilitation and treatment program.  Additionally, 
the College may, at its expense, require the employee to be evaluated by qualified 
professionals designated by the College to confirm the ability of the employee to 
resume active duties.  The College reserves the right to impose conditions and 

limitations upon the resumption of duties as recommended by the rehabilitation 
and treatment center or professional consultants. 

 
 F. Discipline 

While this policy is intended to encourage those engaging in substance abuse to 
seek treatment, nothing contained in this policy shall preclude the College from 
imposing appropriate discipline due to unsatisfactory performance.  Recidivism, 
refusal to participate in a recommended treatment program, or refusal to submit to 

substance abuse evaluation to verify fitness to continue or return to duty, shall be 
grounds for a dismissal from employment. 

 
IV. Procedures Applicable to Students 

 

 A. Voluntary Request for Assistance 
Students are encouraged to seek help for problems with substance abuse.  
Counseling Services and Health Services provide for direct assistance and 

confidential referral services for students seeking help with a substance abuse 
problem. 

 
 B. Involuntary Referral 

A person having Reasonable Suspicion of substance abuse by a student, shall so 
advise Counseling Services or Health Services.  A checklist of suspicious physical 
or behavioral manifestations shall be completed immediately by the Referring 
Advisor.  The Referring Advisor shall meet with the student and provide the 

student with disclosure in writing of the Counseling Confidentiality Guidelines in 
this policy.  If the student voluntarily offers information that he or she has a 
substance abuse problem, a referral will be made immediately to an appropriate 
treatment agency. 
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 C. Temporary Suspension 

Where there is Reasonable Suspicion of substance abuse, if the Dean of Students, 

deems it necessary to assure the safety and health of the students or others, they 
may suspend a student from classroom attendance,  clinical or work program(s), 
an athletic program or other College functions, until a substance abuse 
determination is made. 

 
 D. Substance Abuse Evaluation 

When Reasonable Suspicion exists that a student has a substance abuse problem 
and the student denies that charge, the Referral Advisor shall evaluate the 

student’s statements, attendance records and those statements or observations 
forming the basis for Reasonable Suspicion of substance abuse or possession.  
The counselor or nurse may request that the student voluntarily submit to drug 
testing, or be independently evaluated, at the expense of the College, by a 

recognized substance abuse center. 
 
 E. Evaluation Report 

If the Referral Advisor determines that the student is engaged in substance abuse, 

such determination, together with a recommended referral, shall be submitted to 
the Dean of Students.  The Referral Advisor shall offer the student an opportunity 
to discuss the evaluation report prior to submission of the same to the Dean of 
Students.  Upon receipt of a report that the student is engaged in substance abuse, 

the Dean of Students may impose long-term suspension of the student and 
condition return to school or any clinical or work program, athletic program or 
other College function upon submission of evidence of successful completion of 
an approved rehabilitation and treatment program.  The College reserves the right 

to impose further conditions and limitations on the student’s return to the College 
as recommended by the professionals supervising the student’s rehabilitation and 
treatment. 

 

 F. Discipline 
While this policy is intended to encourage students engaging in substance abuse 
to seek treatment, nothing contained in this policy shall preclude the College from 
imposing appropriate discipline for violation of Student Conduct Codes.  

Recidivism, refusal to participate in a recommended treatment program, or refusal 
to submit to substance abuse evaluation to verify fitness to continue or be 
reinstated to an academic, athletic, or other program shall be grounds for  
dismissal from the College. 
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Policy Prohibiting Discrimination 
 

A. Purpose 

 
County College of Morris (“the College”) is committed to maintaining a fair and respectful 
academic and work environment for students and employees.  To that end, and in accordance 
with federal and state law and policy of the Board of Trustees, the College (i) prohibits 

discrimination or harassment based upon the following protected characteristics:  race, creed, 
color, national origin, ancestry, age,  marital status, civil union status, domestic partnership 
status, religion, affectional or sexual orientation, genetic information, pregnancy or 
breastfeeding, sex, gender identity or expression, disability or atypical hereditary cellular or 

blood trait, military service in the Armed Forces of the United States, or refusal to provide 
genetic information (“Protected Characteristics”), (ii)  prohibits employment, educational or 
admissions practices or procedures that treat individuals less favorably based upon any of these 
Protected Characteristics. 

 
B. Policy Application 

 

Discriminatory conduct prohibited under this Policy applies to conduct of employees, students, 

visitors, vendors or contractors occurring on the College’s campus, and to all programs and 
activities sponsored by the College, including those off-campus.   
 
Discrimination prohibited under this Policy includes a decision or action relating to an 

individual’s employment, academic enrollment, education or participation in the College’s 
programs and activities that treats an individual less favorably based on a Protected 
Characteristic referred to above. The College considers for selection in employment only those 
characteristics that are demonstrably related to job performance or requirements. 

 
Discriminatory Harassment is defined as verbal, physical, visual and communication-based, or 
other conduct that demeans or shows hostility, or aversion, toward a person because of a 
Protected Characteristic when such conduct has the purpose or effect of unreasonably interfering 

with or limiting the individual’s: 

• work environment (e.g. hiring, advancement, assignment); 

• educational environment (e.g. admission, academic standing, grades, assignments); 

• participation in or benefit from a college program or activity. 

 
An individual does not have to be the direct and immediate target of harassment to complain 
about it. Harassing behavior toward others may be so offensive, demeaning, or disruptive as to 

constitute a hostile work or academic environment, even though it is not specifically directed at 
the observer or the individual lodging the complaint. Conduct alleged to constitute harassment 
shall be evaluated according to the objective standard of a reasonable person. 

 

Examples of discriminatory harassment include, but are not limited to: 

• Calling an individual an unwanted nickname that refers to one or more of the Protected 
Characteristics, or telling derogatory jokes pertaining to one or more Protected 
Characteristics; 
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• Deliberately using incorrect pronouns after being corrected, or making “accidents” often; 

• Using derogatory references to any of the Protected Characteristics in any 

communication; 

• Displaying or distributing material (including electronic communications) in the 
workplace that contains derogatory or demeaning language or images pertaining to one or 
more Protected Characteristics. 

 
Note: Allegations of sexual harassment, sexual assault, sexual exploitation, gender-based 
harassment, stalking, relationship violence, and related misconduct committed are also acts of 
discrimination on the basis of sex and are addressed under the College’s “Policy Prohibiting 

Sexual Harassment.”  Copies of the “Policy Prohibiting Sexual Harassment” can be obtained 
from the offices of Human Resources, and Student Affairs, or accessed on the College website 
under Board Policies.  
 

C. Scope of Policy and Complaint Procedure  

 

The complaint procedure is intended to provide a fair and prompt determination about whether 
the Policy has been violated.   

 
This policy applies whether conduct occurs on campus or off campus, if the continuing effects of 
the conduct have the potential to unreasonably interfere with or limit an individual’s work, 
academic performance, personal security, or participation in any College activity. 

 
While in most cases the complainant will be the victim of the alleged discrimination or 
harassment, the College reserves the right to initiate investigative and enforcement proceedings 
against an individual after receiving credible information that the individual may have violated 

the Policy. An individual does not have to be the direct target of the discrimination or harassment 
to report it. 
 
In determining whether an alleged incident constitutes discrimination or harassment, the totality 

of the circumstances will be considered, including the nature of the incident as well as the 
context in which the alleged incidents occurred.  If discrimination or harassment is found to have 
occurred, any record of relevant previous incidents by the respondent will be considered in 
determining the sanctions or discipline to be imposed.  

 
Upon completion of the investigative process, the College will take appropriate corrective action 
consistent with the results of the same. Disciplinary action, up to and including termination, may 
be taken against an employee who violates this Policy. 

 
This procedure is not intended to impair or limit the rights of an individual to pursue a remedy 
available under state or federal law, or through other internal administratively guaranteed 
processes such as collective bargaining agreement grievance procedures or the student judiciary 

system.  A complainant may simultaneously file a complaint through one of the internal 
processes and with an external agency to meet state or federal agency deadlines. If a complainant 
seeks relief from an outside administrative agency or judicial authority, the College reserves the 
right to defer the internal process if it appears that disposition of the complaint under such 
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outside proceeding will or has appropriately responded to the alleged discrimination or 
harassment.  
 

This Policy is not meant to address differences in opinion regarding valid employment 
determinations such as salary recommendations, promotion and tenure decisions, performance 
evaluations, hiring decisions, transfers or reassignments or termination or layoff because of lack 
of work or position elimination that arise out of legitimate operational and educational concerns 

and criteria.  Nor is the Policy intended to address behaviors that do not constitute discrimination 
or discriminatory harassment as defined in the Policy.  Offensive workplace behavior or 
personnel conflicts that do not violate this non-discrimination policy should be addressed to the 
appropriate supervisor or the Human Resources Office. 

 
D. Retaliation 

 

Retaliation against an individual who alleges to be the victim of discrimination or harassment, or 

provides information in the course of an investigation into claims of discrimination or 
harassment prohibited under this Policy, or who testifies in any proceeding under this Policy, or 
who opposes a discriminatory practice, is prohibited by the Policy.  Retaliation in any form is 
prohibited whether or not the complainant prevails in the original case.  No agent of the College 

may harass, coerce, intimidate or discriminate against an individual because the individual has 
filed a complaint or participated in a complaint resolution process under this Policy.  Retaliation 
constitutes an offense separate from the original complaint of discrimination, and will be 
considered independently from the merits of the underlying complaint. The imposition discipline 

following a finding of prohibited conduct under this Policy that is not based upon a Protected 
Characteristic does not constitute harassment or retaliation. 
 

E. False Accusations and Information 

  

An individual who knowingly makes a false accusation of prohibited discrimination/harassment 
or knowingly provides false information in the course of an investigation of a complaint may be 
subjected to administrative and/or disciplinary action.  Complaints made in good faith and based 

upon credible information, however, even if found to be unsubstantiated, shall not be considered 
a false accusation. 
 

F. Filing a Complaint 

 

Any person who believes they have been subjected to discrimination or harassment in violation 
of the Policy is encouraged to contact the College Affirmative Action/Equal Opportunity 
(AA/EO) Officer who is the Vice President of Human Resources and Labor Relations, County 

College of Morris, 214 Center Grove Road, Randolph, New Jersey 07869, 973-328-5037, or 
designee. 
 
Complaints may be submitted orally in person or in writing in accordance with the timelines 

listed below. The AA/EO Officer will advise complainants about the complaint process.  When 
appropriate, the AA/EO Officer may also recommend counseling or other support services to  



College Rules and Regulations  2.2012.4  

August 27, 2019 

Revised September 30, 2025 

provide assistance to the complainant.  The AA/EO Officer will maintain a record of all 
complaints received, determinations made and actions taken.   
 

The College reserves the right to investigate and resolve a complaint or report of discrimination 
or harassment regardless of whether the complainant pursues the complaint.  In such cases, the 
respondent shall be informed of the status of the investigation at reasonable times until the 
College’s final disposition of the complaint, and will be given the opportunity to respond to the 

substance of the complaint as otherwise outlined in this policy. 
 

Timeliness: Complainants are encouraged to submit a complaint as soon as possible after an 
alleged incident of discrimination or harassment has occurred.  However, the College is aware 

that this is not always possible.  Therefore, the College strongly encourages individuals who 
believe they have been discriminated against or harassed to file a complaint to the appropriate 
office within 90 calendar days following an incident.  If the complainant can show good cause to 
do so, the AA/EO Officer may waive this timeline.   This waiver should normally not exceed 120 

calendar days from the date of the alleged discrimination or harassment. 
 
Privacy: All complaints and investigations shall be handled, to the extent possible, in a manner 
that will protect the privacy interests of those involved.  To the extent practical and appropriate 

under the circumstances, privacy shall be maintained throughout the investigatory process.  
Complainants will be advised that it is usually necessary to discuss the claims with the person(s) 
against whom the complaint was filed and other persons who may have relevant knowledge or 
who have a legitimate need to know about the matter.  All persons interviewed, including 

witnesses, shall be directed not to discuss any aspect of the investigation with others in light of 
the important privacy interest of all concerned.  Failure to comply with this directive may result 
in administrative and/or disciplinary action.   
 

While the College will make every reasonable effort to honor a request for privacy or anonymity 
of the person reporting discrimination or harassment, the College is required to investigate and 
take remedial action in any situation where there is a reasonable basis to believe that violations 
of the Policy has occurred or is occurring.  The discharge of these College obligations usually 

requires disclosure to the accused person of the identity of the person reporting the 
discrimination or harassment.   
 
Confidential Resources  

 
Community-based private counselors, Employee Assistance Counselors and members of the 
clergy (“Community-Based Private Counselor”) have a higher level of legally protected 
confidentiality than representatives of the College who have direct responsibility for identifying, 

investigating and eradicating discrimination.  The confidentiality afforded to students by a 
County College of Morris counselor for the student population (hereafter referred to as a 
“campus counselor”) is limited by the campus counselor’s institutional responsibility to assure 
the safety and wellbeing of other students and members of the College community as described 

in the “Statement of Confidentiality” provided to students who consult a campus counselor.  
Anyone wishing to speak privately with a Community-Based Private Counselor about 
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discrimination before reporting an incident to the College may contact a Community-Based 
Private Counselor. Referrals to such counseling are available as follows: 

1. Students: Any student wishing to speak privately about concerns about possible 

discrimination or harassment may consult a campus counselor for referral to Community-
Based Private Counseling services.  In addition to providing referrals to Community-
Based Private Counseling services, the campus counselor shall provide the student with a 
copy of this Policy.  

2. Employees: Any full time employee wishing to speak privately about concerns of 
discrimination or harassment may do so through the Employee Assistance Program by 
contacting Lucet Health at 1-800-624-5544 and identifying themselves as an employee of 
the College.   

 
Discussions with a campus counselor or a Community Based Private Counselor are not 
substitutes for reporting incidents of discrimination or harassment to the College.  All members 
of the College community are encouraged to report suspected incidents of discrimination or 

harassment to the College so that corrective action can be taken. 
 
Employees who wish to report an observed discrimination or harassment act anonymously may 
utilize the College’s “Confidential Witness Report Form” located on the College website under 

Public Safety.  The information reported remains confidential except for disclosures necessary to 
ensure the safety of the College community.  Public Safety will forward the information to the 
AA/EO Officer for further action.  
 

Reporting Responsibility: All College employees, with the exception of employees designated as 
Confidential Resources, are required to report to the AA/EO Officer any discrimination or 
harassment experienced and/or observed.  Sexual harassment is to be reported to the Title IX 
Coordinator as designated in the College’s “Policy Prohibiting Sexual Harassment.”  Criminal 

activities or health or safety risks are to be immediately reported to local police (911) or CCM 
Public Safety at 973-328-5550. 
 
G. Investigation of Complaint   

 
Complaints against employees or non-College community member:  For complaints alleging that 
a College employee or non-College community member violated the Policy, the AA/EO Officer 
shall appoint a trained investigator from the Department of Human Resources or shall appoint an 

independent outside professional to conduct the investigation.  If the respondent is not a College 
employee or student and the College does not have the authority over the conduct, the College 
will provide the complainant assistance in contacting local law enforcement and community 
resources.  

    
Complaints against students: For complaints alleging that a student violated the Policy, (whether 
filed by an employee, a student, or a third party on campus) the AA/EO Officer shall appoint a 
trained investigator from the Office of Student Development & Enrollment Management. 

 
Scope of Investigation – The investigator assigned to a complaint shall notify the respondent that 
a complaint has been filed against them and inform the respondent of the nature of the complaint.  
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If a written complaint has been filed, the investigator shall provide a copy of the complaint to the 
respondent and the respondent will be afforded fourteen (14) business days in which to provide a 
signed, written response to the accusations.  A copy of the respondent’s response, if any, will be 

provided to the complainant.   
 
Investigation of all complaints shall include interviews of the complainant, the respondent, 
witnesses and other persons who may have knowledge of the alleged incidents.  The investigator 

is authorized to contact any and all College personnel who may have information relevant to the 
complaint.  The investigator shall have access to all relevant records of the College, except as 
may otherwise be provided by statute or law.  Both the complainant and respondent have the 
right to have the presence of one support person present during investigation meetings.   

  
Time for completion of investigation – All investigations shall be conducted expeditiously and 
normally shall be completed within twenty (20) business days after receipt of the complaint, 
except where the complainant agrees that a longer period of time would be appropriate or where 

extenuating or unusual circumstances make this timeframe impossible.  Days when the College 
has scheduled a recess shall not be counted.   
 
H. Interim Measures 

 
If appropriate, the College may impose interim measures prior to or during the investigation and 
may modify the measures as more information becomes available.  Interim measures may either 
be remedial or protective and may include changes to class or work assignments or transportation 

arrangements.   
 

I. Determination and Resolution of Complaint 

 

The Report will be sent to the AA/EO Officer.  If the AA/EO Officer determines that there is 
insufficient evidence to support the allegations, the AA/EO Officer will prepare a preliminary 
written report of the investigation so stating and provide copies of the report to both the 
complainant and the respondent.  The complainant and respondent will have five (5) business 

days to return any written comments or additional evidence to the investigator.  The 
investigator’s final written report will then be forwarded to the AA/EO Officer, who will 
determine if the file should be marked closed.     
 

If the investigator’s preliminary report determines that violations have occurred, copies of the 
preliminary report will be provided to both the complainant and the respondent who will have 
five (5) business days to return any written comments or additional evidence.  The investigator’s 
final written report will then be forwarded to the AA/EO Officer, who, as the facts of the case 

warrants: 
1. May attempt to mediate a resolution of the complaint agreeable to both parties.  Such 

resolution, at a minimum, must protect the complainant from further discrimination, 
harassment or retaliation. Where the parties agree to a resolution of the complaint, the 

agreement shall be reduced to writing, signed by both parties and sent to the designated 
College Vice President or Executive Director; or 
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2. Will prepare a final written report of the investigation, including recommended remedial 
measures and whether discipline is warranted. Copies of the final report shall be provided 
to the complainant and the respondent and the report will be sent to the designated 

College Vice President or Executive Director. 
 

J. Enforcement of Mediated Agreements and Implementation of Investigator’s 

Recommendations  

 
Where a mediated agreement has been signed by both parties, the designated College Vice 
President or Executive Director shall be responsible for ensuring that the terms of the agreement 
are implemented. In the case of a written report and recommendations, the College Vice 

President or Executive Director shall review the written report promptly and decide whether to 
implement the remedial recommendations and what discipline, if any, shall be imposed.  Both 
the respondent and the complainant shall be notified in writing of the decision by the designated 
College Vice President or Executive Director.   

 
Student Respondents – Where a respondent is a student, the AA/EO Officer’s report and 
recommendations or the mediated agreement shall be forwarded to the Dean of Students. 
 

Other College Personnel – Where the respondent is an employee of the College, the AA/EO 
Officer shall forward the report and recommendations or the mediated agreement to the Vice 
President or Executive Director of the College Division to which the employee is assigned. 
 

K. Appeal Procedures 

 

Complainant – A complainant who is dissatisfied with the disposition of the complaint by the 
designated Vice President or Executive Director may file a written appeal with the President of 

the College.  The appeal must state the reasons(s) for the complainant’s dissatisfaction with the 
decision of the designated Vice President or Executive Director, and the appeal must be signed 
by the complainant.  This appeal must be filed within ten (10) business days of the complainant’s 
receipt of the decision being appealed. 

 
Respondent – A respondent may appeal the decision of the designated Vice President or 
Executive Director under one of the following procedures: 

1. A respondent covered by one of the bargaining unit agreements at the College who is 

dissatisfied with the disciplinary decision may appeal the decision under the appropriate 
bargaining unit agreement grievance procedure. 

2. A respondent who is a student, or an employee not covered by one of the bargaining unit 
agreements at the College may appeal the decision, in writing, to the President of the 

College.  The appeal must state the reason(s) for the respondent’s dissatisfaction with the 
decision and the appeal must be signed by the respondent.  Appeals must be filed within 
ten (10) business days of the respondent’s receipt of the decision  being appealed.  

 

  

Commented [RA1]: Should we include acceptable 

grounds for appeal? 
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L. Education and Prevention 

 
The College will provide educational programs regarding the Policy as well as awareness and 

prevention training programs to College employees on a regular basis.  New College employees 
will complete non-discrimination education programs upon initial hire, and students will be 
informed of the Policy and reporting procedures during new student orientation.  
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New Jersey Student Loan Code of Conduct 
for Institutes of Higher Education 

 
1. Prohibition Against Certain Remuneration to the College 

1.1 The College shall not solicit, accept, or agree to accept anything of value from any 
Lending Institution in exchange for any advantage or consideration provided to the 
Lending Institution related to its Student Loan activity. This prohibition shall include, 
but not be limited to: 

 
1.1.1 Any Revenue Sharing agreements. 

 
1.1.2 The College’s receipt from any Lending Institution of any computer hardware for  

which the College pays below market prices; and 
 

1.1.3 Printing costs or services. 
 

1.2 The prohibition of Section 1.1 shall not be constructed to prohibit the College from 
soliciting, accepting or agreeing to accept favorable terms or conditions of a Student 
Loan inuring directly to Borrowers. 

 

1.3 The College shall not solicit, accept, or agree to accept from any Lending Institution any 
computer software for the electronic management of Student Loan disbursements unless 
such software can manage Student Loan disbursements from all Lending Institutions. 

1.4 Notwithstanding anything else in this Code of Conduct, the College may accept 
assistance as contemplated in 34 CFR 682.200(b) (definition of Lender) (5)(i). 

 
2. Prohibition Against Remuneration to College Employees 

2.1 The College shall require and ensure that no officer, trustee, director, employee, or 
agent of the College accepts anything more than nominal value on his or her own behalf 
or on behalf of another during any 12-month period from, or on behalf of, a Lending 
Institution. 

2.2 The prohibition of 2.1 shall include, but not be limited to, a ban on any payment or 
reimbursement by Lending Institutions to any College employee for lodging, meals, or 
travel to conferences or training seminars. 

2.3 The prohibition of Section 2.1 shall not be constructed to prohibit any officer, trustee, 
director, employee, or agent of the College from conducting non-Student Loan business 
with any Lending Institution. 
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3. Limitations on College Employees Participating on Lender Advisory Boards 
 
3.1 The College shall prohibit any officer, trustee, director, employee, or agent of the 

College from receiving any remuneration for serving as a member or participant of an 
advisory board of a Lending Institution, or receiving any reimbursement of expenses for 
so serving provided, however, that participation on advisory boards that are unrelated in 
any way to Student Loans shall not be prohibited. 

3.2 The prohibition of Section 3.1 shall not prohibit any officer, trustee, director, employee, 
or agent of the College, who is uninvolved in the affairs of the College’s financial aid 
office, from serving on a Board of Directors of a publicly traded or privately held 
company. 

 
4. Preferred Lender Lists 

 
4.1 The College shall not provide or otherwise disseminate or make available a Preferred 

Lender List that: 
 

4.1.1 is used to deny or otherwise impede a Borrower’s choice of lender; or 
 

4.1.2 contains fewer than three unaffiliated Lending Intuitions. 
 
4.2 Every brochure, web page or other document that sets forth a Preferred Lender List 

must disclose in plain language the process by which the College selected lenders for 
the list, including but not limited to the criteria used in compiling the list and the 
relative importance of those criteria. 

4.3 Every brochure, web page or other document that sets forth a Preferred Lender List or 
identifies any lender as being on said Preferred Lender List shall state in the same font 
and same manner as the predominant text on the document that a Borrower has the right 
and ability to select the Lending Institution of his or her choice, is not required to use 
any of the lenders on the Preferred Lender List, and will suffer no penalty or 
unnecessary delay by the College for choosing a lender that is not on the Preferred 
Lender List. 

4.4 The College’s decision to include a Lending Institution on any Preferred Lender List 
shall be determined solely by consideration of the best interests of Borrowers who may 
use the Preferred Lender List, without regard to the pecuniary interests of the College. 

4.5 The composition of any Preferred Lender List shall be reviewed and updated at least 
once a year by the College. 

4.6 No Lending Institution shall be placed on any Preferred Lender List unless the Lending 
Institution provides assurance to the College and to Borrowers that advertised benefits 
upon repayment will continue to inure the benefit of Borrowers regardless of whether 
the lending institution’s Student Loans are sold. 
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4.7 No Lending Institution that, to the College’s knowledge after reasonable inquiry, has an 
agreement to sell its Student Loans to another unaffiliated Lending Institution shall be 
included in any Preferred Lender List unless such agreement is disclosed therein in the 
same font and same manner as the predominant text on the document in which the 
Preferred Lender List appears. 

 
5. Prohibition of Lending Institution’s Staffing of College Financial Aid Offices 

5.1 The College shall prohibit and shall ensure that no employee or other agent of a 
Lending Institution is ever identified to students of the College or their parents as an 
employee or agent of the College. 

5.2 The College shall prohibit and ensure that no employee, representative, or agent of a 
Lending Institution provides staffing services to the College’s financial aid office. 

 
5.2.1 The prohibition of Section 5.2 shall not be construed to prohibit any Lender from 

providing “entrance” and “exit” interviews allowed by 34 CFR 
682.200(b)(Definition of Lender)(5)(i), provided, however, that the College shall 
ensure that any such employee, representative, or agent of a Lending Institution 
conducting such interview identifies himself or herself as a representative of the 
Lending Institution and does not promote the Lending Institution’s products 
during such interview.   

 
 

6. School as Lender 

6.1 If the College participates in the “school as lender” program under 20 U.S.C. 
1085(d)(1)(E), the College may not treat School as Lender loans any differently than if 
the loans originated directly from another lender; all sections of this Code apply equally 
to such School as Lender loans as if the loans were provided by another lender. 

 
7. Prohibition Against “Opportunity Loans” 

7.1 The College shall not arrange with a Lending Institution to provide any Opportunity 
Loans to Borrowers. Nothing in the Agreement, however, shall be construed to prevent 
the College from offering or arranging loans to international students, at fair market rates, 
when those students would be otherwise unable to secure a domestic loan. 
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8. Definitions 
 
8.1 “Borrower” means a student attending a College in New Jersey, or a parent 

or guardian of the student, who obtains an Student Loan from a Lending 
Institution to pay for or finance higher education expenses. 

8.2  “College” means a public or private institution of collegiate grade in New 
Jersey licensed by the Commission on Higher Education or otherwise 
authorized to grant academic degrees under N.J.S.A. 18A:68-6 and 
accredited by the Middle States Association of Colleges and Schools or a 
post-secondary vocational institution or vocational school in New Jersey 
which is licensed or approved by the appropriate agency or department and 
accredited or pre-accredited by a nationally recognized accrediting 
association. 

 
8.3 “Lending Institution” means any entity that directly or through an affiliate 

engages in the business of making or securitizing Student Loans, or any 
entity or association of entities that guarantees Student Loans. 
 

8.4 “Opportunity Loans” means Student Loans that a Lending Institution agrees 
to make up to a specified aggregate amount to students with poor or no 
credit history, who the Lending Institution claims would otherwise not be 
eligible for the lender’s alternative loan program, which are made in 
exchange for certain minimum loan volume or other benefit that a College 
agrees to provide to the Lending Institution. 
 

8.5 “Preferred Lender List” means a list of recommended or suggested Lending 
Institutions that a College makes available for use, in print or in any other 
medium or form, by Borrowers, prospective Borrowers, or others. 
 

8.6 “Revenue Sharing” means any arrangement in which a Lending Institution 
pays a college or an affiliated entity or organization of a college a 
percentage of the principle of each loan directed towards the Colleges from 
a Borrower at the College or any form of commission related to the loan. 

8.7 “Student Loan” means any loan that is made, insured, or guaranteed under 
“Part B of Title IV of the federal “Higher Education Act of 1965" or any 
private loan issued by a Lending Institution or any loan issued pursuant to a 
New Jersey statutorily established loan program for the purposes of paying 
for or financing higher education expenses but not including credit cards or 
home equity loans. 
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Information Security Program 
(and the Gramm-Leach-Bliley Act (GLBA) 

General Policy 
  
INTRODUCTION  
  
The County College of Morris recognizes and respects the importance of personal privacy for our 
customers. We are aware of the sensitive nature of the personal information we use in providing 
educational services and take reasonable precautions to protect our customers’ privacy. Employees, 
vendors and agents of the County College of Morris (the college) have a responsibility to protect 
the confidentiality of all customer information.  
  
The College is bound by state and federal laws to protect the information the customer entrusts us 
with. The Gramm-Leach-Bliley Act (GLBA), Family Education Rights and Privacy Act (FERPA), 
Health Insurance Portability and Accountability Act (HIPAA), Fair and Accurate Credit 
Transaction Act (FACTA), and various other laws, regulations and industry standards provide the 
basis for the framework upon which we build our policies and procedures pertaining to 
safeguarding the privacy of customer information.  
  
PURPOSE AND SCOPE  
  
This information security program policy implements sections 501 and 505 (b)(2) of the Gramm-
Leach-Bliley Act (GLBA), as promulgated under 16 CFR Part 314, to establish standards for 
developing, implementing, and maintaining reasonable administrative, technical, and physical 
safeguards to protect the security, confidentiality, and integrity of customer information. In 
addition to the information required to be protected under GLBA, the College shall protect all 
other sensitive personal identifiable information.  Collectively this information will be referred to 
as “Customer Information”.   
  
DEFINITIONS  
  
Customer Information: Any record containing nonpublic personally identifiable information 
(PII) that is not publicly available whether on paper, electronic, or other form, that is handled or 
maintained by or on behalf of the College.  
  
Information Security Program: The administrative, technical, and physical safeguards used to 
access, collect, distribute, process, protect, store, use, transmit, dispose of, or otherwise handle 
customer information.  
  
Service Provider: Any person or entity that receives, maintains, processes, or otherwise is 
permitted access to customer information through its provision of services with the College.  
  
Relevant Area: Any office or department that has access to customer information.  
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STANDARDS FOR SAFEGUARDING CUSTOMER INFORMATION  
  
The safeguards included in the College’s information security program policy are reasonably 
designed to:  

(a) Ensure the security and confidentiality of customer information.  
(b) Protect against anticipated threats to the security or integrity of such information. 
(c) Prevent unauthorized access to or use of such information that could result in harm or 

inconvenience to any customer.  
  
POLICY ELEMENTS  
  
(a) Designated Customer Information Security Program Coordinator   

  
The County College of Morris has designated the Director of Network and User Services & 
Chief Information Security Officer as the Information Security Program Coordinator (ISPC). 
The ISPC is responsible for implementing and maintaining the College’s Information Security 
Program.  
  
The ISPC will identify and maintain a list of relevant areas of the College with access to 
customer information.  
  
The ISPC will ensure that risk assessments and monitoring are carried out for each relevant 
area, as well as system-wide risks and that appropriate controls are in place for the identified 
risks.    
  
The ISPC will ensure adequate and routine training and education is available and is provided 
to all employees with access to customer information.    
  
The ISPC will, in consultation with other College offices, verify that existing policies, 
procedures and guidelines that provide for the security of customer information are adequate 
and routinely reviewed. The ISPC shall make recommendations for revisions to and 
development of policies, procedures and guidelines, as appropriate.  
  
The ISPC will prepare an annual report on the effectiveness of the information security 
program.  The report shall include current risk assessments performed for each relevant area, 
actions taken or to be taken to correct any security concerns identified, and any other 
information as required to provide assurance that this Information Security Program is 
implemented and maintained.   
  
The ISPC will maintain a consolidated “Information Policy and Procedure Manual” which 
includes this policy, each relevant area’s documented procedures, and other regulatory 
information pertaining to the safeguarding of customer information.  
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(b) Identify and Assess Risks  
  
The Information Security Program is intended to identify reasonably foreseeable external and 
internal risks to the security, confidentiality, and integrity of customer information that could 
result in unauthorized disclosure, misuse, alteration, destruction, or otherwise compromise 
such information, and assess the sufficiency of any safeguards in place to control these risks.    
  
Risk assessments will include a review of system-wide controls, testing, triggering events and 
monitoring activities, as well as risks unique to each relevant area with access to customer 
information.  
  
Risk assessments at a minimum will include consideration of activities in each relevant area’s 
operations, including:  

(1) Employee awareness, training and management oversight.  
(2) Network and software design, as well as information processing, storage, transmission, 

and disposal.  
(3) Detecting, preventing and responding to attacks, intrusions, or other systems failures.  
(4) Preventative and detection controls  

  
(c) Design and Routinely Test/Monitor Safeguards  

  
Design and implement information safeguards to control the risks identified through risk 
assessment.  The ISPC will ensure the effectiveness of the safeguards’ key controls, systems, 
and procedures are routinely tested and monitored.   
  
Such safeguards, and their ongoing testing and monitoring will include the following:  
  

(1) Employee Training and Management Oversight  
  
Safeguards for security will include training of those individuals with authorized access 
to customer information.  The College has adopted comprehensive policies, standards 
and guidelines for preserving the security of private information, including customer 
information.  
  
The ISPC will, working with relevant areas, identify categories of employees or others 
who have access to customer information.  While each relevant area’s manager is 
ultimately responsible for ensuring compliance with information security practices, the 
ISPC will work in cooperation with each relevant area and Human Resources to 
develop training and education programs for all employees who have access to 
customer information. Training will include education on relevant policies and 
procedures and other safeguards in place or developed to protect customer information.  
  
All college personnel will be required to take information security awareness training 
at least once in an academic year.  
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Other safeguards will also be used, as appropriate, including job-specific training on 
maintaining security and confidentiality, requiring user-specific passwords and require 
passwords be based upon National Institute of Standards and Technology (NIST) 
guidelines, limiting access to customer information to those with a business need for 
access to information, requiring signed certification of responsibilities prior to 
authorizing access to systems containing customer information, requiring signed 
releases for disclosure of customer information, establishing methods for prompt 
reporting of loss or theft of customer information or media upon which customer 
information may be stored, and other measures that provide reasonable safeguards 
based upon the risks identified.  
  

(2) Information Systems  
  
Information systems include network and software design, as well as information 
processing, storage, transmission, retrieval, and disposal.  
  
Network and software systems will be reasonably designed to limit the risk of 
unauthorized access to customer information.  This may include maintaining 
appropriate screening programs to detect attempts of unauthorized intrusions by means 
of hacking and viruses.  
  
Safeguards for information processing, storage, transmission, retrieval and disposal 
may include, requiring electronic customer information be entered into a secure, 
password-protected system; using secure connections to transmit data outside the 
College network; using secure servers; encrypting transmitted customer information; 
ensuring customer information is not stored on transportable media (floppy drives, zip 
drives, etc.); permanently erasing customer information from computers, diskettes, 
magnetic tapes, hard drives, or other electronic media before re-selling, transferring, 
recycling, or disposal; storing physical records in a secure area and limiting access to 
that area; providing safeguards to protect customer information and systems from 
physical hazards such as fire or water damage; disposing of outdated records under a 
documented disposal policy; shredding confidential information before disposal; 
maintaining an inventory of servers or computers containing customer information; and 
other reasonable measures to secure customer information during its life cycle in the  
College’s possession and control.  
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(3) Managing System Failures  
  
The College will maintain effective systems to prevent, detect, and respond to attacks, 
intrusions and other system failures.  Such systems may include maintaining and 
implementing current anti-virus software; checking with software venders and others 
to regularly obtain and installing patches to correct software vulnerabilities; 
maintaining appropriate filtering or firewall technologies; alerting those with access to 
customer information of threats to security; backing up data regularly and storing back 
up information off site, as well as other reasonable measures to protect the integrity and 
safety of information systems.  
  

(4) Monitoring and Testing  
  
Monitoring will be conducted to reasonably ensure that safeguards are being followed, 
and to swiftly detect and correct breakdowns in security.  The level of monitoring will 
be appropriate based upon the potential impact and probability of the risks identified, 
as well as the sensitivity of the information provided.  Monitoring may include 
sampling, system checks, reports of access to systems, reviews of logs, audits, and any 
other reasonable measures adequate to verify that the information security program’s 
controls, systems and procedures are working.  
  

(d) Oversight of Service Providers  
  

(1) The County College of Morris will take reasonable steps to select and retain service 
providers that can maintain appropriate safeguards for the customer information at issue; 
and  

  
(2) Require service providers by contract to implement and maintain such safeguards to protect 

customer information.  
  
(e) Evaluation and Adjustment  

  
The ISPC will evaluate and adjust the information security program based on the results of 
ongoing monitoring and testing; any material changes to operations or business arrangements; 
or any other circumstances that are known or have reason to know that may have a material 
impact on protecting the privacy of customer information.  
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COUNTY COLLEGE OF MORRIS 
TITLE IX POLICY PROHIBITING HARASSMENT AND 

DISCRIMINATION ON THE BASIS OF SEX1 
Effective August 14, 2020 

 

Preamble 

 

The U.S. Department of Education’s Office for Civil Rights (OCR) enforces, among other 

statutes, Title IX of the Education Amendments of 1972. Title IX protects people from 
discrimination based on sex in education programs or activities that receive Federal financial 
assistance. Title IX states that:  
 

No person in the United States shall, on the basis of sex, be excluded from participation in, be 
denied the benefits of, or be subjected to discrimination under any education program or activity 
receiving Federal financial assistance.  
 

The Board of Trustees of the County College of Morris (CCM) has adopted this Policy with the 
intent of complying with the Title IX Rule adopted August 14, 2020 by the OCR cited as 34 CFR 
Part 106.   
 

SECTION I:  POLICY 

 
1. Glossary  

  

• Advisor means a person chosen by a party or appointed by CCM to accompany the party to 
meetings related to the resolution process, to advise the party on that process, and to 
represent the party at the hearing, if any.  The Advisor may be, but is not required to b e, an 
attorney. 

• CCM means the County College of Morris.    

• Chair means the member of a hearing Panel designated by the Title IX Coordinator as the 
Panel Chair. 

• Clery Act means the federal legislation codified as 34 U.S.C. 12291. 

• Complainant means an individual who is alleged to be the victim of conduct that could 
constitute harassment, including sexual harassment, or discrimination based on sex; or 
retaliation for conduct undertaken pursuant to this Policy.  

• Complaint (formal) means a document filed/signed by a Complainant or signed by the Title 
IX Coordinator alleging harassment or discrimination based on sex, or retaliation for conduct 
undertaken pursuant to this Policy.  At the time of filing of a complaint alleging sexual 

harassment, the Complainant must be participating in or attempting to participate in an 
educational program or activity of the College.   

• Confidential Resource means an employee who is not a Mandated Reporter of notice of 
harassment, discrimination, and/or retaliation (irrespective of Clery Act Campus Security 

Authority status).  

 
1 This policy has been adapted based upon the ATIXA model policy as permitted through a limited license, and all 

rights to use the ATIXA policy model are reserved by ATIXA ©2020.   
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• Day means a business day when CCM is in normal operation unless indicated as a 
“calendar” day.  

• Decision-maker or Panel refers to those who have decision-making and sanctioning 
authority within CCM’s Formal Grievance process.  

• Education program or activity means locations, events, or circumstances where CCM 
exercises substantial control over both the Complainant and the Respondent and the context 

in which the sexual harassment or discrimination occurs and also includes any activity 
conducted by a student organization that is officially recognized by the CCM.   

• Final Determination: A conclusion based upon the preponderance of evidence that the 

alleged conduct occurred and whether it did or did not violate policy.    

• Finding: A conclusion based upon the preponderance of evidence that the conduct did or did 
not occur as alleged.  

• Formal Grievance Process means a method of formal resolution designated by the Title IX 

Coordinator to address conduct that falls within the policies included below, and which 
complies with the requirements of 34 CFR Part 106.45.  Current Board of Trustee policies 
and procedures, union contracts and the Student Code of Conduct may be referenced during 
the formal grievance process. 

•  Grievance Process Pool includes any investigators, hearing officers, appeal officers, 
hearing facilitators, and Advisors who may perform any or all of these roles (though not at 
the same time or with respect to the same case).  

• Investigator means the person or persons charged by CCM with gathering facts about an 
alleged violation of this Policy, assessing relevance and credibility, synthesizing the 
evidence, and compiling this information into an investigation report and file of directly 
related evidence.  

• Mandated Reporter means an employee of CCM who is obligated by policy to share 
knowledge, notice, and/or reports of harassment or discrimination based on sex, and/or 
retaliation with the Title IX Coordinator.   

• Notice means that an employee, student, or third-party informs the Title IX Coordinator or 

other Official with Authority of the alleged occurrence of harassment or discrimination 
based on sex, and/or retaliatory conduct.   

• Official with Authority (OWA) means an employee of CCM explicitly vested with the 

responsibility to implement corrective measures for harassment, discrimination, and/or 
retaliation on behalf of CCM.   

• Parties include the Complainant(s) and Respondent(s), collectively.   

• Remedies are post-finding actions directed to the Complainant and/or the community as 

mechanisms to address safety, prevent recurrence, and restore access to an educational 
program at CCM.  

• Retaliation means CCM, or any member of CCM’s community taking or attempting to take 

materially adverse action by intimidating, threatening, coercing harassing, or discriminating 
against any individual for the purpose of interfering with any right or privilege secured by 
law or Policy or because the individual has made a report or complaint, testified, assisted, or 
participated or refused to participate in any manner in any investigation, proceeding, or 

hearing under this Policy or Procedure. 

• Respondent means an individual who has been reported to be the perpetrator of conduct that 
could constitute harassment or discrimination based on sex; or retaliation for engaging in a 
protected activity.  
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• Resolution means the result of an informal or Formal Grievance Process.  

• Sanction means a consequence imposed on a Respondent who is found to have violated this 

policy.  

• Sexual Harassment is the umbrella category of conduct including, but not limited to offenses 
of sexual harassment, sexual assault, stalking, dating and domestic violence and those 
defined under 34 Code of Federal Regulations (“CFR”) §106.2and/or by Section 15 of this 

Policy.  

• Title IX Coordinator is at least one official designated by CCM to ensure compliance with 
Title IX and CCM’s Title IX program. References to the Coordinator throughout this policy 

may also encompass a designee of the Coordinator for specific tasks.   

• Title IX Rule means the regulations adopted August 14, 2020 by the OCR codified as 34 
CFR Part 106.   

• Title IX Team refers to the Title IX Coordinator, any deputy coordinators, investigators and 

any member of the Grievance Process Pool.  
 
2. Rationale for Policy   

 

CCM is committed to providing a workplace and educational environment, as well as other 
benefits, program, and activities that are free from discrimination or harassment based on sex.  
To ensure compliance with the Title IX Rule,  and to affirm its commitment to promoting the 
goals of fairness and equity in all aspects of the educational program or activity, CCM has 

adopted  policies and procedures that provide a prompt, fair, and impartial process for those 
involved in an allegation of discrimination or harassment on the basis of sex as defined in this 
Policy, and for allegations of retaliation.  
  

3. Applicable Scope  

  
The core purpose of this Policy is the prohibition of all forms of discrimination or harassment 
based on sex, including exclusion from activities such as admission, athletics, or employment. 

Sex-based discrimination and harassment encompasses sexual assault, stalking, sexual 
exploitation, dating violence or domestic violence. When an alleged violation of this Policy is 
reported, the allegations are subject to resolution using CCM’s grievance and resolution 
processes as determined by the Title IX Coordinator, and as detailed below.   

  
When the Respondent is a member of the CCM community, a grievance process may be 
available regardless of the status of the Complainant, who may or may not be a member of the 
CCM community. This community includes, but is not limited to, students, 2 student 

organizations, faculty, administrators, staff, and third parties such as guests, visitors, volunteers, 
and invitees. The procedures below may be applied to incidents or patterns of conduct which 
may be addressed and investigated in accordance with  this Policy.   
Allegations of misconduct or discrimination not meeting the definition under Section 17 of 

conduct prohibited by this Policy will be governed, responded to and adjudicated under the 
CCM policy applicable to such misconduct.   

 
2 For the purpose of this policy, CCM defines “student” as any individual who has applied for or accepted an offer 

of admission, or who is registered or enrolled for credit or non-credit bearing coursework.   
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4. Title IX Coordinator   

 

The Vice President of Human Resources and Labor Relations serves as the Title IX Coordinator 
[and ADA/504 Coordinator] and oversees implementation of the CCM’s Affirmative Action and 
Equal Opportunity plan, disability compliance, and CCM’s policy on equal opportunity, 
harassment, and nondiscrimination. The Title IX Coordinator has the primary responsibility for 

coordinating CCM’s efforts related to the intake, investigation, resolution, and implementation 
of supportive measures to stop, remediate, and prevent discrimination, harassment, and 
retaliation prohibited under this policy.  
 

5. Independence and Conflict-of-Interest  

 
The Title IX Coordinator manages the Title IX Team and acts with independence and authority 
free from bias and conflicts of interest.  The Title IX Coordinator oversees all resolutions under 

this policy and these procedures.  The members of the Title IX Team are vetted and trained to 
ensure they are not biased for or against any party in a specific case, or for or against 
Complainants and/or Respondents, generally.  Claims of bias or conflict of interest by the Title 
IX Coordinator, should be directed to the CCM President at tiacono@ccm.edu.  Concerns of 

bias or a potential conflict of interest by any other Title IX Team member should be directed to 
the Title IX Coordinator.   
 
Reports of misconduct or discrimination committed by the Title IX Coordinator should be 

reported to the President at tiacono@ccm.edu. or designee.  Reports of misconduct or 
discrimination committed by any other Title IX Team member should be reported to the Title IX 
Coordinator.   
 

6. Administrative Contact Information  

 
Complaints or notice of alleged policy violations, or inquiries about or concerns regarding this 
policy and procedures, may be made internally to:  

 
Vivyen J. Ray 
Title IX Coordinator 
Office of Human Resources 

214 Center Grove Rd. 
Randolph, NJ 07869  
973-328-5039  
Email:vray@ccm.edu  

Web:www.ccm.edu  
 
OR 
 

Dr. Ariella Panek 
Deputy Title IX Coordinator for Students 
Dean of Student Success 

mailto:tiacono@ccm.edu
mailto:tiacono@ccm.edu
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Student Community Center, Room 132 
214 Center Grove Rd. 
Randolph, NJ 07869  

973-328-5170 
Email: apanek@ccm.edu 
 
CCM has classified all employees as Mandated Reporters of any knowledge they have that a 

member of the CCM community is experiencing harassment or discrimination on the basis of 
sex, and/or retaliation. Section 17 below on Mandated Reporting details which employees have 
this responsibility and their duties, accordingly.   
 

Inquiries may be made externally to:  
 
Office for Civil Rights (OCR)  
U.S. Department of Education  

400 Maryland Avenue, SW  
Washington, D.C.  20202-1100  
Customer Service Hotline #: (800) 421-3481  
Facsimile: (202) 453-6012  

TDD#: (877) 521-2172  
Email: OCR@ed.gov  
Web: http://www.ed.gov/ocr  
  

7. Notice/Complaints of Discrimination, Harassment, and/or Retaliation  

 
Notice or complaints of discrimination or harassment based on sex, and/or retaliation may be 
made using any of the following options:  

 
1) File a complaint with, or give verbal notice to, the Title IX Coordinator:  
 
Name: Vivyen J. Ray 

Title IX Coordinator 
Office of Human Resources  
214 Center Grove Rd. 
Randolph, NJ 07869  

973-328-5039  
Email:vray@ccm.edu  
Web:www.ccm.edu  

 

Click Here for Title IX Complaint Form  
 
Such a report may be made at any time (including during non-business hours) by using 
the telephone number or email address, or by mail to the office address, listed for the 

Title IX Coordinator.  
 

https://www.ccm.edu/wp-content/uploads/2024/02/CCM-Formal-Complaint-fillable.pdf
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2) Report online, using the reporting form posted at ccm.edu.  Anonymous reports are 
accepted but can give rise to a need to investigate.  CCM tries to provide supportive 
measures to all Complainants, which is impossible with an anonymous report.  Because 

reporting carries no obligation to initiate a formal response, and CCM respects 
Complainant requests to dismiss complaints unless there is a compelling threat to health 
and/or safety, the Complainant is largely in control and should not fear a loss of priv acy 
by making a report that allows CCM to discuss and/or provide supportive measures.   

 
3) Report using the harassment/discrimination hotline 973-328-5039.   
 
4) Student complaints may also be made to Dr. Ariella Panek, Assistant Title IX 

Coordinator, Dean of Student Success at 973-328-5170.   
 
A Formal Complaint means a document filed/signed by the Complainant or signed by the Title 
IX Coordinator alleging a policy violation by a Respondent and requesting that CCM investigate 

the allegation(s). A complaint may be filed with the Title IX Coordinator in person, by mail, or 
by electronic mail, by using the contact information in the section immediately above, or as 
described in this section. As used in this paragraph, the phrase “document filed by a 
Complainant” means a document or electronic submission (such as by electronic mail or through 

an online portal provided for this purpose by CCM) that contains the Complainant’s physical or 
digital signature, or otherwise indicates that the Complainant is the person filing the complaint.  
If notice is submitted in a form that does not meet this standard, the Title IX Coordinator will 
contact the Complainant to request that it is filed correctly.   

  
8. Supportive Measures   

  
CCM will offer and implement appropriate and reasonable supportive measures to the parties 

upon notice of alleged harassment or discrimination on the basis of sex, and/or retaliation.  
Supportive measures are non-disciplinary, non-punitive individualized services offered as 
appropriate, as reasonably available, and without fee or charge to the parties to restore or 
preserve access to the CCM’s education program or activity, including measures designed to 

protect the safety of all parties or the CCM’s educational environment, and/or deter harassment 
or discrimination based on sex, and/or retaliation.  
 
The Title IX Coordinator will promptly determine whether to offer supportive measures to the 

parties upon receiving notice or a complaint. At the time that supportive measures are offered, 
CCM will inform the Complainant, in writing, that they may file a f ormal complaint with CCM 
either at that time or in the future, if they have not done so already. The Title IX Coordinator 
works with the Complainant to consider their wishes with respect to the supportive measures 

that are planned and implemented.   
  
CCM will maintain the privacy of the supportive measures to the extent that privacy does not 
impair CCM’s ability to provide the supportive measures.  

 
Supportive measures may include, but are not limited to:   
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• Referral to counseling, medical, and/or other healthcare services  
• Referral to the Employee Assistance Program 

• Referral to community-based service providers  
• Student financial aid counseling  
• Education to the community or community subgroup(s)  

• Altering work arrangements for employees or student-employees  
• Safety planning  
• Providing campus safety escorts  

• Providing transportation accommodations   
• Implementing contact limitations (no contact orders) between the parties  
• Academic support, extensions of deadlines, or other course/program-related   
• adjustments  

• Alerts to the Public Safety Office of no contact orders or timely warnings 
• Class schedule modifications, withdrawals, or leaves of absence  
• Increased security and monitoring of certain areas of the campus   

• Any other actions deemed appropriate by the Title IX Coordinator  
  
Violations of no contact orders will be referred to appropriate student or employee disciplinary 

processes for enforcement.   
  
9. Emergency Removal   

  

The Title IX Coordinator is authorized to remove a Respondent entirely or partially from an 
education program or college activity on an emergency basis when an individualized safety and 
risk analysis has determined that an immediate threat to the physical health or safety of any 
student, employee or other individual justifies removal. This risk analysis is performed by the 

Title IX Coordinator in conjunction with the CARE Team using its standard objective violence 
risk assessment procedures.  A coach or athletic administrator is authorized to impose 
emergency restrictions on a student-athlete arising from reports or observations of allegations 
related to Title IX which the coach or athletic administrator deem to present an immediate threat 

to the physical health or safety of a student or CCM employee.    
 
In all cases in which an emergency removal or restriction is imposed, the student, employee, or 
other individual will be given notice of the emergency action and advised of how to request a 

meeting with the Title IX Coordinator to be held within 48 hours to seek rescission or 
modification of the removal/restriction action.  When this meeting is not requested in a timely 
manner, objections to the emergency removal will be deemed waived.  The Title IX Coordinator 
shall communicate with the Complainant prior to determining whether to rescind or modify the 
emergency action.  There is no process for staying an emergency removal decision of the Title 

IX Coordinator.  However, employees covered by a union contract may grieve an emergency 
removal decision under that contract.  Students may contest a removal/restriction decision under 
the appeal provisions of the CCM Student Code of Conduct.   
  

A Respondent may be accompanied by an Advisor of their choice when meeting with the Title 
IX Coordinator to request rescission or modification of an emergency removal action.  The 
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Respondent will be given access to a written summary of the basis for the emergency removal 
prior to the meeting to allow for adequate preparation.   
  

The Title IX Coordinator has sole discretion under this policy to implement or stay an 
emergency removal/restriction and to determine the conditions and duration. Violation of an 
emergency removal/restriction under this policy will be grounds for discipline, which may 
include expulsion or termination.   Emergency actions will be limited to those required to 

address the immediate threat and safety concerns. As determined by the Title IX Coordinator, 
these actions could include, but are not limited to: suspending  a student from an academic 
program or activity, temporarily re-assigning an employee, restricting a student’s or employee’s 
access to or use of facilities or equipment, allowing a student to withdraw or take grades of 

incomplete without financial penalty, authorizing an administrative leave, and suspending a 
student’s participation in extracurricular activities, student employment, student organizational 
leadership, or intercollegiate/intramural athletics.   
  

At the discretion of the Title IX Coordinator, alternative coursework options may be pursued to 
reduce an academic impact.   
  
10. Promptness  

  
All allegations are acted upon promptly by CCM once it has received notice or a formal 
complaint. Complaints can take 60-90 business days to resolve, typically. There are always 
exceptions and extenuating circumstances that can cause a resolution to take longer, but CCM 

will avoid all undue delays within its control.  Any time the general timeframes for resolution 
outlined in CCM’s procedures will be delayed, CCM will provide written notice to the parties of 
the delay, the cause of the delay, and an estimate of the anticipated additional time that will be 
needed as a result of the delay.  

  
11. Privacy  

  
Every effort is made by CCM to preserve the privacy of reports.3 CCM will not share the 

identity of any individual who has made a report or complaint of harassment, discrimination, or 

 
3 For the purpose of this Policy, privacy and confidentiality have distinct meanings. Privacy means that information 

related to a complaint will be shared with a limited number of CCM employees who “need to know” in order to assist 

in the assessment, investigation, and resolution of the report. All employees who are involved in the Title IX 

Coordinator’s response to notice under this policy receive specific training and guidance about sharing and 

safeguarding private information in accordance with state and federal law. The privacy of student education records 

will be protected in accordance with the Family Educational Rights and Privacy Act (“FERPA”), as outlined in the 

FERPA policy. The privacy of employee records will be protected in accordance with Human Resources policies. 

Confidentiality exists in the context of laws that protect certain relationships, including those who provide services 

related to medical and clinical care, mental health providers, counselors, and ordained clergy. The law creates a 

privilege between certain health care providers, mental health care providers, attorneys, clergy, spouses, and others, 

with their patients, clients, parishioners, and spouses. CCM has designated individuals who have the ability to have 

privileged communications as Confidential Resources. When information is shared by a Complainant with a 

Confidential Resource, the Confidential Resource cannot reveal the information to any third party except when an 

applicable law or a court order requires or permits disclosure of such information. For example, information may be 

disclosed when: (i) the individual gives written consent for its disclosure; (ii) there is a concern that the individual will 
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retaliation; any Complainant, any individual who has been reported to be the perpetrator of sex 
discrimination, any Respondent, or any witness, except as permitted by the Family Educational 
Rights and Privacy Act (FERPA), 20 U.S.C. 1232g; FERPA regulations, 34 CFR part 99; or as 

required by law or to carry out the purposes of 34 CFR Part 106, including the conducting of any 
investigation, hearing, or grievance proceeding arising under these policies and procedures.  
 
CCM reserves the right to designate which CCM officials have a legitimate educational interest 

in being informed about incidents that fall within this policy, pursuant to the Family Educational 
Rights and Privacy Act (FERPA).  
  
Only a small group of officials who need to know will typically be told about the complaint, 

including but not limited to:  Human Resources, Division of Student Affairs, and Public Safety.  
Information will be shared as necessary with Investigators, Hearing Panel members/Decision -
makers, witnesses, and the parties.  The circle of people with this knowledge will be kept as tight 
as possible to preserve the parties’ rights and privacy.   

  
CCM may contact parents/guardians to inform them of situations in which there is a significant 
and articulable health and/or safety risk, but will usually consult with the student first before 
doing so unless a medical professional advises against such consultation.  

 
Confidentiality and mandated reporting are addressed more specifically Section 17 below.   
 
12. Jurisdiction of CCM  

 
This Policy applies to the education program and activities of CCM, or to conduct that takes 
place on the campus or on property owned or controlled by CCM, or at CCM sponsored events., 
The Respondent must be a member of CCM’s community in order for this Po licy to apply.  

 
This Policy can also be applicable to the effects of off-campus conduct prohibited by this Policy 
that effectively deprive a student or employee of access to CCM. The Title IX Coordinator may 
also extend jurisdiction to off campus and/or to online conduct when the Title IX Coordinator 

determines that the conduct affects a substantial CCM interest.   
 
Regardless of where the conduct occurred, CCM will address notice/complaints to determine 
whether the conduct occurred in the context of its employment or educational program or 

activity and/or has continuing effects on campus or in an off -campus sponsored program or 
activity. A substantial CCM interest includes:  
 

a. Any action that constitutes a criminal offense as defined by law. This includes, but is 

not limited to, single or repeat violations of any local, state, or federal law;  
  

 
likely cause serious physical harm to self or others; or (iii) the information concerns conduct involving suspected 

abuse or neglect of a minor under the age of 18 or incapacitated individuals. Non-identifiable information may be 

shared by Confidential Resources for statistical tracking purposes as required by the federal Clery Act. Other 

information may be shared as required by law.  
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b. Any situation in which it is determined that the Respondent poses an immediate 
threat to the physical health or safety of an identifiable CCM employee or student; 
and/or 

  
c. Any conduct prohibited by this Policy that significantly impedes access to CCM 

programs or facilities, threatens or causes breach of the peace or social disorder at 
CCM facilities or activities. 

  
If the Respondent is unknown or is not a member of the CCM community, the Title IX 
Coordinator will assist the Complainant in identifying appropriate campus and local resources 
and support options and/or, when criminal conduct is alleged, in contacting local or campus law 

enforcement if the individual would like to file a police report.  Further, even when the 
Respondent is not a member of the CCM community, supportive measures, remedies, and 
resources may be accessible to the Complainant by contacting the Title IX Coordinator or the 
Student Development Office.  In addition, CCM may take other actions as appropriate to protect 

the Complainant against third parties, such as barring individuals from CCM’s property and/or 
events.  All vendors serving CCM through third-party contracts are subject to the policies and 
procedures of their employers.   
  

When the Respondent is enrolled in or employed by another institution, the Title IX Coordinator 
can assist the Complainant in liaising with the appropriate individual at that institution, as it may 
be possible to allege violations through that institution’s policies.  Similarly, the Title IX 
Coordinator may be able to advocate for a student or employee Complainant who experiences 

discrimination in an externship, study abroad program, or other environment external to CCM 
where sexual harassment or nondiscrimination policies and procedures of the facilitating or host 
organization may give recourse to the Complainant.   
  

13. Time Limits on Reporting  

 
There is no time limitation on providing notice/complaints to the Title IX Coordinator. 
However, if the Respondent is no longer subject to the CCM’s jurisdiction and/or significant 

time has passed, the ability to investigate, respond, and provide remedies may be more limited 
or impossible.   
 
Acting on notice/complaints significantly impacted by the passage of time (including, but not 

limited to, the rescission or revision of policy) is at the discretion of the Title IX Coordinator, 
who may document allegations for future reference, offer supportive measures and/or remedies, 
and/or engage in informal or formal action, as appropriate.   
 

14. Online Harassment and Misconduct  

 
The policies of CCM are written and interpreted broadly to include online and cyber 
manifestations of any of the behaviors prohibited below, when those behaviors occur in or 

disrupt CCM’s education program and activities or use CCM networks, technology, or  
equipment.  While CCM may not control websites, social media, and other venues in which 
harassing communications are made, when such communications are reported to CCM, it will 
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consider means to address and mitigate the effects.  Members of the CCM community are 
encouraged to be good digital citizens and to refrain from online misconduct directed at 
identifiable members of the CCM community, such as feeding anonymous gossip sites , sharing 

inappropriate content via Snaps or other social media, unwelcome sexting, revenge porn, 
breaches of privacy, or otherwise using the ease of transmission and/or anonymity of the Internet 
or other technology to harm another member of the CCM community.  
  

Online postings or other electronic communication by students or employees, including 
cyberbullying, cyber-stalking, cyber-harassment, etc., occurring completely outside of CCM’s 
control (e.g., not on CCM networks, websites, or between CCM email accounts) will only be 
subject to this policy when such online conduct can be shown to cause a substantial in -program 

disruption or threatens the participation of an identifiable individual in a CCM educational 
program or activity.  Otherwise, such communications are considered speech protected by the 
First Amendment. Supportive measures for Complainants will be provided, but protected speech 
cannot legally be subjected to discipline.  

 
15. Prohibited Discrimination and Harassment on the Basis of Sex 

 
Employees and students are entitled to an employment and educational environment that is free 

of discrimination and harassment on the basis of sex.  Acts of sexual harassment may be 
committed by any person upon any other person, regardless of the sex, sexual orientation, and/or 
gender identity of those involved.  
 

Accordingly, this Policy prohibits conduct on the basis of sex that satisfies one or more of the 
following:   
 
Quid Pro Quo Harassment. An employee of the County College of Morris, conditioning the 

provision of an aid, benefit, or service to a student or employee n an individual’s participation in 
unwelcome sexual conduct. 
 
Hostile Environment Harassment. Unwelcome conduct, determined by a reasonable person, to 

be so severe, pervasive, and objectively offensive that it effectively denies a person equal access 
to CCM’s education program or activity. 
 
Whether a hostile environment has been created is a fact-specific inquiry that includes 

consideration of the following: 
 

i. The degree to which the conduct affected the Complainant’s ability to access CCM’s 
education program or activity; 

ii. The type, frequency, and duration of the conduct; 
iii. The parties’ ages, roles, within CCM’s education program or activity, previous 

interactions, and other factors about each party that may be relevant to evaluating the 
effects of the conduct; 

iv. The location of the conduct and the context in which the conduct occurred; and  
v. Other sex-based harassment in CCM’s education program or activities.  
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Specific Offenses. 
 

i. Sexual Assault generally meaning an offense classified as a forcible or nonforcible sex 

offense under the Uniform Crime Reporting (UCR) system of the Federal Bureau of 
Investigation. 

ii. Sexual Assault—Fondling means the touching of the private body parts (breasts, groin, 
buttocks) of the Complainant by the Respondent, or the Respondent’s private body parts 

touching the Complainant, or the Respondent causing the Complainant to touch the 
Respondent’s or their own private body parts for the purpose of sexual gratification 
without the consent of the Complainant, including instances where the Complainant is 
incapable of giving consent because of their age or because of temporary or permanent 

mental incapacity. 
a. Fondling—Sexual Gratification. Contact with private body parts is considered to 

be done for the purpose of sexual gratification unless the contact can be proven 
inadvertent, is for a legitimate medical (or other privileged) purpose and thus is 

conduct for which consent should have been sought and obtained by the provider, 
involves a Respondent who is pre-sexual based on maturity/age (thus their intent 
is not sexual), involves a Respondent who cannot developmentally understand 
sexual contact or that their contact is sexual, or is something like butt-slapping on 

a team and is both minimal and unlikely to have sexual motivation or purpose, as 
shown by the context of the act(s). 

iii. Sexual Assault—Rape means penetration, no matter how slight, of the vagina or anus of a 
person, with any body part or object, or oral penetration of a sex organ of the 

Complainant, or by the Respondent’s sex organ, without the consent of the Complainant, 
including instances where the Complainant is incapable of giving consent because of 
their age or because of a temporary or permanent mental or physical incapacity.  

iv. Sexual Assault—Incest means sexual intercourse between persons related to each other 

within the degrees wherein marriage is prohibited by state law. 
v. Sexual Assault—Statutory Rape means sexual intercourse with a person who is under the 

statutory age of consent. 
vi. Dating violence meaning violence committed by a person: 

a. Who is or has been in a social relationship of a romantic or intimate nature with 
the victim; and 

b. Where the existence of such a relationship shall be determined based on a 
consideration of the following factors: 

1. The length of the relationship; 
2. The type of relationship; and 
3. The frequency of interaction between persons involved in the 

relationship. 

vii. Domestic violence meaning felony or misdemeanor crimes committed by a person who: 
a. Is a current or former spouse or intimate partner of the victim under the family or 

domestic violence laws of the jurisdiction of the recipient, or a person similarly 
situated to a spouse of the victim. 

b. Is cohabitating, or has cohabitated, with the victim as a spouse or intimate partner; 
c. Shares a child in common with the victim; or 
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d. Commits acts against a youth or adult victim who is protected from those acts 
under the family or domestic violence laws of the jurisdiction; or 

viii. Stalking meaning engaging in a course of conduct directed at a specific person that would 

cause a reasonable person to: 
a. Fear for the person’s safety or the safety of others; or 
b. Suffer substantial emotional distress. 

ix. Discrimination in the admission of a student based upon sex . 

x. Discrimination on the basis of sex in the recruitment, hiring or rates of compensation and 
benefits of employees, or employment actions and practices based upon marital, parental, 
family status or pregnancy. 
 

 
A Respondent violates this Policy if they engage in sexual activity with a minor or someone 
incapable of giving consent.   
 

Sanctions for the above prohibited conduct range from reprimand through expulsion/termination.   
 
16. Retaliation  

 

Activity under this Policy protected from retaliation includes reporting an incident that may 
implicate this Policy, participating in the grievance process, supporting a Complainant or 
Respondent, assisting in providing information relevant to an investiga tion, and/or acting in 
good faith to oppose conduct that constitutes a violation of this Policy.  Acts of alleged 

retaliation should be reported immediately to the Title IX Coordinator and will be promptly 
investigated. CCM is prepared to take appropriate steps to protect individuals who fear that they 
may be subjected to retaliation.  
  

Prohibited retaliation includes intimidating, threatening, coercing, harassing, or discriminating 
against any individual for the purpose of interfering with any right or privilege secured by the 
Title IX Rule or this Policy, or because the individual has made a report or complaint, testified, 
assisted, or participated or refused to participate in any manner in an investigation, proceeding, 

or hearing under this policy and procedure.  Charges against an individual for student or 
employee code of conduct violations that do not involve sex discrimination or sexual harassment 
but arise out of the same facts or circumstances as a report or complaint of sex discrimination, or 
a report or complaint of sexual harassment, filed for the purpose of interfering with any  right or 

privilege secured by Title IX, constitutes retaliation.   
  
Charging an individual with a code of conduct violation for making a materially false statement 
in bad faith in the course of a grievance proceeding under this policy and procedure does not 

constitute retaliation, if the Final Determination under this policy concludes that the statement 
was materially false and made in bad faith.  
 
17. Mandated Reporting  
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Except for Confidential Resources acting within the scope of confidential obligations, all CCM 
employees are expected to report actual or suspected sex-based discrimination or harassment to 
the Title IX Coordinator immediately.   

 
a. Confidential Resources  

  
The  on-campus and off-campus Confidential Resources listed below may maintain 

confidentiality and are not required to report actual or suspected discrimination or 
harassment on the basis of sex, when acting under the scope of their licensure, 
professional ethics, and/or professional credentials, except in cases of immediacy of 
threat or danger or abuse of a minor, an incapacitated individual, or when disclosure is 

required by law of court order.  If a Complainant would like the details of an incident to 
be kept confidential, the Complainant may speak with:   

 
● On-campus professional counselors and staff  

● On-campus health service providers and staff  
● On-campus Victim Advocates 
● On-campus athletic trainers (if licensed and privileged under state statute, 

and/or working under the supervision of a health professional).  

● The following Off-campus (non-employees):  
Employee Assistance Program 
o Licensed professional counselors and other medical providers 
o  Local rape crisis counselors 

o  Domestic violence resources 
o  Local or state assistance agencies   
o Clergy/Chaplains  
o Attorneys  

  
A Confidential Resource may offer options and resources without any obligation to 
inform an outside agency or the Title IX Coordinator unless a Complainant has requested 
the information be shared.   

  
Campus counselors and/or the Employee Assistance Program are available to help free of 
charge and may be consulted on an emergency basis during normal business hours.  
  

CCM employees with confidentiality authority will timely submit anonymous statistical 
information for Clery Act compliance purposes unless they believe it would be harmful 
to their client or patient.  
  

b. Anonymous Notice to Mandated Reporters 
 
At the request of a Complainant, notice may be given by a Mandated Reporter to the Title 
IX Coordinator anonymously, without identification of the Complainant. The Mandated 

Reporter cannot remain anonymous themselves.  If a Complainant has requested that a  
Mandated Reporter maintain the Complainant’s anonymity, the Mandated Reporter may 
do so unless it is reasonable to believe that a compelling threat to health or safety could 
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exist.  The Mandated Reporter can consult with the Title IX Coordinator on that 
assessment without revealing personally identifiable information.  The anonymous notice 
will be investigated by CCM to the extent possible, both to assess the underlying 

allegation(s) and to determine if supportive measures or remedies can be provided.  
However, the anonymous notice typically limits CCM’s ability to investigate, respond, 
and provide remedies, depending on what information is shared.  When a Complainant 
has made a request for anonymity, the Complainant’s personally identifiable information 

may be withheld by a Mandated Reporter, but all other details must be shared with the 
Title IX Coordinator.  Mandated reporters may not be able to maintain requests for 
anonymity for Complainants who are minors, elderly, and/or disabled, depending on state 
mandated reporting of abuse requirements.   

 
c. Mandated Reporters and Formal Notice/Complaints  
 
Standard Procedures: 

• Ensure the person making the disclosure is physically safe.  

• Inform the person making the disclosure of the legal obligation to notify the Title 
IX Coordinator. 

• Determine what, if any, reports must be made to law enforcement. Make the 
required reports and document doing so. 

• Document the report made to the Title IX Coordinator. 

• The Title IX Coordinator will confirm receipt of your report via e-mail. 
 

All employees of CCM (including student employees), with the exception of those who 
are designated as Confidential Resources, are Mandated Reporters and must promptly 

share with the Title IX Coordinator all known details of a report of violation of this 
policy that is made to them in the course of their employment.  Employees must also 
promptly share all details of behaviors violative of this policy that they observe or have 
knowledge of, even if not reported to them by a Complainant or third -party.   

  
Complainants should carefully consider whether to share personally identifiable details 
with non-confidential Mandated Reporters, as those details must be shared with the Title 
IX Coordinator.  Generally, disclosures in surveys, classroom writing assignmen ts or 

discussions, human subjects research, or advocacy marches or speak-outs do not provide 
notice that must be reported to the Title IX Coordinator by employees, unless the 
Complainant clearly indicates that they desire a report to be made or seek assistance from 
CCM.  Supportive measures may be offered as the result of such disclosures without 

formal CCM action.  
  
Failure of a Mandated Reporter, as described above in this section, to report an incident 
of harassment or discrimination of which they become aware is a violation of CCM 

policy and may be subject to disciplinary action.  A Mandated Reporter who is 
themselves a target of harassment or other misconduct under this policy is not required to 
report their own experience, though they are, of course, encouraged to do so.   
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18. When a Complainant Does Not Wish to Proceed  
  
If a Complainant does not wish  their identity to be disclosed, does not wish for an investigation 

to take place, or does not want a formal complaint to be pursued, they may make such a request 
to the Title IX Coordinator, who will evaluate that request in  light of the duty to ensure the 
safety of the campus and to comply with state or federal law.  The Title IX Coordinator has 
ultimate discretion over whether CCM proceeds when the Complainant does not wish to do so, 

and the Title IX Coordinator may sign a formal complaint to initiate a grievance process upon 
completion of an appropriate violence risk assessment.  The Title IX Coordinator’s decision 
should be based on results of the violence risk assessment that show a compelling risk to health 
and/or safety that requires CCM to pursue formal action to protect the community.  A 

compelling risk to health and/or safety may result from evidence of patterns of misconduct, 
predatory conduct, threats, abuse of minors, use of weapons, and/or violence.   The Title IX  
Coordinator may be compelled to act on alleged employee misconduct irrespective of a 
Complainant’s wishes.  

  
The Title IX Coordinator must also consider the effect that non-participation by the Complainant 
may have on the availability of evidence and the CCM’s ability to pursue a Formal Grievance 
Process fairly and effectively.   

 
When the Title IX Coordinator executes the written complaint, he/she does not become the 
Complainant. The Complainant is the individual who is alleged to be the victim of conduct that 
could constitute a violation of this Policy.   

  
When the Title IX Coordinator proceeds, the Complainant (or their Advisor) may have as much 
or as little involvement in the process as they wish. The Complainant retains all rights of a 
Complainant under this Policy irrespective of their level of participation. If the Complainant 

chooses not to participate, the Advisor may be appointed as proxy for the Complainant 
throughout the process, acting to ensure and protect the rights of the Complainant.   
  
CCM’s ability to remedy and respond to a violation notice may be limited if the Complainant 

does not want the CCM to proceed with an investigation and/or grievance process.   
 
In cases in which the Complainant requests confidentiality and no formal action and the 
circumstances allow CCM to honor that request, CCM will offer informal resolution options, 

supportive measures, and remedies to the Complainant, but will not otherwise pursue formal 
action.  The election of a Complainant to take no action can be changed if the Complainant 
decides to pursue a formal complaint at a later date.   
 

19. False Allegations and Evidence  
  
Deliberately false and/or malicious accusations made in bad faith under this policy, as opposed 
to allegations which, even if erroneous, are made in good faith, are a serious offense and will be 

subject to appropriate disciplinary action.  Additionally, witnesses and parties knowingly 
providing false evidence, tampering with or destroying evidence after being directed to preserve 
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such evidence, or deliberately misleading an official conducting an investigation may be subject 
to discipline.   
  

20. Encouragement of Candid Misconduct Reporting   
  
CCM encourages the reporting of misconduct and crimes by Complainants and witnesses.   
Complainants, witnesses or Respondents may be hesitant to report to CCM officials or 

participate in grievance processes because they fear that they themselves may be in violation of 
certain policies, such as underage drinking or use of illicit drugs at the time of the incident.  It is 
in the best interests of the CCM community that individuals choose to report misconduct to 
CCM officials and share what they know, and that all parties be forthcoming during the process.  

To encourage reporting and participation in the process CCM will favorably weigh the candor 
and participation of an individual other than the Respondent when addressing discipline for the 
voluntary self-disclosure of minor collateral misconduct in the course of reporting of serious 
misconduct of a Respondent.  This incentive to report misconduct is not applicable to a 

Respondent with respect to a Complainant.  
 
21. Federal Statistical Reporting Obligations 
 

Parties reporting sexual assault, domestic violence, dating violence, and/or stalking are advised 
that that under the Clery Act, CCM must issue timely warnings for incidents reported to them 
that pose a serious or continuing threat of bodily harm or danger to members of the campus 
community.  CCM will ensure that a Complainant’s name and other identifying information is 

not disclosed, while still providing enough information for community members to make safety 
decisions in light of the potential danger.   
 
Certain campus officials – those deemed campus Security Authorities – have a duty to 

report the following for federal statistical reporting purposes (Clery Act):   
 
a) All “primary crimes,” which include homicide, sexual assault, robbery, aggravated 

assault, burglary, motor vehicle theft, and arson;  

b) Hate crimes, which include any bias motivated primary crime as well as any bias 
motivated larceny or theft, simple assault, intimidation, or destruction/damage/vandalism 
of property;  

c) VAWA4-based crimes, which include sexual assault, domestic violence, dating violence, 

and stalking; and  
d) Arrests and referrals for disciplinary action for weapons-related law violations, liquor-

related law violations, and drug abuse-related law violations.  
  

All personally identifiable information is kept private, but statistical information must be passed 
along to Campus Security Authorities regarding the type of incident and its general location (on 
or off-campus or in the surrounding area, but no addresses are given) for publication in the 
Annual Security Report and daily campus crime log.  

 
4 VAWA is the Violence Against Women Act, enacted in 1994 codified in part at 42 U.S.C. sections 13701 through 

14040.  
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SECTION II: RESOLUTION PROCESS FOR ALLEGATIONS OF VIOLATION OF 

TITLE IX POLICY PROHIBITING HARASSMENT AND DISCRIMINATION ON THE 

BASIS OF SEX 

 

1. Overview  
 
The procedures below will govern the resolution of Formal or informal notice/complaint 

received by the Title IX Coordinator5 or any other officer with authority, alleging violation of the 
Title IX Policy prohibiting harassment and discrimination on the basis of sex involving students 
or employees. A set of technical dismissal requirements within the Title IX regulations may 
apply as described below, but when a technical dismissal under the Title IX allegations is 

required, any remaining allegations will proceed using these same resolution procedures, 
clarifying which policies above are applicable.   
 
The procedures below do not apply to qualifying allegations of sexual harassment (including 

sexual assault, dating violence, domestic violence, and stalking, as defined above) committed by 
an individual who is not a CCM student or employee.  Employees in a  collective negotiations 
unit are entitled to rights provided under the terms of the applicable collective negotiation 
agreement to the extent those terms do not conflict with federal or state compliance obligations.  

  
All other allegations of misconduct unrelated to incidents covered by the Policy will be 
addressed through procedures elaborated in the student and employee codes of conduct or 
collective negotiation agreements.  

  
2. Notice/Complaint  
  
Upon receipt of a complaint or notice to the Title IX Coordinator of an alleged violation of this 

Policy, CCM initiates a prompt initial assessment to determine the next steps CCM needs to 
take.  The Title IX Coordinator will initiate at least one of three responses:   
 

1. Offering supportive measures because the Complainant does not want to proceed with a 

resolution process; and/or  
2. An informal resolution; and/or   
3. A Formal Grievance Process including an investigation and a hearing.   

 

The investigation and grievance process will determine whether or not the Policy has been 
violated. If so, CCM will promptly implement effective remedies and discipline.  

 

3. Initial Assessment  

  

 
5 Anywhere this procedure indicates “Title IX Coordinator,” the Coordinator may delegate the matter to a trained 

designee.   
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Following receipt of notice or a complaint of an alleged violation of this Policy, the Title IX 
Coordinator6 will engage in a prompt initial assessment to determine the College’s next steps. 
During this stage, the Title IX Coordinator will contact the Complainant to offer supportive 

measures, provide information regarding resolution options, and determine how they wish to 
proceed.  
 
The steps in an initial assessment can include:  

  
• If notice is given, the Title IX Coordinator seeks to determine if the person impacted 

wishes to make a formal complaint, and will assist them to do so, if desired.   
o If they do not wish to do so, the Title IX Coordinator determines whether to 

initiate a complaint because a violence risk assessment indicates a compelling 
threat to health and/or safety.  

• If a formal complaint is received, the Title IX Coordinator assesses its sufficiency and 
assists the Complainant to make sure it is correctly completed.  

• The Title IX Coordinator offers supportive measures to the Complainant.   
• The Title IX Coordinator advises the Complainant to ensure they are aware of the right 

to have an Advisor.  
• The Title IX Coordinator works with the Complainant to determine whether the 

Complainant prefers a supportive and remedial response, an informal resolution option, 
or a formal investigation and grievance process.   

o If a supportive and remedial response is preferred, the Title IX Coordinator works 
with the Complainant to identify their wishes and then seeks to facilitate 

implementation. No Formal Grievance Process is initiated, though the 
Complainant can elect to initiate one later, if desired.   

o If an informal resolution option is preferred, the Title IX Coordinator assesses 
whether the complaint is suitable for informal resolution, which informal 

mechanism may serve the situation best or is available, and the Title IX 
Coordinator seeks to determine if the Respondent is also willing to engage in 
informal resolution.   

o If a Formal Grievance Process is preferred, the Title IX Coordinator determines if 

the misconduct alleged falls within the scope of the CCM Title IX policy.   
If it does, the Title IX Coordinator will initiate the formal investigation and 
grievance process, directing the investigation to address:  
▪ an incident, and/or   

▪ a pattern of alleged misconduct, and/or   
▪ an educational or employment environment, based on the nature of the 

complaint.   
• If the Title IX Coordinator determines that the Complaint does not allege misconduct 

that falls within the scope of the CCM Title IX Policy, or did not occur against a person 
in the United States, the Coordinator will “dismiss” the complaint and assesses whether 
other policies may apply. Dismissing a complaint under the Title IX Policy does not limit 

 
6 If circumstances require, the CCM President will designate another person to oversee the process below should an 

allegation implicate the Title IX Coordinator or the Title IX Coordinator is otherwise unavailable or unable to fulfill 

their duties.  
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the Title IX Coordinator’s authority to address a complaint pursuant to other appropriate 
CCM policy process and remedies.   

  

a. Violence Risk Assessment   
  

The Title IX Coordinator may determine that a Violence Risk Assessment (VRA) should 
be conducted by Student Development or Public Safety as part of the initial assessment. 

A VRA can aid in critical and/or required determinations, including:  
  

• Emergency removal of a Respondent on the basis of immediate threat to physical 
health/safety;  

• Whether the Title IX Coordinator should pursue/sign a formal complaint absent a 
willing/able Complainant;  

• Whether the incident evidences a  pattern of predatory conduct and/or climate that 
incites violence; 

• Whether it is reasonable to try to resolve a complaint through informal resolution, 
and what modality may be most successful;  

• Whether to permit a voluntary withdrawal or employment severance by the 
Respondent;  

• Whether to impose transcript notation or communicate with a transfer institution or 
employer about a Respondent;  

• Assessment of appropriate sanctions/remedies (to be applied post-hearing); and/or  
• Whether a Clery Act Timely Warning/Emergency Removal is needed.  

  
A VRA authorized by the Title IX Coordinator will be conducted in collaboration with 
appropriate professionals and campus resources to assess the risk of actionable violence.   

  

b. Dismissal (Mandatory and Discretionary)7  
 
CCM must dismiss a formal complaint or any allegations therein if, at any time during 
the investigation or hearing, it is determined that:  

 
1) The conduct alleged in the formal complaint would not constitute a violation of 

CCM’s Title IX  Policy hereinabove, even if proved; and/or  
2) The conduct did not occur in an educational program or activity controlled by 

CCM (including activities of CCM recognized student organizations), and/or 
CCM does not have supervisory and disciplinary control of the Respondent; 
and/or  

3) The conduct did not occur against a person present in the United States; and/or  

4) At the time of filing a formal complaint, a complainant is not participating in or 
attempting to participate in a CCM education program or activity, and is not 
employed or seeking to be employed by CCM.   

 

CCM may dismiss a formal complaint or any allegations therein if, at any time during the 
investigation or hearing:   

 
7 These dismissal requirements are mandated by the 2020 Title IX Regulations, 34 CFR Part 106.45.   
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1) A Complainant notifies the Title IX Coordinator in writing that the Complainant 
would like to withdraw the formal complaint or any allegations therein; or  

2) The Respondent is no longer a CCM enrolled student or employed by CCM; or   

3) Specific circumstances prevent the Title IX Coordinator from gathering evidence 
sufficient to reach a determination as to the formal complaint or allegations 
therein.  

 

Upon any dismissal, CCM will promptly send written notice of the dismissal and the 
rationale for doing so simultaneously to the parties.   
  
This dismissal decision is appealable by any party under the procedures for appeal below.  

The decision not to dismiss is also appealable by any party claiming that a dismissal is 
required or appropriate.  A Complainant who decides to withdraw a complaint may later 
request to reinstate it or refile it provided that the Complainant is participating or seeking 
to participate in a CCM educational program or activity, or is employed by CCM at the 

time of the reinstatement request.   
 
4. Counterclaims  
  

CCM is obligated to ensure that the grievance process is not abused for retaliatory purposes.  CCM 
permits the filing of counterclaims but uses an initial assessment, described above, to assess 
whether the allegations in the counterclaim are made in good f aith Counterclaims by the 
Respondent must be made in good faith and not for purposes of retaliation.  Counterclaims made 

with retaliatory intent will not be permitted.  Counterclaims determined to have been reported in 
good faith will be processed using the grievance procedures below.  Investigation of such claims 
may take place after resolution of the underlying initial allegation, in which case a delay may 
occur.  Counterclaims may also be resolved through the same investigation as the underlying 

allegation, at the discretion of the Title IX Coordinator.  When counterclaims are not made in good 
faith, they will be considered retaliatory and may constitute a violation of this Policy.   
 
5. Right to an Advisor  

  
The parties may each have an Advisor of their choice present with them for all meetings and 
interviews within the resolution process, if they so choose. The parties may select whoever they 
wish to serve as their Advisor as long as the Advisor is available and not a witness.  

 
a. Who Can Serve as an Advisor  

  
The Advisor may be a friend, mentor, family member, attorney, or any other individual a 

party chooses to advise, support, and/or consult with them throughout the resolution 
process. The parties may choose Advisors from inside or outside of CCM community .  
The Title IX Coordinator will also offer to assign a trained Advisor for any party if the 
party so requests. If the parties choose an Advisor from the pool available from CCM, 

the Advisor will be trained by the CCM and be familiar with the CCM’s resolution  
process.   
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Parties also have the right to choose not to have an Advisor in the initial stages of the 
resolution process, prior to a hearing.   

  

b. Advisors in Hearings/CCM Appointed Advisor  
  

Under U.S. Department of Education regulations applicable to Title IX, the opportunity 
to conduct cross-examination is required during the hearing, but must be conducted by 

the parties’ Advisors. The parties are not permitted to directly cross-examine each other 
or any witnesses. If a party does not have an Advisor for a hearing, CCM will appoint a 
trained Advisor for the limited purpose of conducting any cross-examination.  A party 
may reject this appointment and choose their own Advisor, but they may not proceed 

with the hearing without an Advisor. If the party’s Advisor will not conduct cross -
examination, CCM will appoint an Advisor, regardless of the participation or non -
participation of the advised party in the hearing itself.  Questioning of the partie s and 
witnesses will also be conducted by the Decisionmaker(s) during the hearing.    

  
c. Advisor’s Role  

  
The parties may be accompanied by their Advisor in all meetings and interviews at 

which the party is entitled to be present, including intake and interviews. Advisors 
should help the parties prepare for each meeting and are expected to advise ethically, 
with integrity, and in good faith.  CCM cannot guarantee equal Advisory rights, meaning 
that if one party selects an Advisor who is an attorney, but the other party does not or 

cannot afford an attorney, CCM is not obligated to provide an attorney.   
  

d. Pre-Interview Meetings  
  

Advisors may request to meet with the administrative officials conducting 
interviews/meetings in advance of these interviews or meetings. This pre-meeting allows 
Advisors to clarify and understand their role in CCM’s policies and procedures.   
 

e. Advisor Permissible Role  
 

All Advisors are subject to the same CCM policies and procedures, whether they are 
attorneys or not.  Advisors are expected to advise their advisees without disrupting 

proceedings.  Advisors should not address CCM officials in a pre-hearing meeting or 
interview unless invited to (e.g., asking procedural questions).   The Advisor may make a 
presentation during an investigation meeting or pre-hearing proceeding but may not 
respond on behalf of the advisee to questions directed to the advisee by the investigator(s) 

or other Decision-maker(s).  The Advisor may only conduct cross-examination during a 
hearing proceeding.   
 
The parties are expected to ask and respond to questions on their own behalf throughout 

the investigation phase or the resolution process. Although the Advisor generally may 
not speak on behalf of their advisee, the Advisor may consult with their advisee, either 
privately as needed, or by conferring or passing notes during any resolution process 
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meeting or interview. For longer or more involved discussions, the parties and their 
Advisors should ask for breaks to allow for private consultation.  

  

Any Advisor who oversteps their role as defined by this Policy will be warned only once. 
If the Advisor continues to disrupt or otherwise fails to respect the limits of the Advisor 
role, the meeting will be ended, or other appropriate measures implemented.  
Subsequently, the Title IX Coordinator will determine how to address the Advisor’s non -

compliance and future role.  
  

f. Sharing Information with the Advisor  
  

The parties may wish to have CCM share documentation and evidence related to the 
allegations with their Advisors. Parties may share this information directly with their 
Advisor or other individuals if they wish.  CCM will provide a consent form that 
authorizes CCM to share such information directly with the Advisor.  The parties must 

either complete and submit this form to the Title IX Coordinator or provide similar 
documentation demonstrating consent to a release of information to the Advisor before 
CCM is able to share records with an Advisor.  A party may request that copies of all 
written communication from the Title IX Coordinator or designated investigator directed 

to the party be sent to the party’s attorney Advisor.  However, during the investigation  
phase responses to requests from the Title IX Coordinator or investigator must be from 
the party not the attorney advisor.   

  

g. Privacy of Records Shared with Advisor  
 

Advisors are expected to maintain the privacy of the records shared with them.  These 
records may not be shared with third parties, disclosed publicly, or used for purposes not 

explicitly authorized by CCM. CCM may seek to restrict the role of any Advisor who 
does not respect the sensitive nature of the process or who fails to abide by the 
requirement to maintain records privacy.  

  

h. Expectations of an Advisor  
  

Advisors are expected to adjust their schedule to allow them to attend investigatory, 
resolution and procedural meetings and hearing proceedings when planned.  One request 

to reschedule a previously scheduled a meeting will only be granted if the Title IX 
Coordinator is satisfied that (i) the Advisor’s inability to attend could not have been 
foreseen, and (ii) granting the rescheduling request will not cause an unreasonable delay.  
CCM may also make reasonable provisions to allow an Advisor who cannot atten d in 

person to attend a meeting by telephone, video conferencing, or other similar 
technologies as may be convenient and available.   

  
i. Expectations of the Parties with Respect to Advisors  

  
A party may elect to change Advisors during the process and is not obligated to use the 
same Advisor throughout. The parties are expected to inform the Investigator(s) of the 
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identity of their Advisor at least three (3) business days before the date of their first 
meeting with Investigators (or as soon as possible if a more expeditious meeting is 
necessary or desired).  The parties are expected to provide timely notice to the Title IX 

Coordinator if they change Advisors at any time. It is assumed that if a party changes 
Advisors, consent to share information with the previous Advisor is terminated, and a 
records release authorization for the new Advisor must be provided. Parties are expected 
to inform the Title IX Coordinator of the identity of their hearing Advisor at least three 

(3) business days before the hearing.   
  

CCM fully respects and accords the Weingarten rights of employees. For parties who are 
entitled to union representation, the unionized employee may have their union 

representative (if requested by the party) as well as an Advisor of their choice present fo r 
all resolution-related meetings and interviews.  Where a party has both an Advisor and a 
union representative participating, to uphold the principles of equity, the other party 
(regardless of union membership) will also be permitted to have two Advisors. Witnesses 

are not permitted to have union representation or Advisors in grievance process 
interviews or meetings.   

  
6. Resolution Processes  

  
Resolution proceedings are private. All persons present at any time during the resolution process 
are expected to maintain the privacy of the proceedings.  
  

a. Informal Resolution   
  

Informal Resolution can include three different approaches:  
  

• When the parties agree to resolve the matter through an alternate resolution 
mechanism including mediation, restorative practices etc.;   

• When the Respondent accepts responsibility for violating policy, and desires to 
accept a sanction and end the resolution process; or  

• When the Title IX Coordinator can resolve the matter informally by providing 
supportive measures to remedy the situation.   

  
To initiate Informal Resolution, a Complainant needs to submit a formal complaint, as 

defined above. A Respondent wishing to initiate Informal Resolution, should so advise 
the Title IX Coordinator.  It is not necessary to pursue Informal Resolution first in order 
to pursue a Formal Grievance Process, and any party participating in Informal Resolution 
can stop the process at any time and begin or resume the Formal Grievance Process.  

Parties must voluntarily agree to participate in an Informal Resolution process, and the 
Title IX Coordinator must agree that the Complaint is appropriate for Informal 
Resolution. Any party may request to pursue Informal Resolution at any time prior to a 
Final Determination being made.   

  
Prior to implementing Informal Resolution, Title IX Coordinator will provide the parties 
with written notice of the reported misconduct and any sanctions or measures that may 



College Rules and Regulations  2.2021.26 
 

October 20, 2020 (Effective August 14, 2020) 

26 

result from participating in such a process, including information regarding any records 
that will be maintained or shared by CCM.  Title IX Coordinator will obtain voluntary, 
written confirmation that all parties wish to resolve the matter through Informal 

Resolution before proceeding and will not pressure the parties to participate in Informal 
Resolution. Each party will individually attend an Informal Resolution Intake Meeting, 
which will permit the Facilitator of the Informal Resolution to begin establishing rapport 
with the Parties and determine which Informal Resolution method is most likely to help 

the Parties reach their resolution goals. In the absence of a voluntary withdrawal of the 
Complaint, CCM will not offer or facilitate Informal Resolution to resolve allegations 
that an employee sexually harassed a student.   
 

Following the facilitation of an Informal Resolution, the Facilitator will follow up with 
the Title IX Coordinator to close the Complaint.  

  
b. Alternate Resolution  

  
Alternate Resolution is an informal process, including mediation or restorative practices, 
etc. by which a mutually agreed upon resolution of an allegation is reached. All parties 
must consent to the use of Alternate Resolution.  The Title IX Coordinator may look to 

the following factors to assess whether Alternate Resolution is appropriate, or which 
form of Alternate Resolution may be most successful for the parties:  

  
● The parties’ amenability to Alternate Resolution; 

● The willingness of the parties to waive the right to grieve under an applicable union 
contract the resolution of the charges   

● Likelihood of potential resolution;  
● Civility of the parties;  

● Cleared violence risk assessment/ongoing risk analysis;  
● Disciplinary history;  
● Whether an emergency removal is needed;  

 

The ultimate determination of whether Alternate Resolution is available or successful is 
to be made by the Title IX Coordinator. The Title IX Coordinator maintains records of 
any resolution that is reached, and failure to abide by the resolution agreement may result 
in appropriate responsive/disciplinary actions. Results of complaints resolved by 

Informal Resolution or Alternate Resolution are not appealable.   
  

c. Respondent Accepts Responsibility for Alleged Violations   
  

The Respondent may accept responsibility for all or part of the alleged policy violations 
at any point during the resolution process. If the Respondent indicates an intent to accept 
responsibility for all of the alleged misconduct, the formal process will be paused, and 
the Title IX Coordinator will determine whether Informal Resolution can be used 

according to the criteria in that section above.   
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If Informal Resolution is applicable, the Title IX Coordinator will determine whether all 
parties and CCM are able to agree on responsibility, sanctions, and/or remedies. If so, the 
Title IX Coordinator implements the accepted finding that the Respondent is in violation 

of CCM policy and implements agreed-upon sanctions and/or remedies, in coordination 
with other appropriate administrator(s), as necessary.  This result is not subject to appeal 
or grievance under a union contract once all parties indicate their written assent to all 
agreed upon terms of resolution. When the parties are unable to agree on all terms of the 

informal resolution, the Formal Grievance Process will resume at the same point where it 
was paused. When a resolution is accomplished, the appropriate sanction or responsive 
actions are promptly implemented in order to effectively stop the harassment or 
discrimination, prevent its recurrence, and remedy the effects of the discriminatory 

conduct, both on the Complainant and the community.   
  

d. Resolution by Provision of Supportive Measures 
  

With the consent of the parties, the Title IX Coordinator may offer resolution by 
providing supportive measures to the Complainant.  Absent voluntary withdrawal of the 
Complaint, resolution by providing supportive measures shall not be available to resolve  
an allegation that an employee sexually harassed a student.   

  
7. Formal Grievance Process   
  
The Complainant Formal Grievance Process relies on a pool of administrators (“the Pool”) to 

carry out the process. The administrators in the pool may be from other colleges in the State of 
New Jersey, or from consortiums, regional centers, or qualified professionals retained by CCM.  
  

a. Pool Member Roles 

  
Members of the Pool may serve in the following roles, at the direction of the Title IX 
Coordinator: 

 

● To provide appropriate intake of and initial guidance pertaining to complaints  
● To act as an Advisor to a party 
● To serve in a facilitation role in informal resolution or Alternate Resolution if 

appropriately trained in appropriate resolution modalities (e.g., mediation, 

restorative practices] 
● To perform or assist with initial assessment 
● To investigate complaints 
● To serve as a hearing facilitator (process administrator, no decision-making role) 

● To serve as a Decision-maker regarding the complaint 
 

b. Pool Member Appointment 
 

The Title IX Coordinator in consultation with the President appoints the Pool, which acts 
with independence and impartiality.  This process of role assignment may be the result of 
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particular skills, aptitudes, or talents identified in members of the Pool that make them 
best suited to particular roles.  

  

c. Pool Member Training 
  
The training of the Grievance Process Pool members shall include  
• The definition of sexual harassment covered by this Policy  

• The Policy resolution procedures 
• The scope of CCM education program and activities 
• How to conduct an investigation and grievance process including available informal 

resolution processes, hearings, and appeals 

• How to serve impartially and avoidance of pre-judgment, conflicts of interest and 
bias 

• Training of decision-makers on issues of relevance of questions or evidence, and 
impermissible questions and evidence 

• The applicable standard of proof and burden of proof under this Policy  
• How to create investigative reports and adjudication determinations 
• How to determine appropriate sanctions 
• The range of possible disciplinary sanctions and remedies 

• The range of available supportive measures 
• Permitted grounds for appeal under this Policy 
 

8. Formal Complainant Grievance Process: Notice of Investigation and Allegations   

  
The Title IX Coordinator will provide written notice of the investigation and allegations (the 
“NOIA”) to the Respondent upon commencement of the Formal Complainant Grievance 
Process. This facilitates the Respondent’s ability to prepare for the interview and to identify and 

choose an Advisor to accompany them. The NOIA is also copied to the Complainant, who is to 
be given advance notice of when the NOIA will be delivered to the Respondent.   
  
The content of the NOIA will comply with the requirements of Section 106.5 of the Title IX 

Rule including:  
• A copy of this Policy, 
• A summary of the misconduct alleged, 
• Identity of the involved parties (if known) and the date and location of the alleged 

incident (if known), 
• A statement that Respondent is presumed not responsible for the reported misconduct 

unless and until the evidence supports a different determination,   
• A statement that determinations of responsibility are made at the conclusion of the 

resolution process and that the parties will be given an opportunity to inspect and review 
all directly related and/or relevant evidence obtained during the interview report review 
and comment period,   

• The right for each party to have an Advisor of their choosing, who may be but is not 

required to be, an attorney and ways to identify an Advisor,   
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• A statement informing the parties that the CCMs Policy prohibits knowingly making 
false statements, including knowingly submitting false information during the resolution 
process,  

• Detail on how the party may request disability accommodations during the interview 
process,  

• The name(s) of the Investigator(s), along with the rights to notify the Title IX 
Coordinator of any conflict of interest that the investigator may have, and  

• An instruction to preserve any evidence that is directly related to the allegations.  
  
Amendments and updates to the NOIA may be made as the investigation progresses and more 
information becomes available regarding the addition or dismissal of various charges.   

  
The NOIA will be made in writing and may be delivered by one or more of the following 
methods: in person, mailed to the local or permanent address(es) of the parties as indicated in 
official CCM records, or emailed to the parties’ CCM-issued email or designated accounts. Once 

mailed, emailed, and/or received in-person, notice will be presumptively delivered.   
  
9. Resolution Timeline  

  

CCM will make a good faith effort to complete the resolution process within a sixty -to-ninety 
(60-90) business day time period,  which can be extended as necessary for appropriate cause by 
the Title IX Coordinator, who will provide notice and rationale for any extensions or delays to 
the parties as appropriate, as well as an estimate of how much additional time will be needed to 

complete the process.  
 
10. Ensuring Impartiality  

  

Any individual materially involved in the administration of the resolution process [including the 
Title IX Coordinator, Investigator(s), and Decision-maker(s)] may neither have nor demonstrate 
a conflict of interest or bias for a party generally, or for a specific Complainant or Respondent. 
The Title IX Coordinator will vet the assigned Investigator(s) to ensure impartiality by ensuring 

there are no actual or apparent conflicts of interest or disqualifying biases. The parties may, at 
any time during the resolution process, raise a concern regarding bias or conflict of interest, and 
the Title IX Coordinator will determine whether the concern is reasonable and supportable. If so, 
another Pool member will be assigned and the impact of the bias or conflict, if any, will be 

remedied. If the source of the conflict of interest or bias is the Title IX Coordinator, concerns 
should be communicated to the President.  
  
The Formal Complainant Grievance Process involves an objective evaluation of all relevant 

evidence obtained, including evidence which supports that the Respondent engaged in a policy 
violation and evidence which supports that the Respondent did not engage in a policy violation. 
Credibility determinations may not be based solely on an individual’s status or participation as a 
Complainant, Respondent, or witness.   
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CCM operates with the presumption that the Respondent is not responsible for the reported 
misconduct unless and until the Respondent is determined to be responsible for a policy 
violation by the applicable standard of proof.   

  
11. Investigation Timeline  
 
Once the decision to commence a formal investigation is made, the Title IX Coordinator 

appoints the Investigator. The Title IX Coordinator will meet with the assigned Investigator(s) to 
plan the investigation strategy prior to any investigation interviews.  
 
Investigations are completed expeditiously, normally within thirty (30) business days, though 

some investigations may take weeks or even months, depending on the nature, extent, and 
complexity of the allegations, availability of witnesses, or the pendency of law enforcement 
proceedings.  CCM will make a good faith effort to complete investigations as promptly as 
circumstances permit and will communicate regularly with the parties to update them on the 

progress and timing of the investigation.   
  
12. Delays in the Investigation Process and Interactions with Law Enforcement   
  

CCM may undertake a short delay in its investigation (several days to a few weeks) if 
circumstances require. Such circumstances include, but are not limited to a request from law 
enforcement to temporarily delay the investigation, the need for language assistance, the absence 
of parties and/or witnesses, and/or accommodations for disabilities or health conditions.  CCM 

will communicate in writing the anticipated duration of the delay and reason to the parties and 
provide the parties with status updates if necessary. CCM will promptly resume its investigation 
and resolution process as soon as feasible. During such a delay, CCM will implement supportive 
measures as deemed appropriate.   

  
Unless deferral is required by law, investigation and resolution of complaints under this Policy 
will proceed notwithstanding the pendency of civil or criminal charges or grievances filed by a 
Respondent under a union contract involving the underlying incident(s), and notwithstanding the 

dismissal or other disposition of civil or criminal charges.   
 
13. The Investigation Process  
  

Investigations shall conform to the requirements of Section 106.45 of the Title IX Rule. All 
parties will have a full and fair opportunity, through the investigation process, to suggest 
witnesses and questions, to provide evidence and expert witnesses, and to fully review and 
respond to all evidence on the record.   The investigator will assist the Title IX Coordinator with 

conducting an initial assessment to determine if the allegations constitute a potential violation of 
this Policy.   The Investigator will prepare the initial Notice of Investigation and Allegation 
(NOIA). The NOIA may be amended with any additional or dismissed allegations.   
 

The Parties shall be provided with written notice of the date, time, location, and participants of 
all investigative interviews.  Each party will be provided the opportunity to suggest witnesses 
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and questions they wish the Investigator to ask of the other party and witnesses, and the 
opportunity to suggest documents to be reviewed for relevant information.     
 

Each party will have the opportunity to review the relevant evidence the Investigator deems to 
be directly related to the allegations raised in the complaint, including exculpatory evidence.   
 
Prior to completion of the investigative report the Parties will be given a draft investigative 

report summarizing the investigation; all witness interviews, and addressing all relevant 
evidence.  Appendices including relevant physical or documentary evidence will be included.   
The Parties will be given ten (10) business days to verify the accuracy of the summary of their 
interviews and to submit a written response to the draft investigative report.  A Party may elect to 

waive in writing the full ten days for response.  The Investigator will consider the responses prior 
to completion of the final investigative report.  The investigative report shall not render 
recommended disposition of the violations of this Policy alleged in the complaint.  The final 
investigative report shall be delivered to the Title IX Coordinator and to the parties and their 

Advisors through secure electronic transmission or by a hard copy at least ten (10) business days 
prior to a hearing. 
 
14. Role and Participation of Witnesses in the Investigation  

  
Witnesses (as distinguished from the parties) who are employees of CCM are expected to 
cooperate with and participate in the CCM’s investigation and resolution process.  
  

While in-person interviews for parties and all potential witnesses are ideal, circumstances (e.g., 
study abroad, summer break) may require individuals to be interviewed remotely. Skype, 
Zoom, FaceTime, WebEx, or similar technologies may be used for interviews if the 
Investigator determines that timeliness or efficiency dictate a need for remote interviewing.  

Appropriate steps will be taken to reasonably ensure the security/privacy of remote interviews.  
If deemed appropriate by the Investigator, witnesses may provide written statements in lieu of 
interviews or choose to respond to written questions. If a witness submits a written statement 
but does not intend to be present for cross examination at a hearing, their written statement 

may not be used as evidence unless arrangements are made for cross examination of the 
witness by electronic video recording prior to the hearing.   
 
15. Recording of Interviews  

  
No unauthorized audio or video recording of any kind is permitted during investigation meetings 
by an individual other than the Investigator.   If Investigator elects to audio and/or video record 
interviews, all involved parties must be made aware of the Investigator’s audio and/or video 

recording and provided with a copy of the recording.  
  
16. Evidentiary Considerations in the Investigation  
  

The investigation does not consider: 1) incidents not directly related to the alleged violation, 
unless they evidence a pattern; 2) the character of the parties; or 3) questions and evidence about 
the Complainant’s sexual predisposition or prior sexual behavior, unless such questions and 
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evidence about the Complainant’s prior sexual behavior are offered to prove that someone other 
than the Respondent committed the conduct alleged by the Complainant, or if the questions and 
evidence concern specific incidents of the Complainant’s prior sexual behavior with respect to 

the Respondent and are offered to prove consent.   
 
17. Referral for Hearing  
  

Provided that the complaint is not resolved through Informal Resolution, once the final 
investigation report is shared with the parties, the Title IX Coordinator will refer the matter for a 
hearing.  The hearing cannot be held less than ten (10) business days from the date that the final 
investigation report is transmitted to the parties and the Decision-maker, unless all parties and 

the Decision-maker agree to an expedited timeline.   
 
18. Hearing Decision-maker Composition   
  

The Title IX Coordinator will designate a single Decision-maker or a three-member panel from 
the Pool, at the discretion of the Title IX Coordinator. The single Decision-maker will Chair the 
hearing. With a panel, one of the three members will be appointed  as Chair by the Title IX 
Coordinator.  The Decision-maker will not have had any previous involvement with the 

investigation. The Title IX Coordinator may elect to have an alternate from the Pool sit in 
throughout the resolution process in the event that a substitute is needed for any reason.  
  
Because the Investigator may be a witness in the hearing the Investigator may not serve as a 

Decision-maker. Those who are serving as Advisors for any party may not serve as Decision -
makers in that matter.    
  
The Title IX Coordinator may not serve as a Decision-maker or hearing chair in the matter but 

may serve as an administrative facilitator of the hearing.  The hearing will convene at a time 
determined by the hearing Chair.   
 
The parties will be given the identity of the Decision-maker at least ten (10) business days in 

advance of the hearing.  All objections to any Decision-maker must be raised in writing, 
detailing the rationale for the objection, and must be submitted to the  Title IX Coordinator as 
soon as possible and no later than five (5) business days prior to the hearing.  Decision -makers 
will only be removed if the Title IX Coordinator concludes that their bias or conflict of interest 

precludes an impartial hearing of the allegation(s).   
 
19. Evidentiary Considerations in the Hearing 

  

Any evidence that the Decision-maker determines to be relevant and credible may be 
considered. The hearing does not consider: 1) incidents not directly related to the alleged policy 
violation, unless they evidence a pattern; 2) the character of the parties ; or 3) questions and 
evidence about the Complainant’s sexual predisposition or prior sexual behavior, unless such 

questions and evidence about the Complainant’s prior sexual behavior are offered to prove that 
someone other than the Respondent committed the conduct alleged by the Complainant, or if the 
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questions and evidence concern specific incidents of the Complainant’s prior sexual behavior 
with respect to the Respondent and are offered to prove consent.   
  

Previous disciplinary action of any kind involving the Respondent may be considered in 
determining an appropriate sanction upon a determination of violation of the Title IX policy., 
This information is only considered at the sanction stage of the process.   
  

The parties may each submit a written impact statement prior to the hearing for the consideration 
of the Decision-maker at the sanction stage of the process if a determination of violation of the 
Title IX policy is made.   
 

20. Notice of Hearing   
  
No less than ten (10) business days prior to the hearing, the Title IX Coordinator or the hearing 
Chair will send notice of the hearing to the parties, and if they are needed, to the witnesses, as 

well. Once mailed, emailed, and/or received in-person, notice will be presumptively deemed to 
be delivered.   
  
The hearing notice will contain:  

  
• A description of the alleged violation(s), a list of all policies allegedly violated, a 

description of the applicable procedures, and a statement of the potential 
sanctions/responsive actions that could result.  

• The time, date, and location of the hearing and a reminder that attendance is mandatory, 
superseding all other campus activities.   

• Any technology that will be used to facilitate the hearing.  
• Information about the option for the live hearing to occur with the parties located in 

separate rooms using technology that enables the Decision-maker and parties to see and 
hear a party or witness answering questions. Such a request must be received by the Title 
IX Coordinator at least five (5) business days prior to the hearing.  

• A list of all those who will attend the hearing or participate remotely, along with an 

invitation to object to any Decision-maker on the basis of demonstrated bias. This must 
be raised with the Title IX Coordinator at least five (5) business days prior to the hearing.  

• Information on how the hearing will be recorded and on access to the recording for the 
parties after the hearing.  

• A statement that if any party or witness does not appear at the scheduled hearing, the 
hearing may be held in their absence, and the party’s or witness’s testimony and any 
statements given prior to the hearing will not be considered by the Decision-makers) 
except for the prior video recording of cross examination of an unavailable witness.  For 

compelling reasons, the Chair may reschedule the hearing.   
• Notification that the parties may have the assistance of an Advisor of their choosing at 

the hearing, and will be required to have an Advisor present to conduct any cross 
examination of a party or witness. The party must notify the Title IX Coordinator if they 

do not have an Advisor, and the Title IX Coordinator will appoint one without cost. Each 
party must have an Advisor present at the hearing. There are no exceptions.   
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• A copy of all the materials provided to the Decision-maker about the matter will be 
included with the hearing Notice unless they have been provided already   

• An invitation to each party to submit to the Chair an impact statement pre-hearing that 

the Decision-maker will review during any sanction determination.  
• An invitation to contact the Title IX Coordinator to arrange any disability 

accommodations, language assistance, and/or interpretation services that may be needed 
at the hearing, at least five (5) business days prior to the hearing.   

• The preclusion of mobile phones/devices during the hearing.  
  
Hearings for possible violations that occur near or after the end of an academic term (assuming 
the Respondent is still subject to this Policy) and are unable to be resolved prior to the end of 

term will typically be held immediately after the end of the term or during the summer, as 
needed, to meet the resolution timeline followed by CCM and remain within the 60-90 business 
day goal for resolution.  In these cases, if the Respondent is a graduating student, a hold may be 
placed on graduation and/or official transcripts until the matter is fully resolved (including any 

appeal). A student facing charges under this Policy is not in good standing to graduate.   
  
21. Alternative Hearing Participation Options   

  

If a party or parties prefer not to attend or cannot attend the hearing in person, the party should 
request alternative arrangements from the Title IX Coordinator at least five (5) business days 
prior to the hearing.  The Title IX Coordinator may arrange to use technology to allow remote 
testimony provided that the fairness of the hearing is not compromised. Remote options may 

also be needed for witnesses who cannot appear in person. Any witness who cannot attend in 
person should let the Title IX Coordinator know at least five (5) business days prior to the 
hearing so that appropriate arrangements can be made.   

  

22. Pre-Hearing Participation Assessments  

 
Any witness scheduled to participate in the hearing must have been first interviewed by the 
Investigator or have delivered to the Investigator a written statement or answers to written 

questions, unless all parties and the Chair assent to the witness’s par ticipation in the hearing.  
The same holds for any evidence that is first offered at the hearing.  If the parties and Chair do 
not assent to the admission of evidence newly offered at the hearing, the Chair may delay the 
hearing and instruct that the investigation need to be reopened to consider that evidence if the 

Chair is satisfied that the newly offered evidence (i) was not previously available, and (ii) is 
material to a determination of the alleged policy violations.   
 
The Title IX Coordinator will give the Decision-maker a list of the names of all parties, 

witnesses, and Advisors at least five (5) business days in advance of the hearing. Any Decision -
maker who cannot make an objective determination must recuse themselves from the 
proceedings when notified of the identity of the parties, witnesses, and Advisors in advance of 
the hearing.  If a Decision-maker is unsure of whether a bias or conflict of interest exists, they 

will refer the concern to the Title IX Coordinator.   
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23. Pre-Hearing Meetings  

  
The Decision-maker may convene a pre-hearing meeting or telephone conference with the 

parties and/or their Advisors to invite them to submit the questions or topics they (the parties 
and/or their Advisors) wish to ask or discuss at the hearing, so that the Decision-maker can rule 
on their relevance ahead of time to avoid any improper evidentiary introduction in the hearing or 
provide recommendations for more appropriate phrasing. However, this advance review 

opportunity does not preclude the Advisors from asking at the hearing for a reconsideration 
based on any new information or testimony offered at the hearing. The Decision-maker shall 
document and share with the parties the Decision-maker’s rationale for any exclusion or 
inclusion at this pre-hearing meeting.  

  
The Chair, only with the consent of the parties, may decide in advance of the hearing that certain 
witnesses do not need to be present if their testimony can be adequately summarized by the 
Investigator(s) in the investigation report or during the hearing.   

  
At each pre-hearing meeting or conference call with parties and their Advisors, the Chair will 
consider arguments that evidence identified in the final investigation report as relevant is, in fact, 
not relevant. Similarly, evidence identified as directly related but not relevant by the Investigator 

may be argued to be relevant. The Chair may rule on these arguments pre-hearing and will 
exchange those rulings between the parties prior to the hearing to assist in preparation for the 
hearing. The Chair may consult with legal counsel and/or the Title IX Coordinator, or ask either 
or both to participate in pre-hearing meetings or conference calls. Pre-hearing meetings and 

conference calls will not be recorded.  However, the Chair shall transmit to the parties wri tten 
confirmation of his pre-hearing evidentiary rulings.  
  
24. Hearing Procedures  

  
The hearing shall be conducted as a live hearing.   At the hearing, the Decision -maker has the 
authority to hear and make determinations on all allegations of discrimination or harassment 
based on sex. 

  
Participants at the hearing will be limited to  the Chair, any additional Decision -maker(s) or 
panelists, the hearing facilitator, the Investigator who conducted the investigation, the parties, or 
three (3) organizational representatives when an organization is the Respondent, Advisors to the 

parties, any called witnesses, the Title IX Coordinator and anyone required to provide authorized 
accommodations or assistive or technical services. . The hearing facilitator attends to logistics of 
rooms for various parties/witnesses as they flow in and out of the hearing space; ensuring 
recording and/or virtual conferencing technology is working as intended; and copying and 

distributing materials to participants, as appropriate.  
 
The Chair will rule on all questions of procedure. Anyone appearing at the hearing to provide 
information will respond to questions on their own behalf and not through an Advisor.  The 

Chair will allow a witness who has relevant information to appear at a portion of the hearing in 
order to respond to specific questions from the Decision-maker(s) and the parties, and then the 
witness will be excused.   
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Title IX hearings under this Policy are not court trials conducted by a judge, but rather 
administrative hearings overseen by layperson officials designated by the college.  

 

25. Joint Hearings  
  
In hearings involving more than one Respondent or in which two (2) or more Complainants have 

accused the same individual of substantially similar conduct arising out of the same facts or 
circumstances, the allegations may be consolidated and heard jointly.   However, the Title IX 
Coordinator may permit the investigation and/or hearings pertinent to each Respondent to be 
conducted separately if there is a compelling reason to do so. In joint hearings, separate 

determinations of responsibility will be made for each Respondent with respect to each alleged 
policy violation.   
 
26. Investigator Presents the Final Investigation Report  

 
Upon the Chair convening the hearing, the Investigator will present a summary of the final 
investigation report, including items that are contested and those that are not. The Investigator 
will be subject to questioning by the Decision-maker and the parties through their Advisors. The 

Investigator will be present during the entire hearing process, but not during deliberations.  The 
parties, their Advisors and the Decision-maker shall refrain from asking the Investigator for 
opinions on credibility, recommended findings, or determinations.  If such information is 
introduced, the Chair will direct that it be disregarded.  

 
27. Testimony and Questioning  
 
After the Investigator presents the investigation report and is questioned, the parties and 

witnesses may provide relevant information in turn, beginning with the Complainant, and then in 
the order determined by the Chair. The parties/witnesses will submit to questioning by the 
Decision-maker and then by the parties through their Advisors (“cross-examination”).   
 

All questions are subject to a relevance determination by the Chair. The Advisor, who will 
remain seated during questioning, will proffer questions to the Chair orally, electronically, or in 
writing (orally is the default).  The Chair will determine whether the question will be permitted, 
disallowed, or rephrased based upon whether the question furthers truth seeking of information 

relevant to determination of the alleged policy violation.  The Chair may invite arguments 
regarding relevance with the Advisors, if the Chair so chooses. The Chair will then announce on 
the record the ruling on the relevance of the question and advise the party/witness to whom the 
question was directed, accordingly. The Chair will explain any decision to exclude a question as 

not relevant, or to reframe it for relevance.  The Chair will limit or disallow questions on the 
basis that they are irrelevant, repetitious (and thus irrelevant), abusive or badgering. The Chair 
has final say on all questions and determinations of relevance and admissibility. The Chair may 
consult with legal counsel on any questions of admissibility. The Chair may ask advisors to 

frame why a question is or is not relevant from their perspective but will not entertain argument 
from the advisors on relevance once the Chair has ruled on a question.   
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If the parties raise an issue of bias or conflict of interest of an Investigator or Decision -maker at 
the hearing, the Chair may elect to address those issues, consult with legal counsel, and/or refer 
them to the Title IX Coordinator.   

 
28. Refusal to Submit to Cross-Examination and Inferences  
 
If a party or witness declines  to submit to cross-examination at the hearing, either because they 

do not attend the meeting and have not submitted to pre-hearing video cross-examination, or 
they attend but refuse to participate in questioning, then the Decision-maker may not rely on any 
prior statement made by that party or witness  (including those contained in the investigation 
report) in the ultimate determination of responsibility. The Decision-maker must disregard that 

statement. Evidence provided that is something other than a statement by that party or witness 
may be considered.  
 
If the party or witness participates in the hearing and answers some cross-examination questions, 

those statements related to the cross-examination questions they refuse to answer cannot be 
relied upon. However, prior statements of the party who is refusing to submit to cross-
examination or refuses to attend the hearing that are the subject of the allegation itself (e.g., the 
case is about verbal harassment or a quid pro quo offer), are not precluded from admission.  

 
The Decision-maker may not draw any inference solely from a party’s or witness’s absence from 
the hearing or refusal to answer cross-examination or other questions.   
 

29.  Advisors Required to Comply with Hearing Rules of Decorum 

 
If a party’s Advisor of choice refuses to comply with the CCM’s established rules of decorum 
for the hearing, the Title IX Coordinator may require the party to use a different Advisor. The 

Decision-maker may instruct the Title IX Coordinator to provide the party with another Advisor 
to conduct cross-examination if the Advisor chosen by a party refuses to comply with the rules 
of decorum.  
 

30. Recording Hearings  
  
Hearings (but not deliberations) are recorded by the hearing facilitator for purposes of review in 
the event of an appeal. The parties may not record the proceedings and no other unauthorized 

recordings are permitted. The parties shall be provided with access to the recording of the 
hearing for review.   
 
31. Deliberation, Decision-making, and Standard of Proof  

  
After the hearing the Decision-maker shall deliberate and render a determination based on the 
preponderance of the evidence; whether it is more likely than not that the Respondent violated 
the Policy as alleged.  The Decision-maker(s) if a panel, will deliberate in closed session and 

determine by a simple majority vote whether the Respondent is responsible or not responsible for 
the policy violation(s) in question.   
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When there is a finding of responsibility on one or more of the allegations, the Decision -maker 
may then consider the previously submitted party impact statements in determining appropriate 
sanction(s).  Each of the parties will be given an opportunity to review any impact statement 

submitted by the other party(ies). The Decision-maker may consider but shall not be bound by 
the impact statements.   
 
The Decision-maker will review any pertinent conduct history provided by the appropriate CCM 

administrator and will determine the appropriate sanction(s) in consultation with other 
appropriate administrators, as required.  The Decision-maker will then prepare a written 
statement of findings and deliver it to the Title IX Coordinator, identifying the policy violations 
alleged, detailing the determination, rationale, the evidence used in support of the determination, 

the evidence disregarded, credibility assessments, and any sanctions or recommendations.  This 
statement of findings will be submitted to the Title IX Coordinator within five (5) business days 
of the end of deliberations, unless the Title IX Coordinator grants an extension.  If an extension 
is granted, the Title IX Coordinator will notify the parties.   

 
32. Notice of Outcome  
  
Using the statement of findings, the Title IX Coordinator will work with the Decision -maker to 

prepare a Notice of Outcome. The Notice of Outcome may be reviewed by legal counsel for 
CCM.  The Title IX Coordinator will then provide the Notice of Outcome including the 
statement of findings, simultaneously to the parties and their Advisors within ten (10) business 
days of receiving the Decision-maker’s statement of findings. The Notice of Outcome will be 

provided in writing and may be delivered by one or more of the following methods: in person, 
mailed to the local or permanent address of the parties as indicated in official CCM records, or 
emailed to the parties’ CCM issued email or otherwise approved account. Once mailed, emailed, 
and/or received in-person, notice will be presumptively delivered.  The Notice of Outcome will: 

• identify the specific policy violations alleged; 

• a description of the procedural steps taken by the CCM from the receipt of the formal 
complaint through the Decision-maker’s determination, including any and all 

notifications to the parties, interviews with parties and witnesses, methods used to 
obtain evidence, and hearings held; 

• the findings of fact that support the determination;  

• a Conclusion regarding application of the policy to the facts; 

• a statement of, and rationale for, the result of each allegation to the extent CCM is 
permitted to share such information under state or federal law;  

• any sanctions imposed to the extent that CCM is permitted to share the same 

according to state or federal law; 

• and any remedies provided to the Complainant designed to ensure access to CCM’s 
educational or employment program or activity, to the extent CCM is permitted to 
share such information under state or federal law.  

 
The Notice of Outcome will also include information on when the results are considered by 
CCM to be final, any changes that occur prior to finalization, and the available appeal options 
and the permissible grounds for either party to appeal.   
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33. Sanctions  
  
Factors considered when determining a sanction/responsive action may include, but are not 

limited to:   
• The nature, severity of, and circumstances surrounding the violation(s)   
• Respondent’s disciplinary history   
• Previous allegations or allegations involving similar conduct   

• The need for sanctions/responsive actions to bring an end to the sex-based discrimination 
or harassment, and/or retaliation  

• The need for sanctions/responsive actions to prevent the future recurrence of sex -based 
discrimination or harassment, and/or retaliation  

• The need to remedy the effects of the sex-based discrimination or harassment, and/or 
retaliation on the Complainant and the community  

• The impact on the parties  
• Any other information deemed relevant by the Decision-maker  

  
The sanctions will be implemented as soon as is feasible, either upon the outcome of any appeal 
or the expiration of the time to appeal without an appeal being requested, except that sanctions 
may be implemented pending disposition of an appeal if required to prevent any further harm to 

Complainant or to cease continuance of conduct found to violate CCM’s Title IX Policy.   
  
The sanctions described in this policy are not exclusive of, and may be in addition to, other 
actions taken or sanctions imposed by external authorities.   

  
a. Student Sanctions   

  
The following are sanctions that may be imposed upon a student or organizations singly 

or in combination:   
  

• Warning: A formal statement that the conduct was unacceptable and a warning that 
further violation of any CCM policy, procedure, or directive will result in more 

severe sanctions/responsive actions.   
• Required Counseling: A mandate to meet with and engage in either CCM-sponsored 

or external counseling to better comprehend the misconduct and its effects.     
• Probation: A written reprimand for violation of institutional policy, providing for 

more severe disciplinary sanctions in the event that the student or organization is 
found in violation of any institutional policy, procedure, or directive within a 
specified period of time. Terms of the probation will be articulated and may include 
denial of specified social privileges, exclusion from co-curricular activities, exclusion 

from designated areas of campus, no-contact orders, and/or other measures deemed 
appropriate.   

• Suspension: Termination of student status for a definite period of time not to exceed 
two years and/or until specific criteria are met. Students who return from suspension 

are automatically placed on probation through the remainder of their tenure as a 
student at CCM.  
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• Expulsion:  Permanent termination of student status and revocation of rights to be on 
campus for any reason or to attend CCM-sponsored events.  This sanction will be 
noted permanently as a Conduct Expulsion on the student’s official transcript, subject 

to any applicable expungement policies.   
• Withholding Diploma: CCM may withhold a student’s diploma for a specified period 

of time and/or deny a student participation in commencement activities if the student 
has an allegation pending or as a sanction if the student is found responsible for an 

alleged violation.   
• Revocation of Degree: CCM reserves the right to revoke a degree previously 

awarded from the CCM for fraud, misrepresentation, and/or other violation of CCM 
policies, procedures, or directives in obtaining the degree, or for other serious 

violations committed by a student prior to graduation.   
• Organizational Sanctions: Deactivation, loss of recognition, loss of some or all 

privileges (including CCM support and advisement) for a specified period of time.   
• Other Actions: In addition to or in place of the above sanctions, the CCM may assign 

any other sanctions as deemed appropriate.  
  

b. Employee Sanctions   
  

Responsive actions for an employee who has engaged in harassment, discrimination, 
and/or retaliation include:   
• Warning – Verbal or Written  
• Performance Improvement/Management Process  

• Required Counseling   
• Required Training or Education  
• Probation  
• Suspension with pay  

• Suspension without pay  
• Withholding salary increment  
• Termination   
• Other Actions: In addition to or in place of the above sanctions, CCM may assign 

any other sanctions as deemed appropriate.  
 

34. Withdrawal or Resignation While Charges Pending    

  

Students:  If an allegation is pending against a student for violation of this Policy, CCM may 
place a hold on a student’s ability to graduate and/or to receive an official transcript/diploma.   
 
Should a student decide to not participate in the resolution process, the process proceeds absent 

the student’s participation to a reasonable resolution.  Should a student Respondent withdraw 
from CCM, the resolution process ends.    CCM will continue to address and remedy any 
systemic issues, variables that may have contributed to the alleged violation(s), and any ongoing 
effects of the alleged sex-based harassment or discrimination, and/or retaliation. The student 

who withdraws or leaves while the process is pending may not return to CCM.  Such exclusion 
applies to all campuses of CCM. A hold will be placed on the student’s ability to be readmitted.  
The student Respondent may also be barred from CCM property and/or events.  If the student 
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Respondent only withdraws or takes a leave for a specified period of time (e.g., one semester or 
term), the resolution process may continue remotely and that student may not be permitted to 
return to CCM unless and until all sanctions have been satisfied.   

  
During the resolution process, CCM may put a hold on a responding student’s transcript or place 
a notation on a responding student’s transcript or dean’s disciplinary certification that a 
disciplinary matter is pending.   

  
Employees: Should an employee Respondent resign with unresolved allegations pending, the 
resolution process ends as CCM no longer has disciplinary jurisdiction over the resigned 
employee.  However, CCM will continue to address and remedy any systemic issues, variables 

that contributed to the alleged violation(s), and any ongoing effects of the alleged harassment or 
discrimination.  The employee who resigns with unresolved allegations pending is not eligible 
for rehire with CCM, and the records retained by the Title IX Coordinator will reflect that status.   
  

All CCM responses to future inquiries regarding employment references will comply with 
applicable state and federal disclosure requirements.  
  
35. Appeals   

 
Any party may file a written request for appeal (“Request for Appeal”) provided that it is 
received by the Title IX Coordinator and the other party within ten (10) calendar days of the 
delivery of the Notice of Outcome to the party.   A party opposing the Request for Appeal 

may deliver a Statement Opposing the Appeal Request which must be received by the Title 
IX Coordinator and the party requesting the appeal within five (5) calendar days from receipt 
of the Request for Appeal.   The Title IX Coordinator shall determine if the request meets the 
grounds for appeal.  This review is not a review of the merits of the appeal, but solely a 

determination as to whether the request meets one of the grounds for appeal and is timely 
filed.   
 

a. Grounds for Appeal  

 
Appeals are limited to the following grounds:  

(A) Procedural irregularity that affected the outcome of the matter;  
(B) New evidence that was not reasonably available at the time the Decision-maker’s 

determination regarding responsibility or dismissal was made, that could affect 
the outcome of the matter; 

(C) The Title IX Coordinator, Investigator(s), or Decision-maker(s) had a conflict of 
interest or bias for or against Complainants or Respondents generally or the 

specific Complainant or Respondent that affected the outcome of the matter and 
the conflict or bias was not known at the time of the hearing;  

(D) The determination is based upon a material finding that uncontroverted hearing 
proofs show to be erroneous; or 

(E) Where there is compelling reason to modify any sanction and such modification 
would not adversely impact the Complainant.   
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If the Request for Appeal does not meet one of the above grounds for appeal, that 
request will be denied by the Title IX Coordinator and the parties and their Advisors 
will be notified in writing of the denial and the rationale.  If the Title IX Coordinato r 

determines that the Request for Appeal meets one or more grounds for appeal, the Title 
IX Coordinator will issue a Grant of Appeal for determination by the  CCM Vice 
President having disciplinary authority over the Respondent (“Appeal Authority”).  
The Title IX Coordinator will transmit a copy of the Grant of Appeal to the party(ies) 

and their Advisors, and, when appropriate, the Investigators and/or the original 
Decision-maker.  If a Grant of Appeal is issued the other party have shall have ten (10) 
calendar s days from receipt of the Grant of Appeal within which to submit to the Title 
IX Coordinator a response to the portion of the appeal that was granted and/or a 

Request for Cross Appeal. All responses will be forwarded by the Title IX Coordinator 
to the Appeal Authority and to all parties.  The Title IX Coordinator will review the 
Request for Cross Appeal and either denied or approved based upon whether the Title 
IX Coordinator finds the cross appeal to meet one of the grounds for appeal. If 

approved, the Title IX Coordinator will forward a Grant of Cross Appeal to the Appeal 
Authority and to the party who initially requested an appeal, the Investigator(s) and/or 
original Decision-maker), as necessary. 
 

Each party will have ten (10) calendar days from receipt of a Grant of Appeal or Grant of 
Cross Appeal to submit to the Appeal Authority and the opposing party their response to 
the Grant of Appeal or Grant of Cross Appeal.    
  

Neither party may submit any new requests for appeal after expiration of 10 calendar 
days from the date of the Grant of Appeal or date of Cross Appeal, whichever last 
occurs, (“Closure of Appeal Filing”). Upon Closure of the Appeal Filing the Title IX 
Coordinator will collect any additional information needed, the recording of the 

hearing, and all documentation regarding the approved grounds of appeal and the 
subsequent responses, and will transmit the same to the Appeal Authority.  The 
Appeal Authority will render a decision in no more than 10 business days after the 
Closure of the Appeal Filing, barring exigent circumstances. All appeal decisions will 

apply the preponderance of the evidence standard.  
 
A Notice of Appeal Outcome will be sent to all parties simultaneously including the 
decision on each approved ground and rationale for each decision. The Notice of Appeal 

Outcome will specify the finding on each ground for appeal, any specific instructions for 
remand or reconsideration, any sanctions or modifications that may result that CCM is 
permitted to share according to state or federal law, and the rationale supporting the 
essential findings to the extent CCM is permitted to share under state or federal law.    

  
Transmittal of the Notice of Appeal Outcome will be made in writing and may be 
delivered by one or more of the following methods: in person, mailed to the local or 
permanent address of the parties as indicated in official institutional records, or emailed 

to the parties’ CCM issued email or otherwise approved account. Once mailed, emailed 
and/or received in-person, notice will be presumptively delivered.   The Notice of Appeal 
shall be final and non-appealable by student Respondents or Respondents who are 



College Rules and Regulations  2.2021.43 
 

October 20, 2020 (Effective August 14, 2020) 

43 

managerial employees.  Imposition of discipline against employee Respondents in a 
collective bargaining unit may be grieved under the terms of the applicable Collective 
Negotiations Agreement to the extent not inconsistent with the mandates of the Title IX 

Rule.  
  

b. Sanctions Status During the Appeal  
 

Any sanctions imposed as a result of the issuance of the Notice of Outcome are stayed 
during the appeal process except for emergency removals pursuant to Section I (9) of the 
Policy. Supportive measures may be reinstated, subject to the same supportive measure 
procedures above.   

 
If any of the sanctions are to be implemented immediately post-hearing, the emergency 
removal procedures detailed in Section I (9) of the Policy afford Respondent the right 
to request a meeting with the Title IX Coordinator to be held within 48 hours of 

implementation to contest the justification for the emergency removal. CCM may l 
place holds on official transcripts, diplomas, graduations, and course registration 
pending the outcome of an appeal when the original sanctions include suspension or 
termination of student status. 

 
c. Appeal Considerations  

 
● Decisions on appeal are to be deferential to the original decision, making changes to 

the finding only when there is clear error and to the sanction(s)/responsive action(s) 
only if there is a compelling justification to do so.  

● Appeals are not intended to provide for a full re-hearing (de novo) of the 
allegation(s). In most cases, appeals are confined to a review of the written 

documentation or record of the original hearing and pertinent documentation 
regarding the specific grounds for appeal.   

●  The Appeal Authority will not substitute his/her judgment for that of the original 
Decision-maker merely because of disagreement with the finding and/or sanction(s).   

● The Appeal Authority may consult with the Title IX Coordinator or client privileged 
consultation with CCM attorney on questions of procedure or rationale, if 
clarification is needed.  

●  Appeals granted based on new evidence should normally be remanded to the original 

Investigator and/or Decision-maker for reconsideration.  
● Once an appeal is decided, the outcome is final: further appeals are not permitted, 

even if a decision or sanction is changed on remand (except in the case of a new 
hearing).  A Respondent in a collective negotiations unit retains the right to grieve 

any sanction imposed by the Notice of Outcome or Notice of Appeal Outcome.   
● The results of a remand to a Decision-maker cannot be appealed.   
● In cases in which the appeal results in reinstatement to CCM or resumption of 

privileges reasonable attempts will be made to restore the Respondent to their prior 

status, recognizing that some opportunities lost may be irreparable in the short term.  
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36. Long-Term Remedies/Other Actions  

 
Following the conclusion of the resolution process, and in addition to any sanctions 

implemented, the Title IX Coordinator may implement additional long-term remedies or actions 
with respect to the parties and/or the campus community that are intended to s top sex-based 
harassment, discrimination, and/or retaliation, remedy the effects, and prevent reoccurrence.   
  

These remedies/actions may include, but are not limited to:   
  

• Referral to counseling and health services  

• Referral to the Employee Assistance Program  
• Education to the individual and/or the community   
• Permanent alteration of work arrangements for employees  
• Provision of campus safety escorts  

• Educational or working environment surveys  
• Policy modification and/or training  
• Provision of accommodations   

• Implementation of no contact limitations between the parties  
• Implementation of adjustments to academic deadlines, course schedules, etc.   

  

At the discretion of the Title IX Coordinator, certain long-term support or measures may be 
provided to the parties even if no policy violation is found.  When no policy violation is found, 
the Title IX Coordinator will address any remedies required to ameliorate adverse academic 
impacts suffered by Respondent and to restore effective educational access.  

 
CCM will maintain the privacy of any long-term remedies/actions/measures, provided privacy 
does not impair CCM’s ability to provide these services.   
 

37. Failure to Comply with Sanctions and/or Interim and Long-term Remedies and/or 

Responsive Actions  

  
All Respondents are expected to comply with the assigned sanctions, responsive actions, and/or 

corrective actions within the timeframe specified by the final Decision -maker (including the 
Appeal Authority).   
  
Failure to abide by the sanction(s)/action(s) imposed by the date specified, whether by refusal, 

neglect, or any other reason, may result in additional sanction(s)/action(s), including suspension, 
expulsion, and/or termination from CCM and may be noted on a student’s official transcript.  A 
suspension will only be lifted when compliance is achieved to the satisfaction of the Title IX 
Coordinator.    
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SECTION III:  POLICY IMPLEMENTATION ACTIONS  

 
1. Recordkeeping and Confidentiality 

  
CCM will maintain for a period of at least seven years the following as confidential records:  
  

1. Each sexual harassment investigation including any determination regarding 

responsibility and any audio or audiovisual recording or transcript;  
2. Any disciplinary sanctions imposed on the Respondent;   
3. Any remedies provided to the Complainant designed to restore or preserve equal access 

to the CCM’s education program or activity;  

4. Any appeal and the result therefrom;  
5. Any Informal Resolution and the result therefrom;   
6. Materials used to train Title IX Coordinators, Investigators, Decision-makers, and any 

person who facilitates an Informal Resolution process. CCM will make these training 

materials available upon request for public inspection; and  
7. Any actions, including any supportive measures, taken in response to a report or formal 

complaint of sexual harassment or discrimination, including:  
a. The basis for CCM’s response to allegations of sex-based harassment or 

discrimination;   
b. Any measures implemented to restore or preserve equal access to the CCM’s 

education program or activity; and   
c. The reasons for denial of requests for supportive measures.   

  
The identity of any individual reporting or complaining of discrimination or harassment on the 
basis of sex, and the identity of any individual reported to be the perpetrator of sex 
discrimination or harassment, will be kept confidential except as required  to conduct any 

investigation, hearing or judicial proceedings arising under this Policy or under Title IX, or 
except as required by law.    
 
2. Disabilities Accommodations in the Resolution Process  

  
CCM is committed to providing reasonable accommodations and support to qualified students, 
employees, or others with disabilities to ensure equal access to the resolution process established 
by this Policy.  Anyone needing such accommodations or support should  contact the Director of 

Accessibility Services or the HR Compliance Officer, who will review the request and, in 
consultation with the person requesting the accommodation and the Title IX Coordinator, 
determine which accommodations are appropriate and necessary for full participation in the 
process.   

 
3. Prohibition of Discrimination on the Basis of Sex in Employment 

 

CCM prohibits discrimination in employment decisions on the basis of sex, including 

recruitment and hiring, and distinctions in rates of compensation and benefits.  CCM will not 
administer any test or apply other criterion for any employment opportunity wh ich has a 
disproportionately adverse effect on persons on the basis of sex.  Employment actions and 
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practices will not be based upon potential marital, parental, family status, or pregnancy.  Pre -
employment inquiries will not include marital status or sex.   
 

4. Retaliation Prohibited 

 

This Policy prohibits intimidation, threats, coercion or discrimination for the purpose of 
interfering with any right or privilege secured by Title IX or as retaliation for any report, 

complaint, testimony, or participation or refusal to participate in any proceeding under this Title 
IX Policy.    
  
5. Revision of this Policy and Procedures  

 
This Policy and procedures supersede any conflicting provisions of previous policy(ies) 
addressing discrimination or harassment on the basis of sex and/or retaliation.  The Title IX 
Coordinator will annually review and recommend for adoption required updates to this Policy.  

CCM reserves the right to make changes to this Policy as necessary, and once those changes are 
posted online, they are in effect.   
  
During the resolution process, the Title IX Coordinator may make minor modifications to 

procedures that do not materially jeopardize the fairness owed to any party, such as to 
accommodate summer schedules. The Title IX Coordinator may also vary procedures materially 
with notice (on the institutional website, with the appropriate effective date identified) upon 
determining that changes to law or regulation require policy or procedural alterations not 

reflected in this Policy and procedures.  If government laws or regulations change, or court 
decisions alter the terms or procedures set forth in this Policy, this Policy will be construed and 
applied in a manner that complies with the most recent government regulations or applicable 
judicial holdings.   

 
This document does not create legally enforceable protections beyond the protections afforded 
under  the background state and federal laws and regulations which this Policy is intended to 
comply with. 

 
This Policy and resolution procedures were adopted by the Board of Trustees of County College 
of Morris) to be effective on August 14, 2020.  
 

 
 



College Employees Generally 3:1001.1 

December, 1966 Revised 
May 19, 2010 

Reviewed January 10, 2026 

 

 

Health Benefits Program 

 
WHEREAS, the County College of Morris (“the College”) is a participating employer in the 

School Employees’ Health Benefit Program (P.L. 2007.x.103; N.J.S.A. 52:14-17.46.1 et. Seq.); 

BE IT RESOLVED, That as a participating employer the College will remit to the State Treasury 

employer and employee contributions to premiums on account of employee coverage and 
periodic charges in accordance with the requirements of the statute and the rules and regulations 
duly promulgated thereunder. The employer contributions to premiums shall be computed after 
reduction for employee contributions to premiums as required by statute, the applicable 

collective negotiations agreement, or College policies applicable to non-bargaining unit 
employees; and 

BE IT FURTHER RESOLVED, That the Vice President of  Human Resources and Labor 
Relations, or designee, shall act as Certifying Agent in the administration of this program. 
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Code of Ethics for County College of Morris Employees 
 
1. Application 

 
 This Code of Ethics is applicable to full-time, part-time, and temporary employees of the County College of 

Morris. 

 
2. Definitions 
 

 When used in this code of ethics, the following words and terms shall have the following meanings, unless 
the context clearly indicates otherwise. 

 
 "Board" means the Board of Trustees of the College. 
 

 “College matter” means any application, award, bid, claim, contract, license, proceeding, resolution, or 
transaction made by, to, against or with the College, or which requires any official action by the Board, 
officers or employees. 

 
 “Continuing outside employment” means outside employment or business activity which requires that the 

employee render services, furnish goods or devote time to a business, professional practice, or to another 
employer or client, on a recurring basis.  Continuing outside employment does not include an isolated 
commitment to serve as guest lecturer or a singular instance of providing service or labor.  The following 

examples of continuing outside employment activities are illustrative of the intent of this code of ethics and 
are not meant to be an exhaustive listing of continuing outside employment. 

 

1. A full or part time teaching assignment at another educational institution except for a single 
or limited number of guest lectures. 

 
2. A clinical or professional practice (for example, in clinical psychology or law.) 
 

3. Appointment as a consultant to a school district, corporation or other public or private 
enterprise for an indeterminate period or a period exceeding thirty (30) days even if actual 
time demands are intermittent. 

 
4. Operation or management of, or employment in any business enterprise. 

 
 "Employee" means any person compensated for full time, part time, or temporary employment services 

rendered to the College. 

 
 "Immediate family member" means the spouse, natural or adopted child, grandchild, parent, or sibling of the 

employee. 

 
 "Interest” means any personal, financial, economic, property or other concern amounting to a right, 

advantage, share or portion inuring either directly or indirectly to an employee or to an immediate family 
member of an employee, either singly, or in affiliation with any person or party as defined herein. 

 

 "Person or party" means any natural person, association, corporation, estate, partnership, proprietorship, trust 
or other legal entity. 

 

“Senior Management” is defined as the President, Executive Vice President, Senior Vice President, Vice 
President, Associate Vice President, and Executive Director.  
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3. Standards of Ethics 
 

(a) No employee shall have any interest, financial or otherwise, direct or indirect, or engage in any 
business or transaction or professional activity, which is in substantial conflict with the proper 
discharge of the employee’s duties to the College. 

 
(b) No employee shall use his or her official position to secure unwarranted privileges or advantages 

for himself or herself or others. 
 
(c) No employee shall act in his or her official capacity in any College matter in which the employee 

or an immediate family member of the employee has a direct or indirect financial interest that might 
reasonably be expected to impair the employee’s objectiv ity or independence of judgment. 

 

(d) No employee shall undertake any employment or engage in any business, transaction, service, 
professional, or political activity, whether compensated or not, which might reasonably be expected 

to impair the employee’s objectivity or independence of judgmen t in the exercise of his or her 
official duties to the College. 
 

(e) No employee shall give or accept, directly or indirectly, any gift, favor, service, or other things of 
value under circumstances from which it might be reasonably inferred, or which the employee 
knows or has reason to believe, is offered for the purpose of influencing the discharge of his or her 

duties to the College. 
 

(f) No employee shall knowingly act in any way that might reasonably be expected to create an 
impression or suspicion among the public having knowledge of the employee's acts, that he or she 
may be engaged in conduct violative of his or her trust as a public employee. 

 
(g) No employee shall use, or allow to be used, his or her public office or employment, or any 

information not generally available to members of the public, which the employee receives in the 

course of or by reason of the employee's office or employment, to secure financial gain, unwarranted 
privileges, advantages or employment for himself or herself, his or her immediate family members, 

or others with whom the employee is associated. 
 

(h) No employee shall engage in a non-professional relationship with a student for whom the employee 

has a professional responsibility as a teacher, advisor, evaluator or supervisor. 
 

(i) The primary work obligation of a full-time employee of the College is to the College.  No full-time 

employee of the College shall engage in continuing outside employment unless the College first 
determines that the continuing outside employment does not:  

 
1. constitute a conflict of interest; 
 

2. occur at a  time when the employee is expected to perform his or her assigned duties;  
 
3. diminish the employee’s efficiency in performing his or her primary work obligation at the 

College. 
 

All continuing outside employment of a full-time employee of the College during the regular work 
year must have the prior and continuing written approval of the President of the College or his/her 
designee.  Where approval is sought for continuing outside part-time employment at another public 

institution or agency, the approval of the College may be conditioned upon an agreement to 
apportion the employee’s full-time salary between the public employers. 
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4. Permissible Outside Employment 
 

(a) This code of ethics shall not preclude outside employment undertaken by a full-time employee 
during his or her annual leave or vacation periods, provided that the outside employment does not 
constitute a conflict of interest. 

 
(b) This code of ethics shall not apply to outside employment as defined in N.J.S.A. 18A:6-8.1 and 

18A:6-8.2 provided the same is reported as required by section 5 of this code of ethics. 
 

5. Reporting continuing outside employment 

 
(a) A full-time employee of the College shall annually report in writing all continuing outside 

employment as defined in Section 2 to the Executive/Senior/Vice President of the division of the 

College in which the employee serves or his/her designee.  In advance of undertaking continuing 
outside employment, a  full-time employee shall report the intention and seek approval from the 

President of the College or his/her designee.  For all continuing outside employment for which 
approval has previously been obtained, the employee shall file a status report with the approval 
officer (e.g. Dean, Supervisor) at the beginning of each succeeding semester during which he or she 

intends to continue the outside employment. Any changes in outside employment status should be 
updated as the situation may require. 

 

(b) Reporting of continuing outside employment shall be made by completing the form prescribed by 
the College.  The form shall contain sufficient specific information to allow the approval officer 

(e.g. Dean, Supervisor) to determine the times when the employee intends to engage in continuing 
outside employment, and that if permitted, the outside employment will not:  

 

(i) constitute a conflict of interest; 
 
(ii) occur at a  time when the employee is expected to perform his or her assigned duties at the 

College; 
 

(iii) diminish the employee’s efficiency in performing his or her primary work obligation at the 
College; 

 

(c) The reporting form shall contain the following: 
 

(i) Name of full-time employee; 

 
(ii) The dates and hours the planned continuing outside employment will be performed;  

 
(iii) Name and address of outside employer; 
 

(iv) Type of outside work to be performed; and 
 
(v) Licenses or other governmental authorization necessary to perform the planned continuing 

outside employment. 
 

6. Senior Management 
 

Senior Management shall promptly report to the Board of Trustees Committee on Audit any suspected ethical 

violations or financial irregularities. 
 
A member of Senior Management shall refrain from administering any compensation incentive program in 

which the manager is a participant. 
 

Senior Managers shall not tamper with College records or otherwise impede an official inquiry. 
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7. Reporting of Suspected Violations 

 

County College of Morris employees (full-time, part time, and temporary) shall report suspected violations 

of applicable laws, regulations or College policies, government contract and grant requirements, or this Code 

of Ethics. This reporting should normally be made initially through standard management  channels, 

beginning with the employee’s immediate supervisor. Alternatively, employees may go  directly to Human 

Resources, Public Safety or to the Executive Vice President for Business and Finance, or the Committee on 

Audit of the Board of Trustees, to report suspected or actual violations or concerns.  

 

8. Compliance with the Code of Ethics and Potential Consequences for Non-Compliance 

 

Each person is responsible for ensuring that his or her own conduct and the conduct of anyone reporting to 

him or her comply with College Policies, the Employee Code of Conduct and the Employee Code of Ethics. 

Violations may result in the taking of appropriate disciplinary action up to and including termination. 

Disciplinary action will be taken in accordance with the procedures applicable to  faculty or staff. Conduct 

representing a violation of this Code of Ethics or the Employee Code of Conduct may, in some circumstances, 

also subject an individual to civil or criminal charges and penalties. 

 

9. Cooperation 

 
All employees must cooperate fully in the investigation of any misconduct. 

 
10 Consequences of Violation 

 
Violations of this code, of federal, state, or local laws and regulations, or of related college policies and 
procedures may carry disciplinary consequences up to and including termination. 

 
By adoption of this Code of Ethics, the Board of Trustees has empowered the College administration to 

enforce the provisions of this Code.  Prior to the initial hire date and on or before July 1 st of each year, each 
employee shall be given a copy of this Code together with a copy of the College Code of Conduct for 
Employees, with instructions on how to access these Codes on the College’s website. Please note that 

employees will also be notified that even without acknowledging these policies, they will be deemed to have 
consented to, ratified and accepted them through their acceptance of and/or continued employment with the 
College. 

 
 
 
September 16, 1968 
Revised October 16, 1996 
Revised December 14, 2005 

Revised June 21, 2006 
Revised November 15, 2006 
Revised August 18, 2010 

Revised November 15, 2017 
Revised August 23, 2022 

Revised September 30, 2025 
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Family Health Insurance Coverage 

for Non-Bargaining Unit Employees 

RESOLVED, That the College will provide dependent health care coverage for all eligible full-
time employees not covered by a collective negotiation agreement subject to employee 

contributions to premiums as required by statute or applicable College policy.  
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 Suspension for Criminal Complaint 

 
All employees of the County College of Morris (“College”) must report all criminal charges filed 
against them to the Vice President of Human Resources and Labor Relations or their designee 

within three (3) business days following the criminal charge. This information will be kept strictly 
confidential, and will not be reported to the employee’s supervisor unless it is  deemed necessary 
for public/institutional safety, or if the charge will impact the individual’s terms of employment.  
Within seven (7) business days, the employee must also provide to the College, official written 

documentation that describes the offense(s) in question (e.g. a written citation of the charge).  
 
An initial review of the charge(s) shall be conducted by the Vice President of Human Resources 
and Labor Relations. The conduct leading to the charge(s) will be investigated and considered. 

The employee will have an opportunity to explain the circumstances giving rise to the charge(s). 
The Vice President of Human Resources and Labor Relations has the discretion as to whether the 
charge(s) warrant review by the Review Committee, or are at a “report only” level, at which point, 
documentation will be placed in the employee’s file. 

 
Responsibility for determining any necessary employment action is assigned to the following 
Review Committee which includes: the Vice President of Human Resources and Labor Relations, 
the Associate Director of Human Resources, and the appropriate Dean/Vice President to whom 

the employee in question reports, and any other designee deemed appropriate by the Vice President 
of Human Resources and Labor Relations. 
 
The Review Committee will consider the following when reviewing conduct related to criminal 

charges and convictions: 
 

• The nature and gravity of the conduct; 

• Whether the conduct poses an unacceptable safety risk to the college, its students, its 

employees, visitors, and/or property; 

• Whether the conduct makes the employee unfit for their job; 

• Whether the conduct materially interferes with the performance of the employee’s job 

duties; 

• Whether the conduct is part of an ongoing and sustained pattern of illegal conduct;  

• Potential damage to the College’s reputation and/or violation of the public trust; and  

• Any extenuating circumstances provided by the employee or otherwise known to the 
College. 
 

If the Review Committee determines that the criminal complaint filed against an employee of the 

College is of such nature that the continued employment of the accused would expose the college, 
its personnel, students, or property to peril, then the Review Committee with the authorization of 
the President and the Chairman of the Board of Trustees, shall place the accused on paid 
administrative leave pending the outcome of the charges. The suspension shall be reported to the 

Board of Trustees forthwith. 
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Written notice of suspension shall be given personally to the employee or mailed regular mail to 
the employee’s last known place of abode, such notice shall advise of the reason for the suspension, 
that the Board of Trustees will, within thirty (30) days, determine whether to continue the 

suspension, and advise of the right of the employee to request an appearance before the Board of 
Trustees to seek restoration to employment or modification of the terms of suspension.  
 
Within thirty days from the date of suspension, the Board of Trustees shall take such action for the 

continuance of the suspension or restoration of the employee as it shall deem proper.  Written 
notice of the action of the Board of Trustees with regard to the suspension shall be given personally 
to the employee or mailed regular mail to the employee’s last known place of abode.  
 

Failure to report charges or dispositions of charges or to cooperate with College authorities in 
regards to a reportable matter under this Policy may subject the employee to appropriate 
disciplinary action, up to and including termination. 
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Nepotism Policy for the Board of Trustees and Employees of the 
County College of Morris 

 
1. Application 
 

 This Nepotism Policy is applicable to the Board of Trustees of the County College of 
Morris and employees paid from Federal, State, or County funds and who are employed 
by the County College of Morris. 

 

2. Definitions 
 
 When used in this policy, the following words and terms shall have the following 

meanings, unless the context clearly indicates otherwise. 

 
 "Board" means the Board of Trustees of the College. 
 
 “Employment” means any person compensated for full or part-time employment services 

rendered to the College. 
 
 “Executive Officers” shall mean the members of the Board of Trustees, the President, any 

person holding a Vice President or an Executive Director position, or any substitute or 

similar title for these officers. 
 
 "Immediate family member" means the mother, father, husband, wife, natural or adopted 

son, natural or adopted daughter, sister, brother, mother-in-law, father-in-law, sister-in-

law, brother-in-law, son-in-law, daughter-in-law, or grandchild of the employee. 
 
 “Nepotism” means bestowing favor on an individual on the basis of a familial 

relationship. 

 
 “Personal or Business Associates” shall mean any person residing in the same household 

with the employee or any person having an interest in a business in common with the 
employee. 

 
3. Standards of Conduct 
 

(a) An immediate family member or personal or business associate of an employee 

who is not an executive officer will be considered for employment, transfer, 
reassignment, or promotion on the basis of their qualifications for available job 
openings provided that: 

 

(i) The hiring of the immediate family member or a personal or business 
associate will not create a supervisor or subordinate relationship with the 
employee. 
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and 
 
(ii) The employee has not utilized his/her official position at the College to 

secure an unwarranted advantage for the immediate family member, 
themselves, or others. 

 
(b) Immediate family members or personal or business associates of executive 

officers of the College shall not be considered for employment at the College 
during the period that the executive officer holds office and for a period of two 
years thereafter. 

 

(c) If as a result of marriage, a supervisor-subordinate relationship arises between the 
employee and his/her immediate family member, appropriate transfer or 
reassignment of supervision will be made. 
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Flexible Spending Plan 
 
The College authorizes participation in a Flexible Spending Plan within the context of Section 

125 of the Internal Revenue Code for the benefit of eligible employees.  

The maximum contribution limits that eligible employees may withhold from their paychecks on 
a pre-tax basis shall be determined by the Internal Revenue Service annually for both 
unreimbursed medical expenses and dependent care expenses.  



Revised February 18, 2026 

3.1009 
Health Benefits Waiver Incentive Plan 
[The Health Benefits Waiver Incentive Plan is subject to state statute and to rules and  

regulations as determined by the Division of Pensions and Benefits.]  
 
WHEREAS, under N.J.S.A. 52:14-17.31 County College of Morris is able to offer a stipend to  
employees for the waiver of health benefits coverage if the employee can demonstrate that they have 

alternate health insurance coverage; and 
 
WHEREAS, the Board of Trustees has determined that providing the waiver offers an advantage  
to both the College and to employees who have alternate health insurance; and  

 
WHEREAS, County College of Morris wishes to continue a stipend plan to employees eligible  
for health insurance coverage under the New Jersey School Employees’ Health Benefit Program  
who waive coverage; and 

 
WHEREAS, the waiver of coverage is permissible under the Cafeteria Plan previously adopted  by the 
College pursuant to IRS Code Section 125, and the plan provides that an employee is  
automatically enrolled on a pre-tax salary reduction basis unless the employee elects’ the after-tax 

option; and 
 
WHEREAS, the College is prepared to offer a rounded dollar stipend to eligible employees who  
filed a waiver with the Division of Pensions and Benefits, based on a calculation using 25% of  

the average premium of all providers for each coverage category, or the maximum annual limit  
as determined by the Division of Pensions and Benefits, whichever is less; and  
 
WHEREAS, payment at the end of a quarter will be made to any employee waiving coverage for  

any portion of that quarter, prorated for the length of time within the quarter that coverage has  
been waived, and 
 
WHEREAS, the College hereby adopts the required enrollment method for notification regarding the 

waiver and revocation of the waiver of health benefits, as prescribed by the Director of the Division of  
Pensions and Benefits, and 
 
WHEREAS, the waiver can be revoked upon loss of the alternate coverage or during an open  

enrollment period by completing the election through the benefit portal as directed by the Director of the 
Division of Pensions and Benefits and reinstatement of the waiver thereafter will require the completion 
of a new waiver through the benefit portal; 
 

NOW, THEREFORE BE IT RESOLVED, that the Board of Trustees does hereby adopt this  
modified health benefits waiver incentive plan authorized by N.J.S.A. 52:14 -17.31, and further, 
that the President is directed to implement this modified health benefits waiver incentive plan  effective 
January 1, 2011. 



May 17, 2006 
Revised May 19, 2010 

Revised January 10, 2026 
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Participation in the School Employees’ Health Benefits Program of the 
State of New Jersey for Domestic Partnership Coverage 

(in accordance with Chapter 246, P.L. 2003.) 

BE IT RESOLVED: 
 
1. As a participating employer in the School Employee’s Health Benefits Program, the 

County College of Morris (“the College”) continues to elects to participate in the 

Domestic Partnership coverage provided by the New Jersey State Health Benefits Act of 
the State of New Jersey (NJSA 52:14-17.25 et seq.) and to authorize coverage for all the 
active and retired employees and their domestic partners thereunder in accordance with 
the applicable statutes and regulations. 

 
2. As a participating employer the College will remit to the State Treasury employer and 

employee contributions to premiums on account of active employees, their domestic 

partners, and other dependent coverage and periodic charges in accordance with the 
requirements of the statute and the rules and regulations duly promulgated thereunder. 
The employer contributions to premiums shall be computed after reduction for employee 
contributions to premiums as required by statute, the applicable collective negotiations  

agreement, or College policies applicable to non-bargaining unit employees. 
 
3. As a participating employer, the College will be responsible for the reporting of active 

and retired employees’ imputed income associated with coverage of domestic partners 

and will pay all employer federal taxes due on that imputed income.  
 
4. The domestic partnerships must meet the requirements of the Domestic Partnership Act 

and a Certificate of Domestic Partnership, dated prior to February 19, 2007 obtained 

from the State of New Jersey through application to the employee’s Local Registrar (or a 
valid certification from another State or foreign jurisdiction that recognizes same-sex 
domestic partners, civil unions, or similar same-sex relationships), must be made 
available upon request of the employer and/or the State Health Benefits Program.  

5. The Vice President of Human Resources and Labor Relations or their designee shall 
act as Certifying Officer in the administration of this program. 

 

 
CIVIL UNIONS AND CHANGES TO THE DOMESTIC PARTNERSHIP ACT 

Please Note: Chapter 103, P.L. 2006, established civil unions under New Jersey law and changed certain provisions 

of the Domestic Partnership Act. After February 19, 2007, same-sex couples generally cannot enter into new 
domestic partnerships in the State as the Civil Union Act restricts this option to couples ages 62 or older. Same-sex 
couples are permitted to enter into civil unions starting February 19, 2007.  

New Jersey continues to recognize same-sex domestic partnerships established in New Jersey prior to 
February 19, 2007, and in jurisdictions other than New Jersey both prior to and after February 19, 2007. An 

updated list of recognized jurisdictions is available on the Division of Pensions and Benefits web site at: 
www.state.nj.us/treasury/pensions. 

http://www.state.nj.us/treasury/pensions
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457(b) Deferred Compensation Plan through TIAA 

 
The College provides 457(b) Deferred Compensation Plan through TIAA, on a voluntary basis to 

full-time employees, effective October 1, 2006. 

The Personnel Committee reviewed the terms of the Plan as contained in the Adoption 
Agreement and there is no cost to the College for this additional benefit; 
 
The Board of Trustees authorized the Administration to adopt a 457(b) Deferred Compensation 

Plan which was effective October 1, 2006. 
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Policy Defining Full-Time Hourly Employees 
 

For the purposes of entitlement to health benefit and dental coverage, and paid leaves, persons 
employed on or after May 22, 2010 shall be considered full-time if the employee appears on a 

regular payroll as an hourly employee and received a salary or wages for an average number of 30 
hours per week, or more. 
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Resignation of Employees 
 
An employee anticipating resigning or retiring should notify their immediate supervisor and 
submit written notice of the impending departure to the Office of Human Resources as soon as 

possible, but not later than required by the employee’s negotiated labo r agreement or 
employment contract. 
 
The employee’s resignation/retirement must be placed on the agenda of the next Board of 

Trustees meeting for acceptance. 
 
The President of the College is empowered and authorized to accept on behalf of this Board, 
resignations submitted by administrative and teaching staff members, or by  any officer or 

employee of the College, and such acceptance shall be final and shall constitute a termination of 
the employment of the person in question in accordance with the terms of the resignation and 
acceptance. 
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NJ FIRST Act Positions Exemptions 
 
 

County College of Morris Exemption Report 
Under New Jersey First Act 

 

 
PURPOSE: 
 

The New Jersey First Act mandates that public employees, which includes County College of 
Morris (“CCM”) employees, be residents of New Jersey in order to hold certain positions. This 
law is effective September 1, 2011 and applies to all current and newly hired  employees, unless 

otherwise exempted. 
 
The law does not apply to any individual employed at CCM on a temporary or per semester basis 
as a visiting or adjunct professor, teacher, lecturer, or researcher.  

 
The following positions listed below are deemed exempt from this Act if their title is included in 
a report that is submitted annually by CCM to the State of New Jersey.  
 

Exempt positions are those requiring special expertise or extraordinary qualifications in an 
academic, scientific, technical, professional, or medical field or in an administration that if not 
exempt from the residency requirement, would seriously impede CCM’s ability to compete 
successfully with other peer institutions, because: 

 

• County College of Morris recruiting draws upon a competitive marketplace that is 
beyond the state of New Jersey. 

• County College of Morris uses publications and websites that reach candidates beyond 

New Jersey. 

• County College of Morris’s recruiting experience confirms the receipt of applications 
from out-of-state applicants for these types of positions. 

• County College of Morris competes with out-of-state employers for people with similar 
skill sets. 
 

 
EXEMPT POSITIONS: 

 

The teaching positions below require special expertise and specific academic, scientific, and 

professional qualifications: 

 

Full Time Professors 

Part Time (Adjunct) Professors 

Instructors, Center for Workforce Development 

 

The administrative and management positions below require special expertise and extraordinary 

academic and higher education administrative qualifications: 
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Accessibility Support Specialist 
Accountant 

Admissions Systems Coordinator 

Adult Transitions Program Coordinator (Grant Funded)  

Analytics & Research Specialist 

Assistant Dean of Students 

Assistant Director of Financial Aid  

Assistant Director, Athletics 

Assistant Registrar 

Assistant Vice President of Student Affairs 

Assistant Vice President, Business & Finance  

Associate Director of Accounting 

Associate Director of Development 

Associate Director of Enterprise Resource Planning Applications 

Associate Director of Human Resources 

Associate Director of Learning Resource Center 

Associate Director of Plant & Maintenance  

Associate Director of Public Safety  

Associate Director, Workforce Development 

Associate Director-Dual Enrollment 

Associate Registrar 

Associate Vice President of Enrollment Management 

Associate VP Institutional Effectiveness 

Associate VP, Academic Affairs & Workforce Development 

Athletics Trainer & Summer Events Coordinator 

Audio Visual Design Engineer 

Benefits Officer 

Budget & Compliance Manager 

Bursar 

Business Development Coordinator 

Business Services Coordinator 

Career & Transfer Services Coach  

Colleague Systems Administrator 

Communications & Data Coordinator 

Communications Specialist 

Contract/Grants Accountant 

Coordinator of Academic Operations 

Coordinator of Advisement & Student Success  

Coordinator of Institutional Effectiveness 

Coordinator of Learning Resource Center Instructional Services 

Coordinator of Technical Services 

Coordinator of the Advanced Manufacturing & Engineering Center 

Coordinator of Transfer Services & University Partnerships  

Coordinator of Veteran and Military Services 

Coordinator of Virtual Campus Services 
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Coordinator, Bursar Services 

Coordinator, Tutoring Center 

Counselor I, Counseling Department 

Counselor II, Educational Opportunity Fund Program 

Counselor Recruiter, Admissions 

Creative Services Manager 

CTE Work-Based Learning & Placement Coordinator 

Data Warehouse Administrator 

Dean of Institutional Research  

Dean School of Business, Math, Engineering & Technologies  

Dean, Learning Resource Center 

Dean, School of Health Professions and Natural Sciences 

Dean, School of Liberal Arts 

Dean, Virtual Campus 

Digital Communications Coordinator 

Director Enterprise Resource Planning & Reporting 

Director of Accounting 

Director of Admissions 

Director of Athletics 

Director of Auxiliary Enterprises 

Director of Campus Life 

Director of Center for Workforce Development 

Director of College Events & Foundation Programs  

Director of Dental Hygiene Program 

Director of Financial Aid 

Director of Institutional Grants & Federal Liaison  

Director of Media Services 

Director of Nursing 

Director of Plant & Maintenance 

Director of Public Safety 

Director of Purchasing 

Director, Accessibility Services 

Director, Marketing & Public Relations 

Director, Network and User Services 

Director, Office of Career and Transfer Services  

Electrical Systems Supervisor 

Environmental Safety Coordinator 

Executive Administrative Assistant to the President & Recording Secretary to Board of Trustees 

Executive Administrative Assistant & Community Relations Coordinator 

Executive Administrative Assistant to the Executive Vice President 

Executive Administrative Assistant 
Executive Assistant to the Vice President 

Executive Director of Institutional Advancement 

Executive Director, Educational Opportunity Programs  

Executive Vice President of Business and Finance  
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Financial Aid Advisor 

Financial Aid Advisor & Systems Analyst 

Grant Development Coordinator 

Graphic Designer 

Interim Coordinator - Center for Student Well Being 

Lab Assistant II 

Lab Coordinator 

Lab Coordinator - Hospitality 

Lab Coordinator, Biology/Chemistry  

Lab Coordinator, Music 

Manager of Payroll & Special Projects 

Media Engineer 

Morristown & Dover College Promise Program Coordinator 

Network & Telecommunications Administrator 

Nursing Lab Supervisor 

Nursing Laboratory Coordinator 

Payroll/Grant Accountant 
Power Automate/AI Developer 

President 

Programming Analyst for Educational Opportunity Fund (EOF) & Cultural Engagement 

Project Manager USDOL/CEGAP (GF) 

Public Safety Sergeant 

Purchasing Manager 

Records & Registration Coordinator 

Reference Librarian 
Registrar 

Senior Analyst and Research Coordinator 

Science Lab Supervisor 

Senior Buyer 

Solution Center Administrator 

Senior Vice President of Academic Affairs, Workforce Development & Student Success 

Student Success Specialist 

Supervisor of Grounds & Custodial Services 
Supervisor of Printing Services 

Supervisor of Receiving & Distribution 

Supervisor, Aquatics 

Supervisor, Custodial Services (Evening Shift) 

Supervisor, Testing Center 

System Administrator II 

Systems Administrator 

Theater Technician 
Titan's Track Advisor 

Vice President of Marketing, Public Relations & Enrollment 

Vice President, Human Resources & Labor Relations 

Workforce Business Services Coordinator 
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Workforce Development Coordinator 
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Supplemental Annuity Collective Trust 

WHEREAS, Chapter 123 of the Laws of 1963, as amended and supplemented created a Supplemental Annuity 
Collective Trust for the purpose of allowing members of the Public Employee’s Retirement Systems and the 

Teachers’ Pension and Annuity Fund to make additional contributions in order to supplement the guaranteed 
allowance provided by the pension funds, and 

 
WHEREAS, Chapter 181 of the Laws of 1968 allows members of the “alternate benefit program” (TIAA) to 
participate in a similar tax sheltered annuity plan, and 

 
WHEREAS, This Board wishes to extend to its employees who are members of such funds the ability to purchase 

supplemental annuities as provided for under State legislation, now therefore  

 
BE IT RESOLVED, That the Vice President of Human Resources and Labor Relations or their designee be 

designated as the Board’s agent and be authorized to implement the provisions of Chapter 123 of the Laws of 
1963 , as amended and supplemented, and 

BE IT FURTHER RESOLVED, That they be authorized to enter into salary reduction agreements with 
employees wishing to make additional contributions to purchase supplemental annuities. 
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INFECTIOUS DISEASE CONTROL POLICY 
FOR COLLEGE EMPLOYEES 

 
It is the goal of County College of Morris (CCM) in the event of an infectious disease outbreak to 

reasonably operate effectively and help ensure that all essential services are continuously provided 
and that employees are safe within the workplace. CCM will take appropriate and reasonable steps 
to protect the workplace during any such time period. 
 

CCM is committed to providing complete and timely information about the nature and 
transmission of infectious diseases, including symptoms and signs to watch for, as well as required 
steps to be taken in the event of an illness or outbreak.  
 

In the event of an infectious disease outbreak, this  policy and related procedures replaces and 
supersedes any other college policies and procedures on the following topics.   It is understood that 
the policies herein are subject to change upon directives from local, county, state and/or federal 
agencies. 

 
Preventing the Spread of Infection in the Workplace  
 
Under the Occupational Safety and Health Act (“OSHA”), employers are responsible for providing 

a safe and healthy workplace free from recognized hazards likely to cause death or serious physical 
harm that includes providing protections for employees during a public health emergency or a 
health emergency confined to CCM. CCM reserves the right to implement safety measures as 
mandated and/or as recommended by local, state and Federal officials. Measures mandated or 

permitted may include quarantining, wearing face coverings unless not advised to by a physician, 
social distancing, vaccinations, and weekly testing. As always CCM will adhere to requirements 
of NJLAD, OSHA, OCR, EEOC, the ADA and any government orders.  
 

CCM will take reasonable steps to provide a clean workplace, including the regular cleaning of 
objects and areas that are frequently used, such as bathrooms, breakrooms, conference rooms, door 
handles and railings. An emergency management team will be designated to monitor and 
coordinate events around an infectious disease outbreak, as well as to create work rules that could 

be implemented to promote safety through infection control.  
 
All employees are requested to cooperate in taking reasonable steps to reduce the transmission of 
infectious disease in the workplace. A generally acceptable strategy of frequent hand washing with 

warm, soapy water for at least 20 seconds; covering your mouth whenever you sneeze or cough; 
and discarding used tissues in wastebaskets are encouraged. We will also maintain alcohol-based 
hand sanitizers throughout the workplace and in common areas.. We encourage employees to 
consult with their medical providers or local public health officials to obtain information on 

making an informed decision on obtaining vaccines for common viruses such as COVID-19, 
Influenza, Pneumonia, Respiratory Syncytial Virus (RSV), etc., as a measure to prevent the spread 
of viral infectious disease. 
 

Unless otherwise notified, our normal attendance and leave policies will remain in place. 
Individuals who believe they may face challenges reporting to work due to an infectious disease 

https://www.osha.gov/laws-regs/oshact/section5-duties
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outbreak not related to CCM, should take steps to develop any necessary contingency plans. For 
example, employees might want to arrange for alternative sources of childcare should schools 
close and/or speak with their supervisors and Vice President about the potential to work from home 

temporarily or on an alternative work schedule. 
 
Travel 
 

During periods of an infectious disease outbreak, travel may be restricted.   During such times, 
employees are not permitted to travel out of state for college purposes without approval from their 
respective vice president. Business-related travel out of the continental United States must receive 
the approval of the College President and the chair of the Board of Trustees. Employees traveling 

to or employees returning from travel to locations designated by the CDC or New Jersey State 
Government as a threat are required to notify their Vice President and the Office of Human 
Resources before returning to campus. The employee will be required to follow the CDC 
recommendations for self and/or public health official-imposed quarantine. The college reserves 

the right to require a second medical opinion. Current leave policies will be applied to these types 
of absences, if applicable. Employees should check the College website regularly for updates to 
restrictions which may change rapidly. 
 

Staying Home When Ill 
  
Often, with the best of intentions, employees report to work even though they feel ill. During the 
pendency of an infectious disease outbreak, we encourage employees with symptoms of infectious 

diseases to stay home and consult with a medical provider. Depending upon collective bargaining 
agreements and/or CCM policies, paid sick time and other benefits may be available to compensate 
employees who are unable to work due to illness. Review your union contract or contact Human 
Resources for additional information. 

 
During an infectious disease outbreak, it is critical that employees do not report to work while 
they are ill and/or experiencing the following symptoms which may include but are not limited 
to fever, cough, sore throat, runny or stuffy nose, body aches, headache, chills or fatigue. An 

employee with an infectious disease should remain at home until they are symptom free without 
the use of medications for the amount of time designated, in accordance with current CDC 
recommendations.  Generally, the Centers for Disease Control and Prevention recommends that 
people with an infectious illness such as the flu remain at home until at least 24 hours after they 

are fever free without the use of medications. Employees who report to work while ill will be 
sent home in accordance with these health guidelines. The employee’s supervising Vice President 
and Human Resources should be contacted; however, before sending the employee home.  
 

Requests for Medical Information and/or Documentation  
 
If you are out sick or show symptoms of being ill, it may become necessary to request information 
from you and/or your health care provider. In general, the Office of Human Resources will request 

medical information to confirm your need to be absent, to show whether and how an absence 
relates to the infection, and to know when it is appropriate for you to return to work. As always, 
we expect and appreciate your cooperation if and when medical information is sought.  
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Confidentiality of Medical Information  
 

Our policy is to treat any medical information as a confidential medical record. In furtherance of 
this policy, any medical information will be disclosed to responsible College officials on a strictly 
limited need-to-know basis.   
 

Request for Temporary Alternative Work Arrangement and/or Accommodation  
 
Employees considered vulnerable due to underlying health concerns during an outbreak may 
request an alternative work arrangement and/or a leave of absence within the guidelines of federal 

and state sick leave laws, collective bargaining agreements and Board of Trustees policy. The 
employee should discuss their circumstances with their direct supervisor first. The division Vice 
President; in consultation with the Office of Human Resources, will review the employee’s request 
for an accommodation for final approval. In the case of a medical leave, documentation from a 

health provider will be required and should be sent to the Office of Human Resources only. HIPPA 
guidelines will be followed to ensure the confidentiality of the employee’s medical information.  
 
Social Distancing Guidelines for Workplace Infectious Disease Outbreaks  

 
In the event of an infectious disease outbreak impacting the CCM community, CCM may issue 
directives implementing social distancing guidelines to minimize the spread of the disease among 
the staff and students. 

 
Essential Personnel 
 
Each division Vice President will designate essential personnel needed to staff emergency 

operations in the event of a partial or total closure of the College. Essential personnel may be 
required to report to the campus or may be designated to work remotely. The College will issue 
computer equipment as necessary. Essential personnel who fail to report for duty may be subject 
to disciplinary action unless documentation is provided to certify the illness of the employee and/or 

a member of the employee’s family. Comp time or overtime must be approved in advance of the 
employee working additional hours. 
 
Code of Conduct 

 
Employees are expected to treat all members of the CCM community with dignity and respect.  
 
In the workplace, this means, among other things, that employees must comply with reasonable 

directions of college officials and must not refuse or fail to comply with the instruction of a 
supervisor or other person in authority intended to facilitate the employee’s proper and timely  
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performance of the responsibilities of the employee’s position. Failure to comply with college 
policy, procedures and protocol during a health emergency may result in disciplinary actions in 
accordance with collective bargaining agreements and college policies. 

 
March 10, 2020 
Revised July 21, 2020 
Revised September 21, 2021 

Revised September 20, 2022 
Revised September 30, 2025 
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COUNTY COLLEGE OF MORRIS 

EMPLOYEE CODE OF CONDUCT 

 

The County College of Morris Code of Conduct outlines principles, policies and some of the laws 
that govern the activities of the college and to which our employees (faculty, staff and student  
aides) and others who represent the college must adhere. 
 

The code provides guidance for professional conduct. The success and reputation of the College 
in fulfilling its mission depends on the ethical behavior, honesty, integrity and good judgment of 
each member of the community. All employees (faculty, staff and student aides) and other 
individuals representing the College are expected to inform themselves about and comply with 

college policies and regulations pertaining to them. 
 
This Code is intended to be consistent with and amplify existing College policies, rather than 
supplant any conduct policy. In addition to the principles outlined below, employees governed by 

a collective negotiations agreement must abide by the conduct requirements set forth therein.   
 

Ethical Conduct 

 

All employees and individuals representing the College must conduct themselves ethically, 
honestly and with integrity. They must act with due recognition of their positions of trust and 
loyalty to the College and its students. When in doubt about the propriety of a proposed course of 
action, they should seek counsel from supervisors or administrators who can assist in determining 

the right and appropriate course. Among other things, this means that employees have the 
responsibility to respect and act in accordance with the right of all members of the College 
community to exercise freedom of thought, opinion, and conscience, freedom of speech and 
expression, and freedom of association. 

 
Compliance with Laws, Regulations and College Policies 

 

Employees and individuals representing the College must transact College business in compliance 

with all federal, state, and local laws and regulations related to their positions and areas of 
responsibility. 
 
Employees and individuals representing the College must comply with all college policies related 

to their positions and areas of responsibility.  
 
Employees and individuals representing the College who enter into contracts or accept grants on 
behalf of the college must comply with contract or grant terms related to their positions and areas 

of responsibility.  
 
All employees and individuals representing the college should recognize that noncompliance with 
any of these components may have adverse financial and other consequences for them and for the 

College. Individuals are responsible for keeping current with changes in applicable laws and 
regulations, policies and contractual terms. Managers and supervisors are responsible for 
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monitoring compliance in their areas. Violations may subject individuals to civil or criminal 
actions in state or federal courts. 
 

Discrimination, Harassment and Intimidation 

 
The College’s policy statements on discrimination and harassment reflect its commitment to 
creating and maintaining educational, working and living environments that are free of any 

unlawful discrimination. The College recognizes its legal obligations to pursue that same goal 
under applicable Federal and State statutes, which include Title IX, Title VI and Title VII of the 
Civil Rights Act of 1964, the Americans with Disabilities Act (ADA), including Title II of the 
ADA, the Rehabilitation Act of 1973 and the New Jersey Law Against Discrimination. 

 

• Title IX: Title IX prohibits discrimination on the basis of sex in education programs and 
activities receiving Federal financial assistance. Policies and procedures related to Title IX 

and Gender Equity may be found in the Title IX, Sexual and Gender-Based Harassment, 
Sexual Violence, Relationship and Interpersonal Violence and Stalking Policy.  
 

• Title VI: Title VI prohibits discrimination on the basis of race, color or national origin 

under any program or activity receiving federal financial assistance. Employment 
discrimination is covered by Title VI if the primary objective of the financial assistance is 
the provision of employment or where employment discrimination causes discrimination 
in providing services under such programs. 

 

• Title VII: Title VII prohibits discrimination in employment on the basis of race, color, 
religion, sex or national origin. In certain instances, differential treatment is allowed for 
religion, sex or national origin if it is a bona fide occupational qualification. Sexual 

harassment is also prohibited under this law, as are all forms of harassment based on 
membership in a protected class. 
 

• Americans with Disabilities Act (ADA): prohibits discrimination against individuals with 

disabilities. An individual with a disability is defined in the ADA as a person who "has a 
physical or mental impairment which substantially limits one or more major life activities 
of such an individual; has a record of such an impairment; or is regarded as having an 

impairment." In addition, the Rehabilitation Act of 1973 prohibits discrimination on the 
basis of disability by programs receiving federal financial assistance. Recent revisions by 
the U.S. Department of Justice to Title II of the ADA has mandated that all digital content 
and services provided by public entities, including higher education institutions, be 

accessible to individuals with disabilities by April 24, 2026. This requirement of digital 
accessibility applies to all course materials and academic content, administrative and 
student services documents, public-facing websites and documents, and employment and 
Human Resources documents. Services for students, faculty and staff members with 
disabilities are provided by many offices of the college and are coordinated through Student 

and Employee Accessibility Services (SEAS). 
 

• New Jersey Law Against Discrimination (NJLAD): The NJLAD prohibits unlawful 

employment discrimination based on an individual's race, creed, color, national origin, 

https://nj.gov/lps/dcr/employ.html
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nationality, ancestry, age, sex (including pregnancy), familial status, marital/civil union 
status, religion, domestic partnership status, affectional or sexual orientation, gender 
identity and expression, atypical hereditary cellular or blood trait, genetic information, 

liability for military service, and mental or physical disability (including perceived 
disability, and AIDS and HIV status). 
 

(Please see the following CCM Policies: Affirmative Action; Sexual Non-Discrimination; Title IX 

Policy Prohibiting Harassment and Discrimination on the Basis of Sex; American with Disabilities 
Act CCM Employee Policy; Policy Prohibiting Sexual Harassment and Procedure for Filing and 
Investigating a Sexual Harassment Complaint; Policy Prohibiting Discrimination; and Policy on 
Disruptive or Dangerous Behavior). 

 
Mandatory Training 

  
All College employees (including full-time, part-time, and temporary employees) are required to 

complete a system-wide briefing on an annual basis. Additionally, all employees are required to 
successfully complete mandatory training programs on an annual basis or as prescribed by College 
administration.   
 

Mandatory training programs required to be completed by all employees of the College minimally 
include the following training courses, but may not be limited to  

• Employee Code of Conduct,  

• Prohibition of Discrimination and Harassment, including Sex Discrimination, Sexual 
Harassment, Sexual Violence and Sexual Misconduct,  

• Information Security and Cybersecurity Awareness 

• Procurement and Public Bid Process (specific to employees who have procurement/public 

bid responsibilities as defined by College Administration.) 

• Safety training (specific to employees who have safety responsibilities as defined by 
College Administration.) 

 
Mandatory Training courses and any supplemental training programs will typically be available 
on-line, although the College reserves the right to conduct in-person sessions in its sole discretion. 
Though all courses are administered by College's Human Resources staff, login support and course 

management may be handled through training vendors, depending on the course. For employees 
who do not have regular access to a computer in their workplace or who are unable to complete an 
online program, these courses are also offered in a classroom setting. Scheduled dates and 
locations will be posted.  Depending on the course, Human Resources or the Title IX Coordinator, 

or both, will be responsible for responding to content-related inquiries. 
  
New Employees: Within 60 days from the hire date, all new employees of the College must 
successfully complete the required Mandatory Training.   

 
Once employees have completed their courses on these policies, they will be required to 
acknowledge receipt of these policies and accept them. Please note, however, that employees are 
notified that even without acknowledging these policies, they will be deemed to have consented 
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to, ratified and accepted them through their acceptance of and/or continued employment with the 
College. 
 

Failure to complete the Mandatory Training Program may result in the College terminating the 
employee’s access to the College’s technology infrastructure and non -compliance with 
successfully completing the College’s Mandatory Training Program may result in  disciplinary 
action, up to including termination of employment. 

 
Avoiding or Disclosing Conflicts of Interest 

 

All decisions and actions taken by members of the College community, in the conduct of College 

business, will be made in a manner that promotes the best interests of the College. Employees have 
an obligation to address both the substance and the appearance  of conflicts of interest and 
commitment and, if they arise, to disclose them to the appropriate College representative and 
withdraw from debate, voting, or other decision-making processes where a conflict of interest 

exists or might arise. A conflict of interest may take many forms but arises when a member of the 
College community, might be able to use the authority of his or her  College position to: (1) 
Influence the College’s business decisions in ways to give improper advantage or financial benefit 
to yourself, a family member or associate; or (2) obtain for oneself, a family member, or an 

associate a financial benefit beyond the compensation an employee is authorized to receive for 
performing his or her College responsibilities. 
 
Outside Activities 

 
It is recognized that some outside service and professional responsibilities can and do benefit the 
College. Limits on outside activities are defined in the Code of Ethics for County College of Morris 
Employees. As a member of the College community, employees must disclose any outside activity 

that is, or may be perceived to be, a conflict of interest so that these activities can be managed 
properly. 
 
Confidential Information 

 

Members of the College community (including former employees) may be privy to confidential 
information. Such information may relate to students, job applicants, employees, finances, 
intellectual property, research sponsors, future planning, educational, disciplinary, academic,  

medical, financial, and other official records.  All confidential information should be protected by 
safeguarding it when in use, storing it properly when not in use, and discussing it only with those 
who have a legitimate business need to know.  
 

An employee shall not release any confidential information without clearance from his or her 
department head. Questions regarding the release of confidential information should be directed 
to the department head or the Office of Human Resources.  
 

Integrity and Honesty 
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The College expects that all employees will act with integrity, including, but not limited to, 
compliance with laws and regulations and its contractual obligations. Even the appearance of 
misconduct or impropriety can be damaging to the College.  

 
The fundamental principles that must necessarily undergird this aim include respect for the 
integrity of the academic process; individual integrity and self -respect; respect for the freedoms 
and privileges of others; and respect for College resources.  

 
Accordingly, employees and faculty are prohibited from misrepresenting the originality of 
authorship or source of information. Moreover, with respect to plagiarism; cheating on papers and 
examinations; stealing, mutilating, or concealing institutional resources, failure to take appropriate 

precautions to ensure academic integrity among students and refer such matters for disciplinary 
action as appropriate when such are known to have occurred (see policy on Academic Honesty).  
 
In addition, employees must avoid: (a) furnishing false information to the College including 

forgery, alteration or misuse of College documents, records or identification; (b) theft or 
inappropriate removal or possession of property (whether belonging to the College, another 
employee, or student), including intellectual property; (c) intentionally initiating or causing to be 
initiated any false report, warning or threat of fire, explosion, violence, health risk, or other 

emergency; (d) negligence or improper conduct leading to damage of College-owned, employee-
owned, or student-owned property; (e) destruction, damage or misuse of property or records of the 
College; (f) engaging in disorderly conduct that disrupts College operations or a College sponsored 
activity; (g)  any gambling during a college activity unless authorized by the College or under the 

laws of the State of New Jersey; and (h) unauthorized use or misuse of the College name for the 
soliciting of funds, or for sponsorship of activities, or on printed  matter; and (i) theft of time. 
 
Respect for Others 

 
The College is an institution dedicated to the pursuit of excellence and facilitation of an 
environment that fosters this goal. Central to this institutional commitment is the principle of 
treating each community member fairly and with respect. In addition to its commitment to diversity 

and prohibition against discrimination and harassment, all members of the College community 
share a commitment to performing their duties in accordance with the highest standards of ethics 
and in compliance with College policies and all applicable laws and regulations. 
 

In the workplace, this means, among other things, that employees must comply with reasonable 
directions of College officials and must not refuse or fail to comply with the instruction of a 
supervisor or other person in authority intended to facilitate the employee’s proper and timely 
performance of the responsibilities of the employee’s position.  

 

Respect for College Resources   

 
As members of the College community, we respect and conserve the general resources and 

physical property of the College. Such resources are assets in which community members have a 
vested interest, as these resources specifically support the College’s mission. 
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College resources include, but are not limited to College equipment, communications systems and 
solutions; technology; software and service licensing; procurement tools; and databases containing 
personal information. It also includes the time and effort of employees, students and others at the 

College; and those resources purchased/paid with College funds, including funds received by 
College through government or other external funding sources. 
 
College resources are reserved for business purpose use on behalf of the College. The use of 

College resources for personal gain or advantage, or for the benefit or gain of any other individual 
or outside entity (including organizations in which you have a vested interest) is strictly prohibited. 
You may not use the County College of Morris name and/or visual identity (logos and associated 
word marks), other than in the context of your College responsibilities. Any personal use of 

College resources must be in accordance with published limitations; should not incur any 
additional expense to the College; should not interfere with an employee’s obligation to carry out 
College duties in a timely and effective manner; must in no way undermine official College 
business; must not involve activities that are unlawful or inappropriate; and should never be used 

in a way that seems to connote College sponsorship of personal ventures. 
 
Employees must not misuse the College’s equipment, such as its computer systems and electronic 
mail systems. This includes: (a) the unauthorized access to, modification of, or transfer of 

electronic data, system software or computing facilities or improper use of college -provided 
technology of any kind; (b) knowingly transmitting, retrieving or storing any communications of 
a discriminatory or harassing nature, or which are derogatory to any individual or group, or which 
are obscene or pornographic, or are of a defamatory or threatening nature, or for any other purpose 

which is illegal; or (c)  changing or altering in any way the format, style or layout of  electronic 
mail, including, without limitation, signature blocks. 
 
Employees should not expect any of their computer entries or messages left on the College’s e-

mail, instant messages or voice mail systems to be private.  The College has the right to review 
them at any time.  In addition, the College expressly reserves the right to access, intercept, review 
and disclose the contents of all computer databases and electronic transmissions, including, but 
not limited to, computer, electronic, telephone and voice mail systems.   

 
Employees should consult with their supervisors in advance if they have any questions about 
appropriateness of certain practices. However, a supervisor’s decision cannot circumvent existing 
policies and procedures established by the College. 

 
Computing Resources 

 
The computing resources at the College support its educational, instructional, research and 

administrative activities. Use of these computing resources is a privilege that is extended to you 
as a member of the College community. The use of these services and facilities may allow 
employees to have access to valuable College resources, to sensitive data and to internal and 
external networks. Consequently, it is important for all employees to behave in a responsible, 

ethical and legal manner. Do not consider your electronic communication, storage or access to be 
private if it is created or stored on the College system. 
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Workplace Safety and Violence 

 

The safety of people in the workplace is a primary concern of the College.   The College will not 

tolerate violence by or against any of its employees.  Violence in the workplace is defined by the 
College to include verbal and physical harassment, verbal and physical threats, intimidation, 
menacing reference to weapons, verbal confrontations and any other actions that may reasonably 
cause others to feel unsafe in the workplace.  Employees are prohibited from bringing weapons to 

work, or onto any College property (including in College vehicles) and may not engage in the 
unauthorized use and/or possession of fireworks or other incendiary device on college premises. 
Any acts or threats of violence should be reported immediately to Human Resources, Public Safety 
or the police.  

 
Alcohol and Drug-Free Workplace 

 
The College is committed to providing a safe and secure work environment for all employees, it 

prohibits the use, possession, distribution or sale of, or being under the influence of illegal 
narcotics, chemicals, psychedelic drugs or other dangerous substances while engaged in College 
employment, or a College educational program or activity, unless such possession is prescribed by 
a physician or otherwise permitted by law. 

 
Gifts and Hospitality  

 
Employees of the County College of Morris shall avoid any actual or potential conflict of interest 

associated with giving or receiving gifts, entertainment or hospitality. The occasional exchange of 
modest gifts and hospitality may be acceptable in the normal course of college business if it meets 
all applicable policy and procedure requirements.  You are not permitted to accept or offer gifts, 
entertainment or hospitality to influence any official decision by or on behalf of the College, 

and/or, if it creates a perceived or actual conflict of interest, or violates laws and regulation  
 
As a general rule, in your role as an employee of the college, the following Gifts are not acceptable; 
(i) cash, or cash equivalent; (ii) gifts prohibited by law; (iii) gifts that could be mistaken for bribes, 

kickbacks or special favors; (iv) services or other non-cash benefits (for example, the promise of 
favorable grading, academic standing, internship, employment or other unfair advantage); and (v) 
any gift of any value to any office, company, agency or organization that has any form of legal, 
regulatory, audit or other compliance oversight responsibilities for the College such as; the 

college’s external auditing and accounting firm or insurance company. This prohibition does not 
include occasional and nominal meals and other appropriately approved busin ess expenses 
incurred by these entities during the normal course of college business.  
 

If employees are uncertain about a particular situation, they should contact the College’s Human 
Resources Department. Note: gifts include merchandise, tickets to sporting, cultural or other events 
where the provider is not present. 
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Personal Relationships 

 
As an employee of the County College of Morris it is always important to remain objective in your 

academic and business dealings. Personal relationships with someone you know inside or outside 
of work can create a conflict of interest or raise the appearance of a conflict. (See CCM Policy 
3.1002 Employee Code of Ethics, Policy 3.1007 Nepotism Policy for the Board of Trustees and 
Employees of the County College of Morris.) 

 
Academic Freedom 

 
Faculty may, without limitation, discuss their own subject in the classroom; they may not, 

however, claim as their right the privilege of discussing in their classroom controversial matter 
which has no relation to their subject. In their role as a citizen, the faculty member has the same 
freedom as other citizens. They should be mindful, however, that in their extramural utterances 
they have an obligation to indicate that they are not a spokesperson for the college. (See Policy 

5.4001 Academic Freedom Policy) 
 
Communicating Responsibility 

 

Official statements related to the College shall only be made by the Chair of the Board of Trustees, 
the college president, or their designee. Be alert to situations where you may be perceived as 
representing or speaking on behalf of the County College of Morris. Know the limits on your 
authority to speak, sign, or otherwise act on behalf of our County College of Morris. If you are 

requested to or are intending to speak about official County College of Morris business in a public 
forum, publication or to the media, contact the Marketing and Public Relations Department for 
additional guidance.  
 

The College respects the rights of employees to engage in personal, professional and political 
dialogue outside of work at the College. You must use sound judgment when making personal 
statements in public, including on your personal social media accounts about the County College 
of Morris. Also use care and professional conduct in internal communications and be responsible 

with your comments on intranet postings. Nothing in this Code of Conduct should be interpreted 
to prevent employees from engaging in activities that are protected under laws and regulations. 
 
Raising Concerns and Reporting Misconduct 

 
The College is committed to conducting its affairs in compliance with federal, state, and local 
laws, regulations and college policy. Employees may report actual or suspected conduct that they 
in good faith believe may violate the law, regulations, or College policy so that College may 

investigate and take appropriate action.  
 
To make a report, individuals may contact their direct supervisor or other members of their 
management team. In addition, individuals may call the College Human Resources Department at 

973-328-5039 or may complete and submit an “Employee Complaint Form.” Reports may be 
submitted anonymously, although doing so may hinder the investigation and resolution of a 
complaint.  

https://www.ccm.edu/wp-content/uploads/pdf/aboutccm/policies/section3/3.1002-Code-of-Ethics-for-County-College-of-Morris-Employees.pdf
https://www.ccm.edu/wp-content/uploads/pdf/aboutccm/policies/section3/3.1002-Code-of-Ethics-for-County-College-of-Morris-Employees.pdf
https://www.ccm.edu/wp-content/uploads/pdf/aboutccm/policies/section3/3.1007-Nepotism-Policy-for-the-Board-of-Trustees-and-Employees.pdf
https://www.ccm.edu/wp-content/uploads/pdf/aboutccm/policies/section3/3.1007-Nepotism-Policy-for-the-Board-of-Trustees-and-Employees.pdf
https://www.ccm.edu/wp-content/uploads/pdf/aboutccm/policies/section5/5.4001-Academic-Freedom-Policy.pdf
https://www.ccm.edu/wp-content/uploads/pdf/aboutccm/policies/section5/5.4001-Academic-Freedom-Policy.pdf
https://www.ccm.edu/humanresources/
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College policy prohibits retaliation, harassment, intimidation, or discrimination against individuals 
who make reports of suspected wrongdoing in good faith. Any employee found to have retaliated 

against another employee who reported actual or suspected wrongful conduct shall be subject to 
appropriate disciplinary action up to and including termination. The making of false, frivolous, or 
bad faith reports in any form by an employee is contrary to the intent and spirit of this policy, and 
may subject the reporter to disciplinary action, up to and including termination of employment.  

 
Responsibilities for College Employees to Report 

 
All College employees are Mandatory Reporters: When an incident of sexual misconduct is 

disclosed to a faculty or staff member, they must report it to the Title IX Coordinator (VP of 
Human Resources) to ensure the safety of the reporting individual and the larger college campus. 
Sexual misconduct includes sexual harassment, sexual assault, sexual exploitation, stalking, dating 
violence, and domestic violence as defined by college policy.  

 
All Mandatory Reporters must report sexual misconduct (either reported to them or 

observed by them) to the Title IX Coordinator within 24 hours. The College requires everyone 
in the campus community to report the suspected abuse of children (those under the age of 18) to 

the Title IX Coordinator. 
 
Consequences of Violation 

 

Violations of this code, of federal, state, or local laws and regulations, or of related college policies 
and procedures may carry disciplinary consequences up to and including dismissal.  
 
By adoption of this Code, the Board of Trustees has empowered the College administration to 

enforce the provisions of this Code.  Prior to the initial hire date and on or before July 1 st of each 
year, each employee shall be given a copy of this Code together with a copy of the College Code 
of Ethics for Employees, with instructions on how to access these Codes on the College’s website.    
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Non-Award of Academic Rank to Non-Teaching Professionals 

 
WHEREAS, The Board of Trustees has studied the Committee reports to implement A328, N.J.A.C. 
§9A:7-4.2, and the guidelines of the Board of Higher Education authorizing this Board to award 

concurrent academic rank to certain full-time professional persons, and to establish special units for 
those awarded concurrent academic rank; 
 
NOW, THEREFORE, this Board has determined not to confer concurrent academic rank or establish 

special units for tenure purposes of non-teaching professional persons. 
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Short Term Salary Continuance Plan 
 
I. Purpose 

To limit income loss due to an employee’s inability to work because of the illness or 
injury to the employee. 

 

II. Effective Date 
This plan will be effective upon approval of the Board of Trustees. 

 

III. Covered Employee 
Management and Confidential Administrative Support Staff employees who have 
successfully completed their probationary period. 

IV. Coverage 
This Salary Continuance benefit will commence on the first day after utilization of one-
half of any earned sick leave which has been accumulated by the eligible employee, and 
shall continue in effect for a maximum of one hundred eighty (180) calendar days 

following the onset of the employee’s inability to work due to a personal illness or injury, 
inclusive of the utilized sick leave. 

V. Salary During the Benefit Period 

A covered employee will continue to receive his/her regular base salary prorated for the 
period of absence until (a) the utilized one-half of accumulated sick leave and the Salary 
Continuance benefit combined equal the maximum of one hundred eighty (180) work 
days, or (b) the employee returns to work, whichever date shall first occur.  

 
VI. Reoccurrence or Unrelated Disability 

If an employee returns, and works at least six months and then suffers a reoccurrence or 
new disability, the employee will be eligible for a new Salary Continuance benefit for the 

coverage period defined in sections IV and V above. If the employee has not worked at 
least six months following return from a disability leave and suffers a reoccurrence 
related to the prior disability, the number of days sick leave and Salary Continuance paid 
during the absence prior to the return to work will be deducted from the maximum 

benefit period available during the reoccurrence as set forth in section V above.  If the 
employee returns and a disability unrelated to the prior disability arises before completion 
of six months of work the employee will be eligible for a new Salary Continuance benefit 
for the coverage period defined in sections IV and V above.  

 
VII. Other Benefits 

The period of absence during the 180 day benefit period shall be credited as regular full 
time service for retirement purposes and the granting of salary adjustments and other 

benefits as though the recipient were in regular employment.  
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VIII. Integration with Other Coverage 
Worker’s Compensation: Worker’s Compensation benefits will be subtracted from the 
Salary Continuance benefits. 

IX. Limitations 
Benefits under this Plan will cease after one month of disability if the employee has not 
provided appropriate medical documentation stating the employee is under the care of a 
licensed healthcare practitioner. 

X. Limitation of Benefits 
No benefits shall be payable to any employee for (i) any period of disability that 

commenced before the claimant was a covered employee, (ii) any period of disability 
caused by willfully and intentionally self inflicted injury, (iii) injury sustained in the 
perpetuation by the claimant of a high misdemeanor, or (iv) any period during which the 
claimant performs any work for remuneration or profit.  

 
XI. Medical Examination 

In order to support a disability claim, an employee may be required to submit to an 
examination by the College physician or his designee. Failure to submit to an 
examination, if requested, is cause for the denial of benefits.  

XII. Claim Procedure 
Within 30 days from the commencement of an absence due to the employee’s disability, 

the employee shall have his/her physician complete the Physician Certification form, 
available from the Human Resources Department, and return the completed form to the 
Human Resources Department. 
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Policy for Payment of Unused Accumulated Sick Leave 

(At Separation of Employment) 

 

I. Coverage 

Personnel who as of September 19, 1996, occupy full-time positions listed as 
Management or Confidential Administrative Support Staff, who by virtue of their 
position are not represented by collective bargaining units at the College shall be entitled 

the benefits outlined in this policy. 
 
II. Eligibility 

Management and Confidential Administrative Support Staff employees who voluntarily 

terminate employment after September 19, 1996, with the college who meet either of the 
following eligibility requirements shall be entitled to payment for accumulated unused 
sick leave benefits as described in Section III below. 

 

(a) Age 60 or older and who are receiving pension benefits from either the Alternate 
Benefit Program or the Public Employees Retirement System. 

(b) Has completed twenty (20) years of full time continuous service with the County 
College of Morris. 

Management and Confidential Administrative Support Staff employees who terminate 
employment from the college for inefficiency or other good cause shall not be entitled to 
payment for their unused accumulated sick leave. 

 
III. Payment for Accumulated Unused Sick Leave 

Eligible employees shall receive payment for the lesser of the following: 
 

(a) 50% of their unused accumulated sick leave within the period of continuous 
employment immediately preceding their separation from the College. Payment for 

unused accumulated sick leave shall be computed utilizing the employee’s hourly 
rate of pay at the time of separation from the College, 
or 

(b) $15,000. 

 
Payment for unused accumulated sick leave shall be made in a lump sum within 90 days 
from the notice of resignation, 60 days from the date of separation, or 60 days after the 

College has received evidence that the employee is receiving a pension benefit, whichever 
date is later. 

 
IV. Effective Date of Policy 

This policy shall become effective September 19, 1996. 
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Confidential Administrative Support Staff Service Bonus and Meal 
Allowance 

 

A. Service Bonus: 

 
Confidential Administrative Support Staff Personnel who earn a service bonus as 
indicated in the chart below in a given fiscal year shall have that service bonus folded 
into base pay effective July 1 of that fiscal year.  

 
Years of Full Time Service Completed Service Bonus 
Five (5) years, but less than twelve (12) years $375 
Twelve (12) years, but less than sixteen (16) years $425 

Sixteen (16) years, but less than twenty (20) years $575 
Twenty (20) years or more $675 

 
The preceding service bonus adjustments will be added to the employee’s base salary 

effective July 1 of the fiscal year after any salary increases are applied for the new fiscal 
year. 

 
B. Meal Allowance 

 
A Confidential Administrative Support Staff employee who is required to work three (3) 
or more hours in excess of their regular work day shall be entitled to receive a meal 
allowance of $10.50 in the following paycheck.   

 
 
November 20, 1990 
September 20, 2000 (Service Bonus) 

August 16, 2006 (Meal Allowance) 
Revised November 20, 2023 

Reviewed January 10, 2026 
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Management and Confidential Administrative Support Staff Sick 
Leave Payout Policy 

(Due to Reduction in Force) 

 

Management and Confidential Administrative Support Staff personnel who are laid off from the 

College due to a reduction in force, as declared by the Board  of Trustees, shall receive 
reimbursement for their accumulated sick leave according to the program outline below. The 
sick leave reimbursement provided for in this resolution shall not apply or be payable as a result 
of non-reappointment or termination of employment for reasons other than a reduction in force. 

 
Sick Leave Payout Packages (up to the limitations in III below)  
 
Employees who are laid off and have at least twenty (20) years of service shall be eligible to 

receive 100% of their accumulated sick leave time, not to exceed a maximum of 100% of their 
annual base salary. 

A. Employees who are laid off and have at least fifteen (15), but less than twenty 
(20) years of service, shall be eligible to receive payment of 75% of their 

accumulated sick leave time, not to exceed a maximum of 75% of their annual 
base salary. 

B. Employees who are laid off and have at least ten (10), but less than fifteen (15) 
years of service, shall be eligible to receive payment of 50% of their accumulated 

sick leave time, not to exceed a maximum of 50% of their annual base salary.  
C. Employees who are laid off and have at least five (5), but less than ten (10) years 

of service, shall be eligible to receive payment of 25% of their accumulated sick 
leave time, not to exceed a maximum of 25% of their annual base salary.  

II. Payments 
A. In no instance shall the total value of an individual’s sick leave payout package 

exceed the base salary that the individual was earning on the date he/she was laid 

off from the College. 
B. Years of service will be computed as of the date on which the layoff will take 

effect. 

C. Due to the current economy and budgetary restrictions facing the College, the 
compensated absence pay-outs for those employees whose positions are being 
eliminated will be deferred until January following the employee’s effective 
layoff date.  

D. Those employees who will experience an economic hardship as a result of 
this policy can apply to the President of the College for payment of  their 
compensated absence amount prior to the January following their effective 
date of layoff. The President will review the employee’s request and 

determine whether the College will be able to honor that request. The form of 
the application will be determined by the College President at a later date. 

III. Limitations 
A. Employees hired on or after May 21, 2010 are limited to a payout not to exceed 

$15,000.00 under P.L. 2010 S-4. 
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Tuition Reimbursement for  
Management and Confidential Administrative Support Staff Personnel 

 

A. Eligibility 
1. This tuition reimbursement policy shall apply to personnel who occupy those full-time 

positions now or subsequently listed as Management or Confidential Administrative 
Support Staff positions that are not represented by a bargaining unit.  The salary 

increments specified in subparagraph F shall apply to Management employees only.   By 
providing the tuition reimbursement benefit specified in this policy, and providing a 
salary increment upon the attainment of a degree, the College expects to receive the 
benefit of a more qualified employee for at least two additional years.  Accordingly, 

when applying for tuition reimbursement through this program, eligible management 
employees must acknowledge their obligation to remain in service with the College for a 
period of two years following the end of the last semester for which tuition 
reimbursement is requested. Eligibility for tuition reimbursement ends on the employee’s 

final day of employment. 
 
B. Tuition Reimbursement Benefit for Credit Courses 

1. Within the fund limitation set forth in subparagraph E, the College agrees to provide 

employees covered by this policy with a tuition reimbursement benefit for credit courses 
taken at an accredited institution of higher education, which courses have been approved 
in writing by the employee’s supervisor and Division Head prior to commencing the 
coursework and documented reimbursement entitlement as required in subparagraph D.  

The Division Head must be satisfied that the proposed academic course is relevant to the 
employee’s responsibilities at the College and will not interfere with the performance of 
the individual’s employment responsibilities. 

2. The tuition reimbursement benefit will be limited to a maximum of twelve (12) credits 

per year of course study in degree programs that are beyond the educational credentials 
required for the employee’s position as set forth in the job description for that  position, 
and shall be limited to credits in which grades of “B” or better were earned.  

3. Within the fund limitation set forth in subparagraph E, tuition reimbursement shall not 

exceed the prevailing applicable in-state tuition rate at Rutgers, the State University. 
 
C. Tuition Reimbursement Benefit for Non-Credit or Non-Graded Dissertation Enrollment 

1. Within the fund limitation set forth in subparagraph E, the College agrees to provide a 

tuition reimbursement benefit for dissertation enrollment by employees covered by this 
policy who are doctoral candidates and who have completed all credit courses req uired 
for that degree provided the employee has documented reimbursement entitlement as 
required in subparagraph D.   The dissertation enrollment must be at an accredited 

institution of higher education, and must be approved in writing by the employee’s 
supervisor and Division Head prior to commencing the coursework.  The Division Head 
must be satisfied that the proposed dissertation enrollment is relevant to the employee’s 
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responsibilities at the College and will not interfere with the performance of the 
individual’s employment responsibilities. 

2. The tuition reimbursement benefit for dissertation enrollment will be limited to a 

maximum enrollment of four semesters in non-credit or non-graded courses required of 
doctoral candidates for the purpose of dissertation advisement or maintenance of 
matriculation after completion of all credit courses required for the doctoral degree.  

3. Within the fund limitation set forth in subparagraph E, the tuition reimbursement benefit 

for non-credit or non-graded dissertation enrollment shall not exceed the prevailing 
applicable in-state graduate tuition rate per semester at Rutgers, the State University for 
the equivalent of three credit hours. 

 

D. Documentation Requirements 
1. In order to be eligible for payment of tuition reimbursement under this policy, the 

employee must present to the Vice President of Human Resources and Labor Relations, 
no later than June 30, a tuition bill together with an official transcript or other official 

written confirmation verifying that the course has been satisfactorily completed and the 
grade received.  Failure to present this information by June 30 shall exclude the employee 
from eligibility for tuition reimbursement even though prior approval was obtained from 
the employee’s supervisor and Division Head. 

 
E. Tuition Reimbursement Fund Limitation and Payment 

1. The total fund available for each fiscal year for tuition reimbursement to personnel 
covered by this policy shall be limited to $30,000.  If the total eligible claims received by 

June 30 exceed $30,000, the actual amount of reimbursement per eligible cred it hour 
shall be determined by dividing the total number of credits eligible for reimbursement 
under this policy into $30,000.  The resulting per credit reimbursement amount shall in 
no case exceed the lesser of (i) the actual cost of the course or (ii) the maximum in-state 

per credit tuition rate of Rutgers, the State University. 
2. Tuition reimbursement payments shall be made to eligible employees on or before 

August 15. 
 

F. Salary Increment for Management Employees 
1. Management employees who attain an academic degree requiring at least 30 credit hours 

of study from an accredited institution of higher education beyond the educational 
credentials required for their respective positions (as set forth in the job description for 

the position) shall be entitled to a salary increment of $1,400 subject to the limitations in 
subparagraph F(2), and provided prior approval has been obtained as set forth herein.  
The employee must obtain approval in writing from his/her supervisor and Division Head 
prior to commencing the coursework.  The Division Head must be satisfied that (i) the 

proposed academic course is relevant to the employee’s responsibilities at the College, 
(ii) enrollment in the course will not interfere with the performance of the individual’s 
employment responsibilities at the College, and (iii) that the program exceeds the 
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minimum qualifications necessary for the employee’s position.  Subject to the provisions 
of subparagraph F(2), this increment shall become part of the employee’s base salary.  

2. Notwithstanding the provisions of subparagraph F(1), if the grant of the full $1,400 salary 

increment results in a base salary which is greater than the appropriate maximum salary 
for the grade of the management position held by the employee, the incremen t granted 
under subparagraph F(1) shall be reduced so that the employee’s base salary does not 
exceed the maximum allowable base salary for the position.  The difference between the 

$1,400 increment and the base salary increase shall be paid to the employee in the form 
of a one-time lump sum payment. 

3. Entitlement to a salary increment and any lump sum payment under subparagraph F(1) 
shall be effective ten (10) days after presentation of evidence to the Vice President of 

Human Resources and Labor Relations from the higher education institution awarding 
the degree, that the employee has attained the degree.   

 
G. Reimbursement Conditioned Upon Continued Employment 

1. When applying for tuition reimbursement through this program, eligible management 
employees must acknowledge in writing their obligation to remain in service with the 
College for a period of two years following the end of the last semester for which tuition 
reimbursement is requested (the “Commitment Commencement Date”).  If a management 

employee resigns employment with the College prior to completing this obligation, the 
management employee shall be obligated to repay to the College tuition reimbursemen t 
payments as follows: 

 

Management employees who complete less than one year of service following the 
Commitment Commencement Date shall be obligated to repay 100% of the tuition 
reimbursements received during the two years preceding the Commitment 
Commencement Date.  Management employees who complete more than one year of 

service but less than two years of service following the Commitment Commencement 
Date shall be obligated to repay 50% of the tuition reimbursements received during the 
two years preceding the Commitment Commencement Date. 
 

The College reserves the right to withhold payment for any accrued vacation or sick leave 
until the resigning management employee has fulfilled his/her repayment obligations 
under this subparagraph G.  
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Tuition Waiver at County College of Morris 
 
A full-time Management or Confidential Administrative Support Staff employee, his/her spouse 
and dependent children or step-children, shall be entitled to a tuition waiver for up to a maximum 

of eighteen (18) credits and four (4) non-credit courses per fiscal year, provided that there are 
sufficient paid enrollments to justify offering the course and that the courses are not provided by 
an agency under contract to the College, in which case tuition cannot be waived.  The tuition 
waiver does not cover College services fee, technology fee, student activity fee, textbooks, or 

other course related expenses. Fees and course related expenses are due at the time of 
registration. The College reserves the right to require the payment of any outstanding fees before 
approving tuition waivers.  
 

Dependents of eligible full-time Management or Confidential Administrative Support Staff 
employees who meet the College’s admissions standards shall be eligible to receive a tuition 
waiver for up to six (6) credit hours per semester or in the summer, limited to credit only 
courses. Dependents are defined as spouse or civil union partner and child/stepchild up to age 

26. Eligibility ceases at the end of the calendar year in which the dependent reaches age 26.  
 
For the purposes of Policy 3.2007: Tuition Waiver at County College of Morris, dependent 
children are defined as biological, adopted, or child(ren) under an employee’s legal 

guardianship who have not attained the age of 26 prior to the start of the academic term for 
which the waiver is requested.  
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Dental Plan for Management and Confidential Administrative Support 
Staff Employees 

 
The Board of Trustees authorizes the President to enter into a contract with Delta Dental of New 
Jersey to offer a voluntary (employee paid) dental plan to Management and Confidential 
Administrative Support Staff under the terms reviewed by the Personnel Committee.  
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Vacation Policy for Management Personnel 

 
A. Eligibility 
 

1. This vacation policy shall apply to administrators employed as full-time, 12-month 

employees of the College in positions that are classified as management positions. 

2. Management personnel earn vacation upon initial appointment to the College but are not 
eligible to use accumulated vacation until after they have successfully completed their 

probationary period (first three months of employment). 
 

3. Management personnel earn vacation on a monthly basis at the rate of 1/12 of the annual 
vacation benefit to which they are entitled under Section B. To be eligible for a monthly 

accrual of vacation time the management employee must be on the active payroll 
(actually worked or on an approved paid leave of absence) for at least fifteen (15) 
calendar days in any month to earn credit for that month. 

B. Vacation Benefit 

 
1. Management personnel entitled to vacation benefits shall earn annual paid vacation at the 

following days per year: 

a. Through the completion of the 7th year of continuous service – 22 days per year 
 

b. 8th year through the completion of the 12th year of continuous service – 24 days 

per year 
 

c. After the start of the 13th year of continuous service – 26 days per year 
 
C. Usage and Maximum Carry Over of Unused Vacation 

 
1. Vacation days may not be taken until earned. 
2. Except as provided in C(3),  

 

a. Management employees hired after May 22, 2010, may carry forward accrued 
vacation up to the equivalent of one year of earned vacation beyond June 30 of 
any year. 

b. Management employees hired on or before May 22, 2010, may carry forward 

accrued vacation leave balance up to forty-four (44) days beyond June 30 of any 
year.  

c. Accrued vacation in excess of the limits in 2(a) and 2(c) above shall be considered 
waived and released by the employee as of June 30 of each year.  

3. Not later than June 15, a management employee may submit a written request to the 
appropriate Vice President to carry-over unused vacation in excess of the accumulation 
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limitation. Upon the recommendation of the appropriate Vice President, the President of 
the College may authorize the employee to carry-over unused vacation in excess of the 
accumulation limitation if the President is satisfied that the employee was unable to 
utilize vacation time during the current year because of an extended illness, accident or  

other emergent circumstance preventing the employee from taking a vacation, or because 
the College required the employee to defer use of vacation leave.  

 
4. No payment in lieu of accrued vacation time shall be made to active employees unless the 

Board of Trustees, upon the recommendation of the President, determines that the 
College required the employee to undertake special responsibilities that prevented the 
employee from taking paid vacation leave. Upon such determination the authorized 
payment in lieu of accrued vacation shall be at the employee’s current per diem rate and 

shall not exceed payment of ten (10) unused vacation days in a fiscal year. 

D. Payout Upon Termination of Employment 
 

1. After the successful completion of the three (3) month probationary period, upon 
separation of employment a management employee shall be paid for all unused vacation 
accrued prior to the last day worked up to the maximum permitted provided that (a) the 
separation is for reasons other than termination for cause, and (b) the employee has given 

their supervising Vice President at least thirty (30) days prior written notice of 
resignation. The College may waive or shorten this period of  prior notice of resignation 
if the employee’s supervising Vice President determines in writing that there is good 
cause to reduce or waive the resignation notice requirement.  

 
2. The vacation payout will be calculated based upon the employee’s hourly rate as of the 

last day of employment. 
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Vacation Policy for Confidential Administrative Support Staff 
Personnel 

 
A.  Eligibility: 

 

1. This vacation policy shall apply to full-time, 12-month Confidential Administrative 
Support Staff personnel who are excluded from bargaining unit representation because of 
the confidential status of their position. 

 
2. Confidential Administrative Support Staff personnel earn vacation on a monthly basis at 

the rate of 1/12 of the annual vacation benefit to which they are entitled under Section B.  

To be eligible for a monthly accrual of vacation time the Confidential Administrative 
Support Staff employee must be on the active payroll (actually worked or on an approved 
paid leave of absence) for at least fifteen (15) calendar days in any month to earn credit 
for that month.   

 
B.  Vacation Benefit 
 

1. Confidential Administrative Support Staff  personnel entitled to vacation benefits shall 

earn annual paid vacation at the following days per year: 
 

Length of Service Vacation per Employment Year 
 

Less than 1 year 1 day for each full month from vacation anniversary date 
1 year, but less than 5 12 days 
5 years 17 days 
6 years 18 days 

7 years 19 days 
8 years 20 days 
9 years 21 days 
10 years 22 days maximum per year 

 
C.  Usage and Maximum Carry Over of Unused Vacation 
 

1. Confidential Administrative Support Staff  personnel earn vacation upon initial 

appointment to the College but are not eligible to use accumulated vacation until after 
they have successfully completed their probationary period (first six months of 
employment). 

2. To the extent consistent with the operational needs of the College, approval of vacation 
scheduling will be at the times requested by the employee.  However, the College retains 
the exclusive right to reject a vacation-scheduling request and to change vacation 

schedules as may be necessary to ensure the orderly operation of the College.  

3. Except as provided in C4, the number of unused vacation days that may be carried 

forward to the next year may not exceed the number of days of vacation earned during 
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the current employment year.  For example, as of June 30 of the year in which the 
employee completes 7 years of continuous service, the maximum number of unused 
vacation days carried forward to the next fiscal year commencing July 1 may not exceed 

19.  Accrued vacation time in excess of the carry forward limitation established in this 
paragraph shall be considered waived and released by the employee as of June 30 of each 
year. 

4. Not later than June 15, a Confidential Administrative Support Staff employee may submit 
a written request through his/her supervisor to the head of the appropriate division, 
requesting a six (6) month extension to utilize accrued vacation time in excess of the 

carry-over limitation set forth C3 above.  An employee may not request or receive an 
extension in two consecutive years.  The appropriate division head may authorize the six 
(6) month extension if the division head is satisfied that the employee was u nable to 
utilize vacation time during the current year because of an extended illness, accident or 

other emergent circumstance preventing the employee from taking a vacation, or because 
the College required the employee to defer use of vacation leave.  

 
D.  Payout Upon Termination of Employment 
 

1. After the successful completion of the six (6) month probationary period, upon separation 

of employment a Confidential Administrative Support Staff employee shall be paid for all 
unused vacation accrued prior to the last day worked up to a maximum payment set forth 
in D2 provided that (a) the separation is for reasons other than termination for cause, and 
(b) the employee has given his/her immediate supervisor at least ten (10) days prior 

written notice of resignation.  The College may waive or shorten this period of prior 
notice of resignation if the appropriate division head determines in writing that there is 
good cause to reduce or waive the resignation notice requirement.   

 

2. The vacation payout will be calculated based upon the employee’s hourly rate as of the 
last day of employment and shall not exceed the following maximum payment schedule: 

 
 Years of Full-Time Service     Maximum Unused 

 Complete on Date of Separation    Vacation Days Payment 
 
 Through 4th year      12 days 
 5 years       17 days 

 6 years       18 days 
 7 years       19 days 
 8 years       20 days 
 9 years       21 days 

 10+ years       22 days 
 
 
 



Management and Confidential Administrative Support Staff Personnel 3:2011.1 
 

Management and Confidential Administrative Support Staff Paid 
Holidays 

 
The Management and Confidential Administrative Support Staff employee’s paid holidays shall be 
the following: 

New Year’s Day 
Martin Luther King Jr.’s Birthday 
Memorial Day 

Independence Day 
Labor Day 
Thanksgiving Day 
Day following Thanksgiving Day 

Christmas Day 
All weekdays (defined as Monday, Tuesday, Wednesday, Thursday, and Friday) between 
Christmas Day and New Year’s Day 
Three Floating Holidays 
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Policy on Presidential Search Process 

 
1. When a vacancy in the office of College President occurs or is anticipated the Board of 

Trustees (the “Board”) shall appoint a presidential search committee, that, if it is to contain 

persons other than trustees, is broadly representative of the college community.  The 
Board may retain the services of an executive search consultant to publicize the 
presidential search, conduct due diligence inquiries of candidates, and to assist the work 
of the Presidential Search Committee. 

 
2. It is expected that all members of the Presidential Search Committee will attend all 

Committee meetings. The Board reserves the right to replace any member of the 
Committee whose attendance is inconsistent. Members of the Presidential Search 

Committee understand that their appointment is voluntary and that the time that they spend 
shall be their personal time and they will receive no remuneration of any nature for serving 
on the Presidential Search Committee. No Committee member shall designate another in 
its place to attend Committee meetings. In the event a Committee member finds that they 

are unable to meet the commitment to attend, the individual shall submit their resignation. 
If such a resignation occurs, the Board of Trustees reserves the right to review the original 
pool of nominees and select from among the original pool to fill the vacant position.  

 

3. The Board shall develop a charge to the search committee which will initially require 
assessment of the needs of the College and a recommendation to the Board of criteria for 
the selection of the new president.  The search committee shall provide appropriate 
opportunities for the college community to comment upon the needs of the College and 

the development of criteria for selection of a new President.  
 
4. Any individual who is deemed by the Board to have a conflict of interest associated with 

the activities of the Presidential Search Committee shall be barred from serving as a 

member of the Committee. No member of the Presidential Search Committee shall be 
considered as a candidate for the Presidency of the College.  

 
5. Individual members of the Presidential Search Committee are barred from contacting, for 

the purpose of discussing any matter or any issue relating to the Presidential Search, any 
individual who intends to submit or has submitted his/her name as a candidate  for the 
position of President. 

 

6. The board shall establish a timetable for the search which will ensure that the office of the 
President is filled in a timely manner. 

 
7. The Board may adopt, modify, or reject the search committee’s assessment of the needs 

of the College and the committee’s recommended criteria for selection of a new President. 
 

8. The search committee shall recommend to the Board in unranked order the candidates 
deemed most qualified for appointment.  Only applicants interviewed by the search 

committee shall be recommended to the Board. 
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9. The Board shall interview candidates recommended by the search committee and shall 

make such further inquiries as the Board deems appropriate.  If the Board determines not 

to appoint any of the candidates recommended by the search committee it shall direct the 
committee to continue the search process and to recommend additional appointment 
candidates. Based upon the selection criteria established by the Board, presidential 
candidates shall be solicited from the County, from Board members not serving on the 

Presidential Search Committee, from faculty and administrators, through advertisements 
in national journals, and from any other reliable source. The Presidential Search 
Committee shall establish the deadline for submission of candidates’ names to the 
Committee. 

 
10. Interviews of applicants by the search committee and interviews of recommended 

candidates by the Board shall be conducted in private.  All presidential candidate files are 
confidential and must be maintained and reviewed in a manner that ensures the 

confidentiality of the candidates, including their identities, their status as a candidate, 
information on their background, their references, and any other information regarding a 
candidate are not divulged. 

 

11. The Board shall provide appropriate resources to enable the search committee to discharge 
its responsibilities effectively. 
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Sabbatical Leave Policy for Management Personnel 

 
I. Purpose and Use of Sabbatical Leave: 
 Sabbatical leaves are awarded by the Board of Trustees to selected members of the 

management staff to foster their creative activities related to services rendered by the 
administrative area in which they are employed, which activities will increase their 
professional effectiveness and usefulness to the College.  Acceptable pursuits include, but 
are not limited to, graduate research, writing for publication, visiting assignment at 

another institution, or other intellectual activities related to and designed  to enhance the 
recipient’s value to the College.  Sabbatical leave recipients shall not engage in any 
remunerative employment while on leave other than acceptance of fellowships, 
scholarships or similar grants awarded to accomplish the stated purpose of the leave. 

 
II. Sabbatical Leave Terms: 
 The Sabbatical Leave Policy, as passed by the Board of Trustees of County College of 

Morris, stipulates that “regular” sabbatical leaves are awarded for either one semester 

(five months) or two semesters (ten months). 
 
 Due to the unique nature of administrative jobs at County College of Morris, “mini” 

sabbaticals of less than a semester’s duration are also to be considered.  “Mini” 

sabbaticals shall be subject to the same evaluation criteria as longer sabbatical leaves.  A 
“mini” sabbatical must be for more than one (1) month in duration but less than a full 
semester’s sabbatical, i.e. five (5) months.  A “mini” sabbatical must be used for the same 
purposes as regular sabbaticals.  Examples of such purposes that would be eligible for 

consideration as a “mini” sabbatical include, but are not limited to: attendance at an 
intensified educational professional society or as part of a graduate program, collection of 
data for use in a comparative study on some phase of operations in community colleges, 
travel connected with the study of particular aspect of educational techniques, etc. 

 
III. Eligibility: 
 Eligibility for Management Sabbatical Leaves shall be limited to those full-time 

personnel classified as “management” employees, as determined by the list of personnel 

annually appointed by the Board of Trustees. 
 
 In order to receive a “regular” sabbatical, as of June 30th, prior to the year for which leave 

is requested, a person must have completed a period of six (6) or more consecutive years 

of full-time service. For example, if an individual’s appointment date is 09/01/2020, they 
would be eligible to apply for a sabbatical on or after 09/011/2026 for an award effective 
AY 2027-28.  “Regular” sabbatical leaves are granted to an individual no more frequently 
than once every six (6) years of full-time administrative employment.  

 
 A person may qualify for a “mini” sabbatical after three (3) years of full-time service. 
 
 Should a candidate’s sabbatical be granted and he/she  be subsequently unable to accept 

the conditions of the leave because of unforeseen circumstances, the leave will be 
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canceled.  This action shall not jeopardize the candidate’s eligibility for future sabbatical 
leaves. 

 

IV. Salary While on Leave: 
 Recipients of a regular sabbatical leave of one semester in duration or a “mini” sabbatical 

shall continue to receive their base salary while on leave.  Recipients of a “regular” 
sabbatical of two semesters in duration shall receive one-half (1/2) of their base salary for 

the term of the leave. 
 
V. Components of Sabbatical Leave Application: 
 Each sabbatical leave application shall include the following information: 

 
1. The purpose of the sabbatical leave. 
 
2. The benefit of the sabbatical leave to the college. 

 
3. The benefit of the sabbatical leave to the individual.  
 
4. If the sabbatical leave involves graduate academic courses, catalog 

descriptions of these courses are to be submitted. 
 
5. The applicant must indicate any intention to apply for a grant, fellowship, 

or scholarship and its attending obligations. 

 
6. The length of the sabbatical with specific dates provided. 
 
7. The applicant must state the format in which the post-sabbatical report 

will be presented. 
 
 Each proposal shall be considered of its own merits.  Also, candidates may be requested 

to elaborate on any of the above given items. 

 
VI. Sabbatical Leave Process: 
 Sabbatical leave proposals will be received at stated intervals during the academic year 

preceding the year in which leaves are to be taken.  In accordance with the fiscal policy 

of County College of Morris, no sabbatical leave will be allowed that has no t been 
approved and the funds encumbered by June 30.  Two dates have been established for the 
receipt of sabbatical leave proposals.  These dates are November 15 and March 15.  The 
second date will be honored only if funds are available.  

 
 A detailed prospectus of the candidate’s proposal for a sabbatical leave is to be submitted 

to the Management Sabbatical Review Committee in accordance with the dates 
established above.  This committee will be composed of four management administrators 

appointed yearly.  One administrator from Academic Affairs, Business and Finance, 
Student Development and Enrollment Management, and College Advancement and 
Planning shall be appointed each year to this committee.  For the purpose of this policy, 
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the Business and Finance Division will include those eligible administrators reporting 
directly to the President. 

 

 A candidate submitting a proposal to the Sabbatical Committee must first obtain the 
approval of the dates of leave with his/her respective vice president, dean or executive 
director.  The Committee will meet, interview candidates, and consider all submitted 
proposals within forty-five days after the respective deadline noted for receipt of 

applications.  It is the Committee’s responsibility to rank the order all of applications 
recommended and to supply written supporting rationale for its recommendations.   The 
Vice Presidents and Executive Directors will receive from the Committee those 
sabbatical applications for persons under their supervision.  

 
 Each cabinet member (Student Development and Enrollment Management, Business and 

Finance, Academic Affairs, and College Advancement and Planning) will independently 
review the sabbatical applications for personnel under his/her supervision, taking into 

consideration the Committee’s determination.  It shall be the Vice Presidents  and 
Executive Directors’ responsibility to notify the Committee Chairperson of his/her final 
recommendations on applications from his/her area.  After the Vice Presidents and 
Executive Directors have communicated with the Committee Chairperson, notification 

shall be given by the Vice Presidents and Executive Directors to all candidates regarding 
the status of their proposal.  Each Vice President and Executive Director will then submit 
to the President those applications deemed worthy of further consideration.  The 
President will make final recommendations to the Board which shall determine the award 

of management sabbaticals. 
 
VII. Sabbatical Leave Reports: 
 Recipients of a sabbatical leave shall submit a comprehensive written report to the 

Cabinet Officer to whom they report within two (2) months from the date they return 
from their leave.  The written comprehensive reports shall be of publication quality.  
Copies of the reports shall be distributed to the President of the College and the Board of 
Trustees. 

 
VII. Conditions of a Sabbatical Leave: 
 Recipients of sabbatical leaves shall, upon acceptance of such sabbatical leave awards, 

signify in writing their obligation to remain in employment of the College for a period of 

not less than two (2) consecutive years following the expiration of a “regular” sabbatical 
leave, or for a period of not less than one (1) year following the expiration of a “mini” 
sabbatical.  The written acknowledgment shall include an obligation to repay sabbatical 
funding on a prorated basis if the recipient voluntarily chooses not to remain in the 

employment of the College for the required period. 
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Management and Confidential Administrative Support Staff Policy on 
Reimbursement of Leave Time during College Closing 

Management and Confidential Administrative Support Staff Employees shall not be charged 
personal, compensatory, floating holiday or vacation leave when the College closes due to an 

emergency closing provided that the employee has not scheduled any leave time on the work day 
immediately preceding or following he period of the emergency closing.  
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Policy on Search & Screen Process for Upper-Level Management Positions 
 
The following sets of procedures are to be utilized when the College begins a recruitment and selection 

process for a vice president or school dean-level position (Management Grade 37 or higher).  These 
procedures should be used in coordination with the existing recruitment processes prescribed by the 
Human Resources department.  
 

I. Personnel Requisition and Authorization to Begin the Recruitment Process: 

A. To begin the process of filling an existing vacancy, the Human Resources Department 
must have an approved, completed Personnel Requisition form within the College’s 
applicant portal system and a current job description.    

B. The Board of Trustees has established a policy whereby they must grant the 
administration permission to recruit for Management positions Grade 37 or higher.  No 
recruitment or selection can occur before the approval of the Board of Trustees.  The 
Personnel Committee of the Board of Trustees will review the updated job description, 

the rationale for filling the position, and the administration’s projected startin g salary 
(generally a starting salary range) for the successful candidate.  

 
II. Recruitment: 

A. The President’s Cabinet has established a procedure whereby the College will advertise 
job openings for all professional level faculty positions. For upper-level management 
positions, the College will advertise in the multiple media sources which may include but 
is not limited to  the Chronicle of Higher Education, Higher Ed Jobs, or Indeed.  In 

addition, all job openings will be posted on the College’s applicant portal system. 
B. The College will provide a minimum of at least three work weeks from the date of the 

latest advertisement for potential candidates to apply before an offer can be extended to 
either an internal or external candidate.   

C. Applicants will be required to submit a cover letter, resume, and a list of three (3) 
professional references. 

D. The College will reimburse candidates selected for interviews for the cost of travel, 
lodging, and meals. 

E. During each stage of the recruitment process, and upon consultation with the Vice 
President of Human Resources and Labor Relations the number of recruitment sites may 
be enhanced in order to permit more targeted marketing in national and specialty industry  
publications, to allow for the most diverse, equitable and inclusive recruitment strategy 

possible. From time to time the College may make a recommendation to enlist the 
services of a specialized search or recruitment firm, subject to review and approval of the 
President and Board of Trustees when applicable. 

 

III. Selection: 

A. The initial review of applicants will be conducted by a Search Committee.  The Search 
Committee will be formed by the administrator to whom the vacant position reports.  The 
Committee will be comprised of 4 to 6 employees and should represent different 

divisions of the College.  The Committee is responsible for interviewing and 
recommending at least three (3) qualified candidates to the supervising administrator for 
consideration. The membership of the Search Committee may be expanded or revised to 
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ensure a diverse, equitable and inclusive committee. The Chair of the Search Committee 
shall be the administrator to whom the vacant position reports and shall be the 
spokesperson for all committee business, the coordinator of Committee meetings, 

timelines, and work, and the liaison to the Vice President of Human Resources and Labor 
Relations. 

B. Before inviting applicants to the campus for interviews, it is suggested that the Search 
Committee conduct preliminary screening of potential interviewees.  The Search 

Committee can contact possible interviewees by phone, video conference, in-person or 
other means, to review some or all of the following areas: 
1. Confirm most recent job experience. 
2. Confirm the candidate’s ability to meet the minimum qualifications for the 

position. 
3. Review availability for the position. 
4. Determine whether the candidates’ salary expectations are within the College’s 

parameters. 

5. Determine whether the Search Committee can contact references or another 
person at the existing job site.  Some candidates may wish to have their 
application be kept confidential at the initial stages of the selection process.  

C. As part of their review, the Search Committee will conduct interviews, check references, 

and consider the applicant’s work experience and credentials.   The Committee will then 
recommend, without any ranking, at least three candidates to the supervising 
administrator. 

D. The supervising administrator will interview the recommended candidates and conduct 

other background checks as part of their review process.  The supervising administrator 
may request to add an applicant to the list of candidates, or remove an applicant from the 
list to be interviewed. These measures are intended to ensure that all promising 
candidates, including those from traditionally underrepresented groups, are considered, 

and that semi-finalist and finalist candidates meet acceptable standards for future 
consideration. 

E. Upon selecting a candidate, the supervising administrator will work with the Vice 
President  of Human Resources and Labor Relations to determine a recommended 

starting salary. 
F. Recommended candidates must be reviewed with the President before any offer can be 

made. 
G. At the discretion of the President, candidates for positions that have significant 

interaction with the Board, may be requested to meet with the Board of Trustees or a 
committee of the Board of Trustees. 

 
IV. The Offer and Board Appointment 

A. It is imperative that the candidate is informed that the final authority to appoint and  set 
anyone’s salary rests with the Board of Trustees.  No appointment is final until the Board 
of Trustees approves it.  Therefore, any offer of employment, salary, starting date, etc. is 
contingent upon the approval of the Board of Trustees.  

B. Besides discussing salary with the recommended candidate, there may be several other 
pieces of information that the candidate may wish to consider.  Benefits are a significant 
portion of the College’s compensation package. The Human Resources Department is 
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available to review the benefit package with the recommended candidate.  
C. Recommended candidates cannot begin work until after the Board has approved the 

person’s appointment. 
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May 20, 2025 

04/07/25 

Management Employee Service Credit 

 

For each year of continuous full-time employment at the College, Management employees will 

earn a Service Credit as indicated in the chart below.   The specified amount will be added to the 

employee’s base salary at the start of the fiscal year.  If the amount of the service credit causes 

the employee’s base salary to exceed the applicable maximum salary range for the employee, the 

employee’s base salary will be limited to the range maximum. 

 

Years of Full Time Service Completed Service Credit 

0 – 5 years $0 

6 – 10 years $350 

11-15 years $650 

16 – 20 years $950 

21 – 25 years $1000 

26-30 years $1,250 

31+ years $1,500 
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Employment of Temporary Employees 

 
The Administration is authorized to engage temporary employees from time to time upon the 
approval of the College President. 

 
Temporary employees are personnel whose initial period of appointment or expected service is 
less than six months (6). 
 

Temporary employees are eligible to apply for internal permanent job postings. Temporary 
employees seeking permanent employment may apply as external applicants for positions posted 
on the public website. 
 

An employee who has worked as a temporary for the maximum time of six months (6) must be 
completely separated and off the payroll for thirty (30) days before becoming eligible for re-
employment in a temporary position. 
 

Temporary employees with less than 6 months assignments are ineligible for employment 
benefits (retirement, insurance, annual and holiday pay or longevity credit).   Employees working 
as a temporary employee will earn sick time as per the NJ Earned Sick Leave Law. 
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Work Authorization Hours of Part-Time Positions 

 
As a cost containment measure, effective May 20, 2010, the Administration of the College shall 
not create any new part-time positions or modify any existing part-time positions to require work 

schedules greater than twenty-four and one-half (24.5) hours per week. 
 
When those part-time positions which presently have work authorizations for twenty-five (25) or 
more hours per week are vacated by the current incumbents, they shall not be replaced with part-

time positions which require work schedules greater than twenty-four and one-half (24.5) hours 
per week. 
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Tuition Waiver and Bookstore Discount Policy 

For Part-Time Employees 

Eligibility 
Part-time employees who have been employed at the College for six (6) consecutive months after 
their initial date of hire shall be eligible to receive the tuition waiver and bookstore discount 

benefits described below, while they are actively employed at the College. 
 
Part-time employees are those employees, other than adjunct faculty, who are employed by the 

College under an annual contract for less than twenty-five (25) hours per week. These employees 
receive an annual contract letter outlining their terms and conditions of employment for each fiscal 
year. 
 

Tuition Waiver Benefit 
Eligible part-time employees who meet the College’s admissions standards shall be eligible to 
receive a tuition waiver for up to a maximum of eighteen (18) credits and four (4) non -credit 
courses per fiscal year, provided that there are sufficient paid enrollments to justify  offering the 

course and that the courses are not provided by an agency under contract to the College, in which  
case tuition cannot be waived. The tuition waiver does not cover College services fee, technology 
fee, student activity fee, textbooks, or other course related expenses. Fees and course related 
expenses are due at the time of registration. The College reserves the right to require the payment 

of any outstanding fees before approving tuition waivers.  
 
Dependents of eligible part-time employees who meet the College’s admissions standards shall 
be eligible to receive a tuition waiver for up to six (6) credit hours per semester or in the summer,  

limited to credit only courses. Dependents are defined as spouse or civil union partner and 
child/stepchild up to age 26. Eligibility ceases at the end of  the calendar year in which the 
dependent reaches age 26. For the purposes of Policy 3.4003: Tuition Waiver and Bookstore 
Discount Policy for Part-Time Employees, dependent children are defined as biological, adopted, 

or child(ren) under an employee’s legal guardianship  
 
Entitlement to tuition waiver for eligible dependents is limited to (i) space available in scheduled 
courses; (ii) a course that has sufficient paid enrollment to justify offering the course; and (iii) 

instruction provided by College faculty and not courses provided by an agency under contract to 
the College. Other fees and charges incidental to the courses for which waivers are granted shall 
be paid by the employee or dependent. 
 

Bookstore Discount Benefit 
Eligible part-time employees and eligible dependents as defined above shall be eligible to 
purchase, for their own use, merchandise and/or one (1) copy of a book at the College bookstore 
at a 15 percent (15%) discount on all non-sale items provided that a 15% mark-up exists, and 

provided the total purchase exceeds five dollars ($5.00).  
 
 
 

 
 

 
February 17, 2010 
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December 16, 2025 

 

Policy Regarding Certifications Required 
by the Chief Financial Officer of the County College of Morris 

 
 

The Executive Vice President for Business and Finance shall be required to certify on all 
financial reports he or she has reviewed the financial report or statement, and that to the best of 
his/her knowledge, there are no material misstatements or omissions, and that the financial 
statement presents in all material respects, the financial condition and results of operation 
encompassed in the statement. 
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December 16, 2025  

Policy on Affirmative Action Public Agency Compliance Officer 
 

 
PURPOSE 
The purpose of this policy is to comply with the New Jersey Administrative Code    
17:27-3.2, which requires the designation of an Affirmative Action Public Agency 
Compliance Officer for public agencies awarding contracts.  This ensures the College 
maintains compliance with equal employment opportunity and affirmative action 
requirements in procurement.  
 
SCOPE 
This policy applies to all College contracting subject to affirmative action’s compliance 
requirements. 
 

1. The Director of Purchasing, by position, is designated to serve as the Affirmative 
Action Public Agency Compliance Officer. 
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