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merchandise and gifts.  The telephone number is (910) 938-6295.

EXTENSION OFFICES ABOARD CAMP LEJEUNE AND MCAS NEW RIVER
The college maintains extension offices aboard Camp Lejeune and MCAS 

New River.  Classroom facilities for curriculum courses offered aboard Camp 
Lejeune are located in the John A. Lejeune Education Center (Building 825).   
The MCAS New River office and curriculum classes are located in Building 
AS-212.

Military personnel, their adult dependents, and civilians can receive servic-
es and information about the college including admissions, placement testing, 
academic counseling, and registration.  The extension offices can also provide 
information about various military educational opportunities and services, such 
as Tuition Assistance and Servicemembers Opportunity Colleges (SOC).

In addition to curriculum course offerings, Camp Lejeune provides various 
continuing education courses and a learning lab with free tutoring and place-
ment testing for students.

Upon request, the college offers courses at various other locations aboard 
the Marine Corps bases in Onslow County, such as Camp Geiger, Camp 
Johnson, the Naval Hospital, Courthouse Bay, Tarawa Terrace, the Base 
Correctional Facility, and others.

SECURITY SERVICES
The Security Services Department provides assistance, information, and 

support to assure the safety and welfare of all persons connected with Coastal 
Carolina Community College, to include all visitors with an outside interest 
at the college.  Security services are available through its headquarters on 
campus in the Student Center and through on-site assistance from secu-
rity officers.  The Security Services Department publishes and distributes a 
Campus Security Handbook annually in compliance with the Jeanne Clery 
Disclosure of Campus Security Policy and Campus Crime Statistics Act.  A 
copy of the handbook is available through the Security Services Department 
or via the college website.

VISITORS
Visitors are always welcome at Coastal Carolina Community College.  

Normal operating hours are 8:00 a.m. until 10:00 p.m. Monday through 
Thursday and 8:00 a.m. until 5:00 p.m. on Friday.  The Student Services 
Division will provide campus tours by appointment for groups or individuals on 
weekdays between 8:30 a.m. and 5:00 p.m.

WRITTEN STUDENT COMPLAINTS
As a matter of practice, Coastal subscribes to the philosophy that student 

complaints are best resolved on an informal basis.  When a student has a 
complaint, he/she should attempt to resolve concerns with college personnel 
having responsibilities directly at the source of the complaint.  When informal 
procedures do not resolve concerns, written student complaints should be sent 
to the division chair for student services who will determine the appropriate 
college personnel to review the complaint.  The student should receive written 
acknowledgment of the complaint from the division chair for student services 
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within ten (10) working days.
The complaint will be reviewed and a collaborative effort will be made 

to resolve the complaint.  Within twenty (20) working days of receipt of the 
complaint, the student will receive notification of the resolution of the complaint, 
or of the college's position concerning the complaint.

GRIEVANCE PROCEDURE
Purpose
The purpose of the student grievance procedure is to provide a system to 

channel complaints against a faculty or staff member concerning the follow-
ing:

Alleged discrimination on the basis of age, sex, race, disability or 
other conditions, preferences or behavior, excluding sexual harass-
ment complaints; or
Academic matters, excluding course grade(s), in which a student has 
a grievance.

Sexual harassment complaints should be directed to the Office of the 
Executive Vice President or his designee as addressed in the college cata-
log.

The right of student appeal related to course grade(s) received is addressed 
in the college catalog.

Procedures
Step 1:	 The student must go to the faculty or staff member where the 

alleged problem originated.  A conference will be scheduled to 
resolve the matter equitably and informally at this level.  The 
conference should take place within five (5) working days of the 
incident that generated the complaint.  In resolving complaints of 
alleged discrimination, a student may seek the alternate assis-
tance of an appropriate college faculty or staff member instead of 
the individual with whom the alleged problem originated. 

Step 2:	 If the grievance is not resolved at the informal conference with the 
faculty or staff member, the student should meet with the faculty 
or staff member's direct supervisor within five (5) working days 
after satisfying Step 1.  As part of the effort to resolve the student's 
issue, the supervisor will consult with the employee against whom 
the grievance was filed and the appropriate academic division 
chair or college program director.  The supervisor will make every 
effort to resolve the matter promptly and fairly and, in any event, 
within ten (10) working days of the date presented.

Step 3:	 If the grievance is not resolved with the direct supervisor, the 
student may file a written complaint with the division chair for 
student services within five (5) working days after satisfying Step 
2.  The written complaint shall include:  (a) date of incident and 
brief description of the student's grievance; (b) a summary of 
the supervisor's response; and (c) the reason the supervisor's 
response is unsatisfactory.  If the complaint (inclusive of required 
information (a) - (c) listed above) is not submitted within the speci-
fied time period, the subject of the grievance will be considered 
settled on the basis of the decision made at Step 2 of this griev-
ance procedure.  Upon receipt of the written student complaint, 
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the division chair for student services will have five (5) working 
days to notify the employee against who the grievance was 
filed that Step 3 of the Grievance Procedure has been initiated.  
Upon notification, the employee shall be given an opportunity 
to respond in writing to the division chair for student services 
within five (5) working days.  It is the responsibility of the division 
chair for student services to refer the written student complaint 
along with the written employee response to the appropriate vice 
president or designee of the president for action within fifteen (15) 
working days after initial receipt of the written student complaint.  
All subsequent decisions concerning the student or the employee 
against whom the grievance was filed rests with the appropriate 
vice president (hereinafter) referred to as the "vice president" or 
designee of the president.

Step 4:	 The vice president or designee of the president will hear the griev-
ance, review all written information, and interview any persons 
necessary to render a written decision within ten (10) working 
days after receipt of the student's grievance from the division 
chair for student services.  The decision will be forwarded to the 
grievant and other persons involved.

Step 5:	 The decision of the vice president or designee of the president 
may be appealed to the president by either party involved within 
ten (10) working days of the decision.  Any such appeal shall be 
in writing, shall be based solely upon the record, and shall be 
limited to one or more of the following grounds:  that the finding is 
not supported by substantial evidence, that a fair hearing was not 
afforded to the individual, or that the outcome of the decision was 
excessive or inappropriate.  It is the responsibility of the president 
to make prompt disposition of all such appeals, and his decision 
shall be rendered within thirty (30) working days after receipt of 
the complete record of appeal.

SEXUAL HARASSMENT
Coastal Carolina Community College is committed to an environment 

free of inappropriate and disrespectful conduct and communication of a 
sexual nature.  Coastal Carolina Community College strongly opposes sexual 
harassment in any form.  Sexual harassment is against college policy and is 
a violation of Title VII of the Civil Rights Act of 1964, as well as the applicable 
laws of this state.

Any student who believes that he or she has been subjected to sexual 
harassment in violation of this policy should make a complaint to the executive 
vice president or his designee through the appropriate supervisor.


