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I.

Overview
Southwest Tennessee Community College is a state institution of public higher
education. One of the largest community colleges in the Tennessee Board of Regents’ system, its
multiple locations include full service campuses, four educational centers, and several teaching
sites. With Southwest having locations throughout Shelby County and Fayette County,
Southwest serves a population of more than 650,000 residents in the Mid-South area. The
mission of Southwest Tennessee Community College is:
To provide the citizens of Shelby and Fayette counties and the
surrounding Mid-South region with a high quality and affordable postsecondary education that prepares them for associate degrees, future
educational opportunities, and successful employment.
As a comprehensive, open-access, culturally diverse, public two-year
college, Southwest is committed to meeting the educational needs of
individual students, communities, and employers through credit and
non-credit instruction using both distance learning technology and
traditional campus-based classes. Southwest promotes student success
in a supportive teaching and learning environment designed to raise
educational levels, promote work readiness skills, enhance career
advancement, prepare for university transfer, and enrich personal lives.

In addition to its mission above, Southwest Tennessee Community College has developed a
strategic plan, tentatively entitled FOCUS 2025, which focuses on four overarching goals/priorities:
I. Focus on Students; II. Focus on Community; III. Focus on Employees; and IV. Focus on Efficiency,
Effectiveness, and Resourcefulness.
In order to fulfill its mission, Southwest Tennessee Community College has created a
compliance program that directly aligns with the priorities of FOCUS 2025 by achieving
accountability and fostering transparency in all of its institutional operations. Southwest’s
compliance program aims to ensure that the College meets its obligations under all applicable
laws, regulations, best practices, contractual obligations, and institutional policies with the
highest standards of ethics, integrity, and responsibility.
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II.

Definitions
Definitions, as utilized across Southwest Tennessee Community College (“Southwest” or
“College”) when referring to compliance matters, are as follows:
1. College Community: Refers to all members of Southwest Tennessee Community College’s
community including, but not limited to, students, parents, faculty, adjuncts, staff, vendors,
community partners, etc.
2. Compliance: The fulfillment of the requirement(s) of all applicable laws, regulations, best
practices, contractual obligations, and institutional policies by the College.
3. Compliance Area: The main administrative division responsible for clusters of laws/high
risks/contractual duties, etc. and for the operation, maintenance and supervision of one or more
Compliance Units.
4. Compliance Matrix: A cross-referencing document that contains all compliance information
applicable to the College. Its function is to serve as an institutional compliance reference guide
for the College Community.
5. Compliance Source: The specific laws, regulations, policies, etc. that sets forth the particular
requirement(s) to be met by the Compliance Unit to achieve institutional compliance.
6. Compliance Subject: The particular requirement(s) to be met by the Compliance Unit to achieve
institutional compliance.
7. Compliance Unit: An administrative division or sub-division responsible for executing or
implementing specific action(s) to meet assigned compliance obligations.
8. Discrimination: Treating individuals less favorably because of their race, color, religion, creed,
ethnic or national origin, sex, sexual orientation, gender identity/expression, disability, age (as
applicable), status as a covered veteran, genetic information, or any other category protected by
federal or state civil rights law; or, having a policy or practice that has a disproportionately adverse
impact on protected class members.
9. Due diligence: Such a measure of prudence, activity, or assiduity, as is properly to be expected
from, and ordinarily exercised by, a reasonable and prudent person under the particular
circumstances; not measured by any absolute standard, but depending on the relative facts of
the special case.
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10. Enforcing Government Agency: The federal, state, local or institutional agency authorized to
oversee, regulate, audit, and/or enforce compliance matters subject to their jurisdiction.
11. Equity: Advancing and sustaining a positive environment that supports both the letter and
spirit of laws regarding equal opportunity and access in employment and education.
12. Federal Sentencing Guidelines: The United States Sentencing Commission’s Sentencing
Guidelines http://www.ussc.gov/guidelines
13. Noncompliance: Failure or refusal to comply with applicable laws, contractual obligations,
institutional policies and/or regulations.
14. Owner: A College administrator responsible for the day-to-day functional obligations relevant to
an assigned Compliance Unit, for coordinating compliance activities with the Office of Equity and
Compliance, and for reporting to the designated Supervising Senior Administrator for that
Compliance Area.
15. Partner Compliance Unit: A separate Compliance Unit with overlapping or shared compliance
responsibilities in an assigned Compliance Subject.
16. Supervising Senior Administrator: A member of the President's Senior Administrative Staff with
overall operational responsibility for designated Compliance Areas.
17. TBR: Tennessee Board of Regents.
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III.

Office of Equity and Compliance
On June 1, 2016, Dr. Tracy D. Hall, President, established the Office of Equity and
Compliance (“Office”) to address the ever-growing, highly complex compliance requirements
applicable to Southwest Tennessee Community College.
In order to carry out its compliance duties, promote equity, and ensure impartiality,
the Office of Equity and Compliance works as an independent unit under the legal advice
and guidance of the Tennessee Board of Regent’s Office of General Counsel and reports
directly to Dr. Hall.
The Office of Equity and Compliance is responsible for developing, executing, and
managing the College’s compliance program by providing oversight of regulatory
compliance duties, coordinating compliance efforts across College departments, providing
training to students and employees, and implementing initiatives throughout the institution.
The Equity and Compliance team consists of Ms. Monika L. Johnson, J. D., Executive
Director, Title VI Coordinator, Title IX Coordinator, and ADA Coordinator; Mrs. Inez Warner,
J.D., Associate Director; Ms. Pamela Saavedra, Specialist; and Ms. Stephanie Peoples,
Administrative Assistant.

Duties and Responsibilities
The Office of Equity and Compliance is responsible for promoting equity by
advancing and sustaining a positive environment that supports both the letter and spirit of
the laws regarding equal opportunity and access in employment and education. To this end,
the Office of Equity and Compliance ensures that the College complies with all applicable
federal, state, and local laws and regulations, including TBR and College policies, by
performing the following duties:
A.

Institutional Compliance: One of the most critical functions of the Office is to ensure
timely reporting of all the College’s compliance requirements to the appropriate
local, state, or federal agency. It requires a clear understanding of the laws and
regulations affecting the College, as well as coordinating efforts with relevant
College departments to ensure that compliance obligations are met and to reduce
the College’s exposure to risks and liabilities.

B.

Investigations: The Office also serves as the main investigative arm for complaints
6

pertaining to discrimination and/or harassment based on race, color, religion, creed,
ethnic or national origin, sex, sexual orientation, gender identity/expression,
disability, age, status as a covered veteran and/or genetic information.

IV.

C.

Education and Training: The Office is responsible for providing training to students
and employees on subjects pertaining to Title VI, Title VII, Title IX, ADA, mandatory
reporting, and other topics related to unlawful discrimination and harassment
issues. The office is also responsible for keeping college personnel informed of their
compliance obligations under state and federal laws, as well as institutional policies.

D.

ADA Accommodations: The Executive Director of Equity and Compliance is also the
College’s ADA Coordinator for employees; therefore, the Office oversees and
coordinates disability services and accommodations for faculty and staff. The Office
of Students Disability Services, under the direction of Ms. Sherri Scott, Director and
ADA Coordinator, oversees and coordinates disability services and accommodations
for students.

Compliance Program
In 1991, the Federal government established the most recognized set of standards that
define an effective compliance program (Unites States Sentencing Commission’s Federal
Sentencing Guidelines1). In order to create programs that are effective in detecting and preventing
improper conduct, and in promoting adherence to the organization's legal and ethical obligations,
most compliance offices base their own compliance programs on the core elements outlined in the
U.S. Sentencing Commission’s Federal Sentencing Guidelines.
In light of its proven efficiency, the Office of Equity and Compliance developed its
compliance program to satisfy the elements of an effective compliance program in accordance to
the U.S. Sentencing Commission’s Federal Sentencing Guidelines standards. Southwest’s
compliance program aims to further the mission of the College and its commitment to compliance
with the law by fostering a culture of due diligence, accountability, and transparency across all
College departments. The compliance program has two main components:
A.

1

Strategic plan: Outlines the eight elements identified by the Federal Sentencing
Guidelines, which the College’s compliance program seeks to incorporate in its
permanent structure. These elements also allow the Office to establish a baseline

See U.S. Federal Sentencing Guidelines §8B2.1.
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to measure the effectiveness of the program and its ongoing compliance efforts.
B.

V.

Implementation Plan(s): Establishes specific action(s) and protocols to execute the
compliance program at the institutional level.

Strategic Plan
ELEMENT
Compliance Program
Governance and
Structure, Oversight,
Accountability, and
Resources
Establishes the
College departments
responsible for
developing and
executing the
College’s compliance
program; defines
duties and
responsibilities of
compliance officers;
defines compliance
plan











Standards, Policies
and Procedures, and
Controls
Implement
consistent
institutional policies,
procedures and




ACCOMPLISHMENT/MILESTONES
Office of Equity and Compliance
established in 2016 as an independent
unit, created by the College’s President
to oversee and manage the College’s
compliance program. The Office reports
directly to the President
President designated the Executive
Director of Equity Compliance as the
College’s Title IX, Title VI, Title VII, and
ADA (for Faculty & Staff) Coordinator
Began development of the College’s
initial compliance program
Developed internal processes, standards
and best practices to manage complaint
reporting, investigations and appeals
Developed a compliance matrix,
calendar, and forms to implement
compliance plan
Developed internal processes, standards
and best practices to respond to
requests for documents and litigation
Developed internal processes, standards
and best practices to provide ADA
accommodations

(Underway)
Reviewing the College’s policies to advise
the President of any revisions and/or
updates needed
Drafting proposals of new policies such
as mandatory reporting, social media
policy, etc.







GOALS
Conduct internal
annual reviews to
monitor office
and plan
performance,
identify issues
and implement
corrective actions
and/or updates
as needed

Ongoing
assessment and
review of policy
trends and laws
Conduct
periodical reviews
to monitor
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compliance
standards.

Due Care in
Delegating
Authority
Identify executivelevel individuals with
compliance
oversight
responsibilities







Education and
Training




Establish
communication,
awareness and
training programs
specific to
compliance
standards






Coordinated with Senior Administrative
staff with regard to shared compliance
responsibilities (e.g. Campus Police,
Student Development, Human
Resources, etc.)
Identified Senior Administrative staff
members responsible for overseeing
compliance areas and incorporated them
to compliance plan
Developed a compliance directory



Provided training on critical topics for
members of Equity and Compliance team
Provided appropriate executive level
compliance training in critical
compliance areas to Senior
Administrative staff (Title IX
investigations to HR, Student Affairs, and
Student Development)
Provided online based Title VI training to
all faculty and staff starting in Spring
2017 (Workplace Answers)
Provided Title IX mandatory compliance
training for faculty and staff in Fall 2016
(Everfi)
Provided training to individual units on
requested/as need basis
Developed upcoming training and
awareness campaigns for 2017-2018
school year











process
performance,
identify issues
and implement
corrective action
and/or updates
as needed
Provide formal,
timely
notification of
upcoming
compliance
requirements to
Compliance Units
Set expectations
and timelines for
compliance
requirements and
disclosures
Expand training
to additional
units and nonSenior
Administrative
staff
Continue to
provide training
to Equity and
Compliance Team
Expand training
options and
topics for
students, faculty
and staff
Implement other
outreach efforts
to reach the
College
Community
(students
activities,
webinars, etc.)
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Communication
Lines: Reporting
Mechanism and
Investigations

Inform the College
Community about
existence and
function of the
Office of Equity and
Compliance and
issues that fall under
its jurisdiction;
provide a reporting
system that allow
students and
employees to report
misconduct without
fear of retaliation









Monitoring, Review,
and Evaluation
Implement an
internal compliance
management,
monitoring, auditing,



Created Equity and Compliance webpage
on the College’s website, which provides
information about the Office, its
function, staff, and contact information;
gives information about federal laws and
school policies onder which the Office
has jurisdiction; has the complaint form
and appeal form available for download,
along with instructions on how to
complete and submit it to the
appropriate school authorities; and list
school and community resources for
students who may need them.
Created brochures and posters that
provide information about requirements
and resources for Title VI, Title IX, Title
VII, ADA, etc. and distributed them
throughout the College Community
Publish a bi-annual compliance
newsletter which is sent to the entire
College Community to inform them
about the Office’s news and
developments
Established two email accounts to
receive complaints, and appeals:
Equityandcompliance@southwest.tn.edu
and equityappeals@southwest.tn.edu
Implemented an interim excel based
compliance data management system
while TBR negotiates multi-institution
system






Provide
education and
training to the
College
Community on
policy revisions,
updates, and new
policies
Establish a
confidential
reporting line
Integrate existing
anonymous
complaint
reporting systems
to filter out
complaints that
fall under Equity
and Compliance
Office’s
jurisdiction

Implement TBR
compliance data
management
system (Maxient)
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and reporting
system
Enforcement,
Discipline,
Corrective Action,
and Incentives
Apply consistent and
adequate processes
and procedures for
enforcement and
discipline.



Developed review forms to monitor and
audit compliance program performance
by Compliance Units











Develop
consistent
guidelines for
application of
disciplinary and
corrective actions
Amend school
policies to
address new
issues and fill
voids
Develop a
consistent audit
procedure to
identify
underperforming
units and hold
them accountable
Recognize
individuals and
teams with
exemplary
compliance
accomplishments;
team awards
Publicize
resolution
agreements from
other schools
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Response and
Continuous
Improvement
Respond
appropriately to
incidents and take
steps to prevent
further similar
offenses, including
any necessary
modifications to
compliance
programs intended
to prevent and
detect violations of
law.



Established solid and effective
partnerships with Campus Police, Human
Resources, and Student Development to
address incidents and work concurrently
in matters where jurisdictions overlap





Work with units
with highest
compliance risk
problems to
improve
performance
Conduct periodic
reviews to
monitor
performance,
identify issues
and implement
corrective action
and/or updates
as needed
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VI.

Implementation Plans
The Office of Equity and Compliance is in the process of developing individual
implementation plans to execute its Compliance Program in the following areas: A) Institutional
Compliance, B) Investigations, C) Education and Training, and D) ADA Accommodations.
Each plan lays out critical information regarding the plan’s purpose, structure,
expectations, and process/procedures pertinent to each subject area. In essence, these plans
establish uniform protocols to ensure that every College Community member is cognizant of the
process, and has comprehensive understanding of the College’s institutional compliance program
and his or her role and responsibilities in achieving its success.
The Office of Equity and Compliance expects that, through the implementation of these
plans, its approach to conflict resolution will become proactive and shift away from reactive
responses. Team members expect to be able to anticipate or identify risks and challenges early on
or before they occur, thus having the opportunity to address matters before they escalate or
become costly to the College.
The Office proposes an implementation phase of at least a year for planning and piloting.
During the first few months, the Office will finalize development plans and present them to the
President and Senior Staff for approval and revision. Following approval, the Office will begin pilot
testing plans, and continue monitoring and evaluating the performance and effectiveness of plans
already implemented, making changes as required. At the end of the implementation phase, each
plan will be assessed for effectiveness to make a determination as to whether: 1) to continue the
plan in its current form, 2) further changes are needed, or 3) a new/different plan is warranted.
A. Institutional Compliance (IC)

Development and Purpose
Taking into consideration the decentralized administrative organization of the College,
the Institutional Compliance implementation plan builds upon the use of compliance matrices
customized by Compliance Areas and relies on the collaboration of College administrators
(Owners) responsible for meeting specific compliance obligations, coordinated and supported by
the Office of Equity and Compliance and Senior Administrative Staff.
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Southwest’s compliance matrices, developed in accordance to the model created by the
Higher Education Compliance Alliance, are cross-referencing documents that contain all
compliance information relevant to the College. The purpose of these matrices is to serve as a
reference guide for Compliance Areas/Units and to assist the Office of Equity and Compliance in
coordinating, monitoring, and documenting progress on existing and ongoing institutional
compliance efforts.
This implementation plan aims to streamline the compliance process and College
resources by assigning oversight responsibilities to Senior Administrators with the most pertinent
knowledge of College operations impacted in the process of meeting compliance obligations to
avoid redundancy, delays and waste, and by using tools that promote collaboration and
accountability to increase compliance effectiveness and reduce risk.

Components of IC Implementation Plan
The effectiveness of the Implementation Plan relies on the collective and individual
performance of its four main components:
(1)

Compliance Areas, are administrative divisions responsible for the operation,
maintenance, and supervision of one or more Compliance Units and have overall
responsibility for clusters of Compliance Subjects assigned to their jurisdiction.
(e.g., Student Affairs, Human Resources)

(2)

Supervising Senior Administrators, are the members of the President's Senior
Administration with overall operational responsibility for their assigned
Compliance Area (e.g., Vice-President of Student Affairs or Executive Director of
Human Resources);

(3)

Compliance Units, are administrative divisions or sub-divisions responsible for
executing or implementing specific action(s) to meet assigned Compliance Subjects
and/or obligations; and

(4)

Owners, are administrators responsible for the day-to-day functional operations of
their Compliance Units and for meeting the compliance obligations assigned to
their units. Owners are also responsible for coordinating compliance efforts
directly with the Office of Equity and Compliance and their Supervising Senior
Administrator (e.g., Director of Financial Aid or Director of Student Development).
14

Fig. 1: Components of IC Implementation Plan

* SSA: Supervising Senior Administrator

Roles and Responsibilities
The role of Supervising Senior Administrators is to oversee and monitor compliance
efforts by Compliance Unit(s) under their supervision and to receive periodic reports (not less than
annually) on compliance matters and updates relevant to their Compliance Area from the Office of
Equity and Compliance. Supervising Senior Administrators are expected to provide leadership and
authority for coordination of compliance activities with other College departments, notify the
Office of General Counsel of reports of potential violations of law or other external standards in
their Compliance Areas, and implement disciplinary and/or corrective actions as needed.
Supervising Senior Administrators have express authority to communicate personally with the
President and the Office of General Counsel in regards to compliance matters pertaining to their
Compliance Areas and/or possible criminal conduct that could expose the College to liability.
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The role of Owners is to be responsible for the day-to-day operational compliance
obligations applicable to their designated Compliance Units, whether that involves them personally
carrying out such obligations or seeing to the assignment of compliance activities and confirming
that they have been appropriately carried out. Owners are also responsible for seeing that their
unit’s Compliance Calendar is handled in a timely manner. Owners are expected to coordinate and
collaborate with partner Compliance Units and the Office of Equity and Compliance on ongoing
compliance efforts, brief their Supervising Senior Administrator periodically on the status of their
unit’s performance, and to implement disciplinary and/or corrective actions as needed.
The role of the Office of Equity and Compliance is to provide coordination, monitoring and
documentation of institutional compliance efforts, to exercise reasonable oversight of the
compliance program, and provide timely reports on the effectiveness of the compliance program
and other compliance matters to the President and the Senior Administrative Staff.

Process
The Office of Equity and Compliance will hold an initial meeting with the President and
Senior Administrative Staff to introduce them to the IC Implementation Plan. Thereafter, the Office
will meet with each Supervising Senior Administrator individually to explain the IC process, and the
materials and resources relevant to their individual Compliance Areas.
The Office will provide each Supervising Senior Administrator with a copy of their
corresponding Compliance Area Matrix, Calendars, and a set of customized Compliance Subject
Forms. The Supervising Senior Administrator will be responsible for assigning Compliance Subjects
to Compliance Units under his or her supervision and for designating Owners accordingly. Once
these assignments have been given, the Supervising Senior Administrator will be responsible for
reporting this information back to the Office. The Office will then forward each Owner a Calendar
and a set of their assigned Compliance Subject forms for them to sign and return back to the Office
for documenting and monitoring purposes. The Supervising Senior Administrator will also be
responsible for reporting any changes pertaining to the administrative organization of their
Compliance Area to the Office as soon as they occur.
*Proposed Schedule:
Compliance Subject Forms will be provided on a quarterly basis. Each quarter will include
subjects with deadlines due during that period of time, and will be provided to the Compliance
Units at least 30 days before the quarter begins. Signed forms are to be returned to the Office
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within 10 days.
Example:

1st Quarter 2018
Jan 1st - March 31st
Forms delivered to Compliance Units by:
Signed forms returned by:

December 1, 2017
December 10, 2017

The Office will follow-up with Owners periodically to monitor and document the status of
compliance efforts and to ensure that deadlines are met on time. The Office will also update
Owners and their staff of relevant changes in compliance duties or requirements as needed.
Similarly, the Office will advise the President and the Senior Administrative Staff periodically on the
status of the College’s compliance efforts and obligations, and provide briefs and updates on
matters pertaining to institutional compliance as needed.

VII.

Progress
Since its establishment in the Summer of 2016, the Office of Equity and Compliance has
made the following accomplishments:
AREA
Institutional Compliance













Investigations




MILESTONES
2016 Title VI Report
2016 Title IX Report
2016 Clery Report
2016 Support Staff Grievance Report
2016 EADA Report
2016 Implemented FERPA Waiver and TN Open
Records Request Form
2017 Institutional Compliance (IC) Implementation
Plan
2017 IC Matrix
2017 IC Forms
2017 IC Calendars
2017 Implemented Interim Compliance Data
Management System
Implemented Complaint Form & Procedure
Implemented Appeal Form & Procedure
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Education and Training











ADA Accommodations

VIII.





Implemented Spring 2017 online Title VI training
for College faculty and staff
Implemented Summer 2017 online Title IX training
for College faculty and staff
Implemented Spring 2017 Title IX Investigation
training for executive staff in high compliance risk
units, provided by Equity and Compliance staff
Developed Title IX Investigation training module
for executive staff
Developed Equity and Compliance Webpage
Published Title VI Brochure
Issued the first bi-annual Equity and Compliance
Newsletter in the Fall of 2016
Attended Fall 2016 Title IX Investigations Team
Training at University of Memphis
Attended 2017 NACUA Team Training
Attended 2017 AAAED Team Training
Developed procedure for requesting, evaluating,
and granting ADA accommodations

Risks and Challenges
In addition to the challenges inherent to the establishment of a new compliance operation,
the Office of Equity and Compliance is of the opinion that the following issues immediately
require greater focus, resources, and/or resolution efforts to manage or reduce potential risks
and liabilities:
1.

Southwest Early College High School: The establishment of a charter high school
on the grounds of the Union Campus poses new compliance challenges: students
and employees will require additional training on protection of minors on campus,
mandatory reporting, and related laws and regulations. In addition, College
policies may need to be updated accordingly.

2.

Lack of specialized compliance data management system: TBR does not know if or
when Maxient will be available to TBR institutions. This delay hinders the Office’s
operations, as it has to rely on a sub-standard interim management system that is
unable to handle the case volume and more complex compliance functions, such
as integration with the College’s operation systems and databases, and reporting
18

needs.

IX.

3.

Compliance Training: Compliance Areas identified as high risk that warrant
additional training in compliance policies and procedures, whether this is due to
the number of complaints received (volume), nature of complaints (recurring
issues), or other issues (e.g. Staff being unware of applicable College policies or
their obligation thereunder).

4.

Internal Policy Revision: The College’s policies and procedures are in critical need
of revision. For example, some policies have not been updated since the College’s
merger in 2000. Some subsequent policies, enacted or updated since, are
sometimes in conflict with one another, or reference non-existent College policy
(e.g. Conflict of Interest). Further, it has come to the attention of the Office of
Equity and Compliance that the College needs to implement policies that currently
do not exist (e.g. Whistleblower Policy, Social Media Policy for Employees, Policy
for Grant Funded Positions, Conflict of Interest, etc.).

Conclusion
Since its inception, the Office of Equity and Compliance has had consistent support from
the College’s President, its Senior Staff, and TBR, which has been essential for its growth as a newly
established College department. As a result of solid institutional leadership, guidance, and
resources provided to the Office, our team has been able to make significant progress in just a few
months of operation, thus gaining the trust and confidence of the college community and
reinforcing the College’s message of commitment to equity, accountability and transparency.
The Office will continue to develop its formal compliance program and strive towards
achieving a comprehensive, proactive system consistent with the standards set forth in the Federal
Sentencing Guidelines and the College’s strategic goals proposed in its FOCUS 2025 plan. Our team
will continue to collaborate and engage with the College Community to identify and address their
needs, as well as challenges, and to assist the College in reducing risks through disclosure,
prevention, education and awareness. The Office remains committed to doing its part in fulfilling
the College’s mission through its work by maintaining the highest standards of ethics, integrity, and
responsibility, and looks forward to its first anniversary this upcoming summer.
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