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With more than 8,000 employees, NC State remains one of the
largest employers in the Triangle area and across the State.
This Eye on Employment edi on of the Howling Counsel newsle er
is dedicated to answer recurring employment‐related ques ons
and to provide addi onal informa on and resources for supervisors
on current legal topics.
We invite your feedback by contac ng howlingcounsel@ncsu.edu
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HAPPY HOLIDAYS!
Seasonal Q&A and Advice for Common Scenarios
As the holiday season approaches, there are a few ques ons and issues that tend to come up
this me of year. . . .
Q: Who are we prohibited from accep ng gi s from?
A: En es and individuals that do or have done business with the university or want to do busi‐
ness with the university, or who are lobbyists or lobbyists principals are prohibited from giving
gi s and university employees are prohibited from accep ng such gi s under most circumstanc‐
es.
Q: Am I allowed to accept a holiday gi from a vendor, contractor or customer of NC State?
For example, the company that furnishes our laboratory supplies brought in a basket from
Harry & David and le it in the oﬃce with a card saying “Season’s Gree ngs.” Can I keep it or
share it with the oﬃce?
A: In order to prevent actual or perceived conflicts of interest, to discourage a empts at undue
influence and bribery, and to avoid viola ng the State laws on ethics in government service, in
this scenario, the answer is no.
Q: What should I do with the gi ?
A: If sent a gi , the three best op ons are: 1) return it with a note of gra tude and explain the
prohibi on of gi acceptance; 2) if perishable, accept it on behalf of the university and send it to
Dining Services for immediate consump on by students or place in a public space in your build‐
ing for anyone to consume; and 3) if non‐perishable, accept it on behalf of the university and
send it to Human Resources for use as a staﬀ apprecia on award or giveaway. Document the
op on you choose.
Q: A third party would like to give a gi to the University. . .what do I tell them?
A: You can always refer a third party who wishes to give a gi to the University to the
Advancement donor page.
Q: What if we receive a gi from colleagues from another university?
A: Gi giving among ourselves, the other cons tuent ins tu ons and General Administra on is
considered within the “UNC Family” and is permissible.
Summary of Gi Laws and Prohibi ons: The Oﬃce of General Counsel has created a summary
of gi laws and prohibi ons. Read more. . .

Seasonal Q&A and Advice for Common Scenarios cont’d
Q: Our oﬃce wants to have a holiday func on that includes alcohol. Are we
allowed to do that?
A: It depends on loca on and me of the func on. The answer is determined by NC
State REG 04.20.01 (Alcohol Regula on) and the Chancellor’s 3‐D memo concerning
the Drug‐Free Workplace Act. Read together, these essen ally put the brakes on serv‐
ing alcohol at any oﬃce func on on or oﬀ campus during the work day. If you want to
have a party with alcohol at an on‐campus loca on a er 5:00 p.m., it is permissible
under the terms of the Alcohol Regula on. If you have an a er work hours holiday
func on oﬀ‐campus at someone’s home that includes alcohol, no permission is
required, however, the host should be aware of North Carolina’s law regarding social
host liability for someone leaving your home under the influence and who gets into
an accident. Permission is also not required to have an a er‐hours oﬃce holiday party
at an oﬀ‐campus restaurant or private club where alcohol is served— however, no
ma er where the func on is held, keep in mind that alcohol may not be purchased
with state‐appropriated or federal funds.
Q: Can we decorate the lawn, lobby, recep on and common areas of our building for the holidays.
A: Generally (facts do ma er), only overtly religious symbols (crèche, cross, Star of David, etc.) displayed alone are prohibited. It is
permissible to decorate when such items are included in a display with an overall secular purpose or included as part of a broader
seasonal display. Christmas and holiday trees, wreaths, reindeer, candy, dreidels, candle holders (but no flames!), nsel, assorted
holiday‐themed decora ons and poinse a plants have not been deemed overtly religious for purposes of separa on of Church and
State and can be displayed. When considering whether and how to decorate, please keep in mind that NC State values diversity
and inclusion in religious beliefs.
Q: Can I display a religious symbol or religious images (e.g., Star of David, cross, star/crescent, image of Jesus) in my oﬃce?
A: Again, the answer to the ques on will be driven by the facts and circumstances of each individual situa on. However, the short
answer is that generally if you have a private oﬃce (non‐cubical space), you may display a religious symbol as long as it would be
viewed by others as personal expression, and not one sanc oned by or on behalf of the university. If you have any ques ons about
what you may or may not be permi ed to display at the university either in a public or oﬃce space, please contact Employee
Rela ons, Oﬃce for Ins tu onal Equity and Diversity or the Oﬃce of General Counsel for guidance.
Q: Where can I find a list of major religious and cultural holidays?
A: The Oﬃce for Ins tu onal Equity & Diversity (OIED) has compiled a list of major religious holidays.
Q: What must I do to accommodate a request for leave for a religious purposes?
A: An employee is allowed to take leave for major religious observances. Supervisors must arrange work schedules so the employee
can take leave if the day is a major religious observance for him/her and the leave does not create an emergency situa on in the
department.

CAN I BE SUED?
Q: Are you being served?
A: If you are served with a summons/complaint, pe on, or any other document that appears to be ini a ng an ac on in a court
or administra ve agency against the university or against you as an employee of the university, you should immediately contact
the Oﬃce of General Counsel at (919) 515‐3071. Read more informa on about subpoenas, court orders and search warrants here.
Q: Will NC State defend me in a lawsuit?
A: In the event that you are sued for performing your du es as part of employment at NC State, the Defense of State Employees
Act provides for legal representa on in li ga on by the A orney General’s Oﬃce (in its discre on) and for indemnifica on (in the
event of a judgment).
Q: Is there insurance to cover me if I am sued?
A: Specifically, the law provides coverage up to a maximum of $1 million per claimant for damages awarded in lawsuits or
se lements against state employees and allows the State to pay damages on their behalf, at the discre on of the A orney
General. To learn about excess liability coverage, read this 3D memo.
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CAN I BE SUED? cont’d
Q: What should I do if I receive a court order or a subpoena, or if I am contacted by an outside a orney regarding my work at NC
State?
A: Contact the Oﬃce of General Counsel immediately. See addi onal informa on on subpoenas, court orders and search
warrants.
Q: I received a Li ga on Hold No ce. . . What is it and what do I need to do?
A: A li ga on hold no ce is rou nely sent to individuals on campus who may have records or informa on relevant to a lawsuit or
threatened li ga on. The li ga on hold requests that steps be taken to preserve such records and informa on. The Oﬃce of
General Counsel has a summary of the li ga on hold process on its legal topics page tled Li ga on Holds and E‐Discovery.

COMPLIANCE CORNER
Q: What federal/state laws must I comply with?
A: NC State’s new Compliance Website has recently “gone live.” Watch the Chancellor’s message about compliance and learn
more about diﬀerent compliance areas that may aﬀect you and your role with the university. The university’s compliance calendar
provides important deadlines for reports.
Q: What do I need to know about Title IX?
A: If you’ve been hearing a lot about Title IX and universi es these days, it’s no accident. The U.S. Department of Educa on‐Oﬃce
of Civil Rights (OCR) recently published Ques ons and Answers about Title IX and Sexual Violence, a White House Task Force has
launched the NotAlone website providing informa on to students and schools about how to respond to and prevent sexual
assault, and NC State has con nued to reinforce and to expand its eﬀorts with respect to Title IX.
All employees should have received the Chancellor’s memo on Title IX and Non‐Discrimina on. This memo includes important
informa on about Title IX, including a contact list for NC State’s Title IX Oﬃcers and links to helpful resources for both students
and employees. In addi on, you may want to check out NC State’s Title IX website, which is dedicated to all things Title IX.
Q: What is NC State saying and doing about Title IX?
A: In 2014, NC State campus partners worked together to develop and present an educa onal program regarding sexual violence to
new students as part of new student orienta on. Students, faculty and staﬀ, along with campus leaders, were part of a Public
Service Announcement (now on YouTube), commi ng that It’s On Us to stop sexual
assault at NC State. The Title IX Team, a campus advisory group, has been mee ng
regularly and assis ng university administrators and units in NC State’s endeavors
with respect to Title IX.
Q: What should I do if I see or suspect misuse of or damage to State property?
A: Employees are required to report misuse within three (3) business days of
discovery to their supervisor, University Police, Internal Audit or the Oﬃce of
General Counsel. See NCSU REG 07.40.02 and the Chancellor’s Memo on Repor ng
Misuse/Damage of State Property for further informa on.
Q: Where do I turn if I, or someone I know, has been the vic m of discrimina on
or harassment?
A: If you have a complaint involving an NC State employee or a third‐party aﬃliate
on campus, you should contact the Oﬃce for Ins tu onal Equity and Diversity
(OIED) at (919) 515‐3148.
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YOU HAD ME AT HELLO
Best Hiring Prac ces
Whether you are hiring a recep onist or a research technician, a philosopher or a police
oﬃcer, or any other employee at NC State, there are some best prac ces that can help pre‐
vent problems down the road.
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A new SPA Employee Grievance Policy
wri en by the Oﬃce of Human Resources
for all SPA employees in the UNC System
went into eﬀect on May 1, 2014. There are a
number of changes and new requirements
for SPA employees wishing to file a griev‐
ance. Read more.
There is a new regula on on Instructor
Qualifica ons (NCSU REG 05.20.40) that was
issued on July 8, 2014. The regula on re‐
quires all employees who are instructors to
provide documenta on (i.e. oﬃcial tran‐
script) necessary to verify their qualifica‐
ons.
The Board of Governors updated UNC Policy
1000.2.2 Waiver of Tui on and Fees for
Faculty and Staﬀ, to bring it into alignment
with recent changes in state statute N.C.G.S.
Sec 116‐143(d). This change allows for tui‐
on waiver of up to three courses a semes‐
ter to be taken by eligible UNC staﬀ and
faculty. NCSU Policy 07.55.07 and REG
07.55.08 are being updated to align with the
UNC Policy and will be posted soon. Ques‐
ons about the UNC and NCSU faculty and
staﬀ tui on waiver policy and regula on
should be directed to the Benefits Oﬃce.
Specific ques ons about processing the
tui on waivers should be directed to the
Cashier’s Oﬃce.
Revisions were made to the Resolu on Pro‐
cedures for Discrimina on, Harassment and
Retalia on Complaints regula on (NCSU
REG 04.25.02) to align with new North Caro‐
lina requirements under the SPA Employee
Grievance Policy and recent guidance on
federal requirements under Title IX of the
Educa on Amendments. Read more.

Q: Diversifying Your Workforce
A: If you are hiring an EPA employee (faculty or non‐faculty), a comprehensive resource for
recruitment and hiring is the Employment Procedures manual developed by the Oﬃce for
Ins tu onal Equity and Diversity (OIED) and the Human Resources Department (HR). This
manual is also instruc ve in the area of equity and diversity for the hiring of SPA employees.
The OIED provides addi onal resources, such as “Guidelines for Recrui ng a Diverse Work‐
force,” as part of its website.
Q: Recrui ng and Hiring Employees
A: You should be aware of other policies that aﬀect the type of employee you plan to hire.
For example, there are a number of policies rela ng to the recruitment and selec on of SPA
employees (i.e. merit‐based recruitment, priority re‐employment, veteran’s preference, etc.)
that are applicable to your hiring process. Or, you may need to consult policies rela ng to
the recruitment and selec on of EPA employees in conduc ng your hiring process. Wheth‐
er you are recrui ng and hiring an SPA or EPA employee (including faculty), HR’s Employ‐
ment Services department provides informa on—including Recruitment and Selec on
Guidelines about the recruitment and employment of these employees.
Q: Make Sure Your Search Commi ee Avoids Land Mines
A: If you are using a search commi ee or interview panel, Contact the Oﬃce of General
Counsel at (919) 515‐3071 to schedule a mini‐orienta on for your search commi ee about
public records law and the confiden ality of applicant informa on.
Q: Always Check References
A: Even if an applicant’s creden als are outstanding and his/her interview went smoothly, do
not dispense with conduc ng a thorough reference check. Obtain permission from the em‐
ployee before calling the employee’s current employer/supervisor (it can be a red flag if per‐
mission is not granted). See recommended employment reference ques ons. You should
obtain at least three references from individuals who have supervised the applicant and who
have direct knowledge of the applicant’s skills, abili es and experience. Last but not least,
just because a candidate is internal, you should conduct as rigorous a reference check as you
would for any outside applicant.

Still have questions?
Please contact OGC at 919‐515‐3071 for assistance.
We are NC STATE’S law irm.
We would like to hear from you.

In Case You Missed It: View a full lis ng of
all policy and regula on revisions on the
“What's New” page on the Policy, Regula‐
on and Rules (PRRs) website.

Please send any comments or feedback to howlingcounsel@ncsu.edu
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