


























THE REGENTS OF ALVIN COMMUNITY COLLEGE DISTRICT

PREAMBLE

WHEREAS the Board of Regents of Alvin Community College District has found it advisable to
formulate and enact By-Laws and regulations to aid it in the conduct and performance of its
official functions,

NOW, THEREFORE, the Board of Regents of the Alvin Community College District, does
hereby adopt, publish, and declare the following to be the official By-Laws of the Board of
Regents of the Alvin Community College District.

TITLE 1. BOARD OF REGENTS
CHAPTER 1. GENERAL PROVISIONS

Sec. 1.01. Definitions

Sec. 1.02. Statutory Reference
Sec. 1.03. Term of Office

Sec. 1.04. Election Notice
Sec. 1.05. Board Travel Policy

CHAPTER 1. GENERAL PROVISIONS
Sec. 1.01. Definitions
1. In this Manual:

a.. “District.” Unless otherwise specified, the term “District” as used in these By-
Laws shall be construed to mean the Alvin Community College District.

b. “Board.” Unless otherwise specified, the term “Board” as used in these By-
Laws shall be construed to mean the Board of Regents of the Alvin
Community College District.

Either two or three Regents shall be elected at each
election, the number of Regents depending upon that
required to constitute a Board of nine members to serve
terms of six (6) years. Education Code 130.082(e),(f),(9),
130.078(1), 130.0821(f)

Cc. “College.” Unless otherwise specified, the term “College” as used in these
By-Laws shall be construed to mean the educational faculty or facilities
owned, operated, and maintained by the Alvin Community College District,
and where meaning dictates, said term shall be used interchangeably with the
term District.”



Sec.1.02. Statutory Reference

All references made to statutes, whether specific or otherwise, are to the statutes of the State of
Texas.

Sec. 1.03. Term of Office
The basic term of office for a member of the Board shall be six (6) years, and one-third of the

members of the Board shall be elected at-large in the district at regular elections. Texas Education
Code 130.082(e)

Sec. 1.04. Election Notice

The Board shall call the election at the regular meeting of the Regents that immediately precedes
the start of the filing period for candidates but not later than the 45™ day before election day.
Notice of the election shall be posted not later than the 21% day before election day, on the bulletin
board used for posting notices of the meetings of the governing body. Notice shall also be
published at least once, not earlier than the 30™ day or later than the tenth day before election day,
in a newspaper published within the College District’s boundaries or in a newspaper of general
circulation in the College District if none is published within the College District’s boundaries.

Sec. 1.05. Introduction: Travel Policy

Board members shall not receive any reimbursement of emolument of office. Board
members shall be entitled to reimbursement for their actual expenses incurred in
performing their duties, to the extent authorized and permitted by the Board. Texas
Education Code 130.082(d)

Board members may attend regional, state, or national conventions or workshops
without such gatherings being construed as “meetings” under the Open Meetings
Act. However, no formal action shall be taken at such conventions or workshops
concerning District business, and any discussion of public business shall be merely
incidental to the convention or workshop. Texas Government Code 551.001(4).

1. Expense Reimbursement
Board members shall be reimbursed for reasonable expenses incurred in carrying
out Board business on behalf of the college and for reasonable expenses incurred
while attending meetings and conventions as official representatives of the Board.

An amount for Board member travel expense reimbursement shall be approved in
the budget each year.

Reimbursement shall be made by one of the following methods, as determined by
the Board:

A. Reimbursement for use of personal car at the mileage rate currently approved by
The Board, or the actual cost of commercial transportation, plus parking and taxi
fares and expenses for lodging, meals, and other incidental expenses. Board
members shall file a statement, and to the extent feasible, attach receipts
documenting actual expenses for which reimbursement is requested.



B. A set amount approved in advance for reasonable expenditures to be incurred
on a particular trip. This amount shall include travel, lodging, meals, and any
other reasonably predictable expenditures. Board members shall file a
statement, with receipts, accounting for amounts actually expended. Any
excess shall be refunded to the District.

2. Specified Trips Authorized
A Regent is authorized to attend the following annual conferences:

» Association of Community College Regents (ACCT)

« National Legislative Seminar of ACCT

* Regional Conference of ACCT

« American Association of Community & Junior Colleges (AACJC)

» Texas Junior College Board Members and Administrators Association
« Association of Governing Boards

« Texas Association of Chicanos in Higher Education (TAHE)

In addition, a Board member may attend meetings and conferences hosted by the
Texas Higher Education Coordinating Board (THECB) or by the League for
Innovation.

Upon request of the College President, a Regent may attend any state or national
legislative meeting. However, the President shall notify the Board at its next
regular meeting of the request.

3. Non-Specified Trips

The Board of Regents serves as elected representatives for the community college
district and adheres to ethical standards. Board members may need to take trips on
behalf of the college where they represent the Board/college other than the trips in
the category, “Specified Trips Authorized.” If such a trip is taken by a Regent,
where there is a request for reimbursement, the Regent shall submit a request for
reimbursement to the Buildings, Facilities, & Finance Committee of the Board. If
the committee approves the request, the President or designee shall reimburse the
Regent to the extent provided by the committee. If the committee disapproves the
request, the Regent may submit the request to the full Board at its regular next
meeting. The Board’s judgment is final.

4. Verification of Expenses
The College President or designee shall verify authorization for trips and allowable
expenses consistent with this policy.




Allowable Expenses

The following list of allowable expenses is illustrative, but not inclusive, of all
allowable expenses during an authorized trip by a Regent. Receipts are required for
all expenses unless otherwise indicated.

A

Meals: Actual expenses for meals, but not to exceed $44 per diem per Regent.
Receipts are not required unless actual expenses exceed the per diem rate or as
indicated herein. If a Regent pays for a meal of another member of the Board,
the Regent must list the name of the other Regent on the receipt. If a Regent
exceeds the per diem rate or pays for a meal of a non-Regent and requests
reimbursement, the Regent shall list the name of the non-Regent on the receipt.
A Regent may not be reimbursed for meals when the Regent is absent from the
location of a meeting for any reason not connected with the duties of the
Regent.

Lodging: Actual expenses for lodging, but not to exceed the prevailing single
room rate. The maximum duration for lodging is one night prior to the
beginning of a meeting and one night subsequent to the ending of the meeting.
A Regent may not be reimbursed for lodging when the Regent is absent from
the location of the meeting for any reason not connected with the duties of the
Regent.

Mileage: Mileage expenses at the prevailing Board-approved rate for
employees when traveling by personal automobile. Mileage is determined by
“The Official State Mileage Guide.”

Parking Expense: Actual expense. Receipts are not required unless long-term
parking at an airport in which case a receipt is required.

Commercial Air Transportation: Actual expense at the prevailing coach rate
unless first class is the only flight available to conduct Regent duties, in which
case, a statement is required from the Regent that such was the case. If a
Regent deviates from a direct route of travel by air, it is presumed the
deviation is for personal reasons and all costs, including meal, lodging, and
transportation, will not be reimbursed for that portion of the trip.

Car Rental: Actual expense.  Liability insurance and sales tax are
reimbursable. If a Regent rents a car and combines personal travel with
Regent duties, the cost of the rental car is prorated on a daily basis.

Travel by Taxi, Limousine, and City Bus: Actual expenses. Receipts are not
required.

Conference Registration Fees: These fees are not reimbursable since they are
paid by the district.

Telephone Calls: Actual expense if for official Regent business, both local and
long distance.

Gasoline and Toll Charges for Rental Cars: Actual expense. Receipts are
required for gasoline, but are not required for toll charges.



K. Tips for Service: Actual expense. Receipts are not required.

6. Unallowable Expenses
The following list of unallowable expenses is illustrative, but not inclusive of all
unallowable expenses during an authorized trip by a Regent.

Excess baggage charges for personal belongings

Passports or passport photos required for foreign travel
Inoculations required for foreign travel

Any other personal expense items such as cleaning or laundry
Any alcoholic beverages

Any personal entertainment
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7. Reporting Expenses for Reimbursement
A Regent shall submit travel expenses for reimbursement, in writing, to the College
President or designee within five (5) days after returning from a meeting or
conference. No college employee is authorized to reimburse a Regent for travel
expenses unless the trip during which the expenses were incurred is authorized.

8. There is no prepayment for any person or persons other than College Regents
unless there are special circumstances and prior approval has been given by motion
or resolution of the College Board.

9. The College Board will consider reviewing the travel policy in the fall of odd
number years because of changes made by the Texas Legislature that might impact
continuing education and professional development where travel is involved.

HISTORICAL NOTE:

Sec. 1.03. Added 2-22-90
Sec. 1.01. Added 1-27-00
Sec. 1.04. Added 2-27-03
Sec. 1.05. Added 6-26-03



CHAPTER 2. ORGANIZATION OF THE BOARD AND DUTIES OF ITS
OFFICERS

Sec. 201. Election of Officers
Sec. 202. Functioning of the Board

Sec. 203. Powers, Duties, and Responsibilities of the Chairman of the Board

Sec. 204, Powers, Duties, and Responsibilities of the Vice-Chairman of the Board
Sec. 205. Powers, Duties, and Responsibilities of the Secretary of the Board

Sec. 206. Professional Development

CHAPTER 2. ORGANIZATION OF THE BOARD AND DUTIES OF ITS
OFFICERS

Sec. 2.01. Election of Officers

At the first regular meeting of the Board after any election for Regents, the Board shall elect a
Chairman, Vice-Chairman, and Secretary who shall serve in such capacities until the next election
of Board officers. Should a vacancy occur in any of the aforementioned offices during the regular
terms of said officers, then, in that event, the Board shall elect a successor to said office as soon as
possible after the vacancy occurs.

Sec. 2.02. Functioning of the Board

The Board shall perform its official duties and functions, insofar as practicable, as a committee of
a whole. However, special reqular committees consisting of Board members will be created by
the Chairman of the Board, after authorization by the Board, or may be elected by the Board.
Such committees shall perform their assigned duties and functions in accordance with the
instructions, if any, given them by the Board. When ad hoc committees need to be formed, then
when such committees have performed the duties and functions assigned them by the Board, have
made their recommendations, reports or have taken such action permitted and authorized by their
instructions, they shall be automatically discharged. Such committees shall function in a fact-
finding or advisory capacity and no legislative or administrative power or responsibility of the
Board shall ever be delegated to them and they shall have no power to take any other action unless
specifically authorized by the Board, whereupon such action, if any taken, shall be reported in
writing to the Board at the next regular or special meeting of the Board after the action taken.

Sec. 2.03. Powers, Duties, and Responsibilities of the Chairman of the Board

1. The Chairman of the Board shall preside at all meetings of the Board, enforce the
By-Laws, rules, and regulations of the Board, shall sign or countersign all deeds,
conveyances, or other instruments that involve the acquisition or disposition of real
property on behalf of the College. The Chairman shall countersign all warrants,
checks, drafts, or other commercial instruments drawn on the funds of the College.
The Chairman shall appoint all committees not otherwise provided for, of which he
shall be an ex officio member and shall perform such other duties as required by
law or imposed by the Board. (b) The Chairman of the Board shall be entitled to
vote on all matters coming before the Board.



Sec. 2.04. Powers, Duties, and Responsibilities of the Vice-Chairman of the Board

The Vice-Chairman shall assume the duties of the Chairman in his/her absence and
shall perform such other duties as may, from time to time, be assigned him/her by
the Board.

Sec. 2.05. Powers, Duties, and Responsibilities of the Secretary of the Board.

1. The Secretary shall keep or cause to be kept, as in much detail as practicable, the
minutes of the meetings of the Board.

2. The Secretary shall countersign all warrants, checks, drafts, or other commercial
instruments drawn on District and required to be signed by the Chairman, and shall
also attest all contracts, deeds, conveyances, or other instruments required to be
signed by the Chairman, and when the occasion demands, shall certify in the
manner prescribed by law to the official acts of the Board.

3. The Secretary shall assume the duties of the Chairman of the Board in the absence
of the Chairman and Vice-Chairman of the Board, and on such occasions, shall
cause an Acting Secretary to be elected by the Board, who shall assume the
Secretary’s duties for the meeting or meetings from which the Chairman and Vice-
Chairman are absent.

Sec. 2.06. Professional Development

The Board of Regents is committed to the concept of professional development as evidenced by
policy statements for administrative, professional, faculty, and technical support, clerical, and
maintenance employees of the College. Regent endorsement for professional development
extends to Regent continuing education.

The Board will provide an orientation for new Regents that deals with statutory and legal
oversight responsibilities. In addition, the Board of Regents will participate in professional
development by attending appropriate workshops, seminars, and conferences dealing with Regent
responsibilities. The Board will maintain membership in professional Regent organizations that
support the mission and philosophy of comprehensive community colleges [i.e., Texas
Association of Board Members and Administrators, Association of Community College Regents
(ACCT), and Association of Governing Boards (AGB)]. The Board will participate in Regent
workshops, retreats, and other forms of professional development as deemed appropriate by the
Board of Regents.



HISTORICAL NOTE:

Sec. 2.01. Revised 2-28-80; 10-26-2000
Sec. 2.06. Added 10-25-90
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CHAPTER 3. MEETINGS OF THE BOARD

Regular Meetings

Special Meetings

Notice of Meetings

Transaction of Business

Quorum Defined

Order of Business

Rules of Procedures

Grievances of Hearings

Suspension, Amendment, or Repeal of Policies, Rules and Regulations
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CHAPTER 3. MEETINGS OF THE BOARD

Regular Meetings

There shall be one regular meeting of the Board during each month, at such day, time, and place as
the Chairman of the Board shall designate.

Sec. 3.02.

Special Meetings

Special meetings of the Board may be held upon call by the Chairman or someone authorized by
him/her to act in his/her behalf. The purpose of any special meeting shall be indicated at the time
the meeting is called and each member of the Board shall be given actual notice of the time, place,
and purpose of the meeting.

Sec. 3.03.

1.

Notice of Meetings

Notice must be given for all meetings to be held by the Board, whether they are
regular, special, or committee. The notice must contain four items:

The hour of the meeting

The date of the meeting

The site of the meeting

The subject(s) to be discussed at the meeting

o0 o

Such notice must be posted on the bulletin board at the College’s administrative
offices and either delivered to the County Clerk or telephoned to the members of
the news media who have requested such notice. Notice for regular meetings must
be given 72 hours in advance of the day of the meeting.

In the case of emergency or urgent public necessity, which shall be expressed in the
notice, it shall be sufficient if notice is posted two hours before the meeting is
convened. The Chairman of the Board or the member calling such meeting shall, if
request therefore containing all pertinent information has previously been filed with
the Board, give notice by telephone or telegraph to any news media requesting such
notice and consenting to pay any and all expenses incurred by the Board in
providing such special notice.
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Provisions should also be made for the possibility of a closed or executive session
which might be necessary during the meeting. The notice should state that, if,
during the course of the meeting covered by this notice, the Board should
determine that a closed or executive meeting or session as authorized by Title 5.,
Chapter 551, Texas Government Code will be held by the Board at the date, hour,
and place given in this notice, or as soon after the commencement of the meeting
covered by this notice as the Board may conveniently meet in such closed or
executive meeting or session concerning any and all subjects for any and all
purposes permitted by Title 5., Chapter 551, Texas Government Code, including,
but not limited to:

Section 551.071 For the purpose of a private consultation with its attorney when
seeking the advice of its attorney about pending or
contemplating litigation, or a settlement offer, or on a matter in
which the duty of the attorney to the governmental body under
the Texas Disciplinary Rules of Professional Conduct of the
State Bar of Texas, clearly conflicts with this Chapter.

Section 551.072 For the purpose of deliberating the purchase, exchange, lease, or
value of real property, if deliberation in an open meeting would
have a detrimental effect on the position of the governmental
body in negotiations with a third person.

Section 551.073 For the purpose of deliberating a negotiated contract for a
prospective gift or donation, if deliberation in an open meeting
would have a detrimental effect on the position of the
governmental body in negotiations with a third person.

Section 551.074 To deliberate the appointment, employment, evaluation,
reassignment, duties, discipline, or dismissal of a public officer
or employee; or to hear a complaint or charge against an officer
or employee.

Section 551.076 To deliberate the deployment, or specific occasions for
implementations of security personnel or security devices.

Should any final action, final decision, or final vote be required in the opinion of the Board with
regard to any matter considered in such closed or executive meeting or session, then such final
action, final decision, or final vote shall be at either:

1.

The open meeting covered by this notice upon the reconvening of this public
meeting, or

At a subsequent public meeting of the Board upon notice thereof; as the Board shall
determine. The Board shall keep a certified agenda of all proceedings and shall
comply with applicable state statutes regarding closed and executive sessions.
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Sec. 3.04. Transaction of Business

The official business of the Board shall be transacted, without exception, at a regular or special
meeting of the Board where a quorum, as hereinafter defined, is present.

Sec. 305. Quorum Defined

For the purpose of these By-Laws, a “quorum” is here defined as that number of members of the
Board who, when present and duly assembled, are authorized to transact official business of the
Board. A quorum shall consist of not less than a majority of the number of Regents serving as
such at the date of any particular meeting of the Board.

Sec. 3.06. Order of Business

The order of business for any meeting shall be prescribed the Chairman at the opening of said
meeting. Usually, and whether possible, an agenda of the Board business will be provided the
Board members prior to the meeting. Furthermore, a packet of agenda items for consideration will
be distributed to the Board no later than one week prior to the stated meeting.

An agenda generally will contain the following:

Section I. Current business to come before the Board according to order of
business.
Section II. A report of finances—receipts and expenditures reconciled with

the adopted budget.

Section 111. Subjects for study and exploration which require no immediate
official action.

Section V. A progress report on various activities of the College.
Sec. 3.07. Rules of Procedure

Meetings of the Board shall be conducted in accordance with Robert’s Rules of Order, as revised,
unless otherwise provided.

Sec. 3.08. Grievances or Hearings

1. Any citizen, group of persons, or organizations may appear before the Board and be
heard on any subject directly or indirectly related to the management, control,
function, or operation of the District upon giving notice to the President of the
College or the Chairman of the Board, in writing, which said notice shall indicate
the nature of the matter to be presented and the names of the spokesmen or
spokesman desiring to be heard, within seven days prior to a regular meeting.

2. All grievances, complaints or matters of criticism shall be presented to the
President of the College, the Chairman, or the Secretary of the Board, in writing, in
order that they may be placed on the official agenda and given consideration by the
Board.



Sec. 3.09.
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Any citizen, student, or employee who wishes to file a complaint concerning the
College’s alleged discrimination on the basis of sex, color, race, national origin,
age, and handicap status should utilize the complaint procedure as detailed in the
Administrative Procedures Manual, Section 8.09.

Suspension, Amendment, or Repeal of Policies, Rules and Regulations

The Board may suspend, repeal, or alter its By-Laws, policies, rules and regulations when, in the
judgment of the Board, the occasion demands, on majority vote at any regular or special meeting.

Sec. 3.10.

1.

Inspection of Records and Minutes

The official minutes of the Board of Regents shall be open to inspection by any
interested party at reasonable times and places upon request to the Secretary of the
Board by the party so desiring to inspect the official minutes.

Because of the possibility of resulting hardship, inequity, injustice, or injury to the
District or third parties, all other books, records, minutes, or other writings
pertaining to the operation or business of the District shall be made available to
third parties only after written request made of the Board, which said request shall
state the name and address of the party desiring to inspect said records, the
particular records or matters desired to be inspected, and the purpose of said
inspection. Upon receipt of such request, if, in the opinion of the Board, such
request is made for a proper purpose and the information requested is public in
nature, then the Board shall permit such inspection or reproduction on the premises.

a. The party requesting the information is to be charged the cost of reproduction
and other expenses entailed in locating and retrieving the information.

b. If the information is in active use or otherwise unavailable, the party
requesting the information will be notified upon its becoming available.

If the Board is unable to ascertain whether or not the information is not to be public
in nature, then the requesting party will be so informed and the Board shall for no
reason release such information.

If the Board is unable to ascertain whether or not the information requested is
public in nature, the Board will request an opinion from the Attorney General’s
office as to the nature of the information.

a.  Such opinion requests will be made within ten (10) days of the original request
for the information.

b. The Board shall notify the person requesting such information that an opinion
is to be requested of the Attorney General and shall notify such person
immediately upon receipt of an answer from the Attorney General.



HISTORICAL NOTE:

Sec. 3.03.

Sec. 3.08.
Sec. 3.10.

Revised 11-77; 8-31-87 (Amendment to Open Meetings Act effective 8-31-87);
4-28-88; 1-19-98; 11-2002

Revised 11-12-91

Revised 11-77
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CHAPTER 4. POWERS, RESPONSIBILITIES, AND DUTIES OF THE
BOARD

Sec. 4.01. General Board Responsibilities
Sec. 4.02. Specific Board Responsibilities

CHAPTER 4. POWERS, RESPONSIBILITIES, AND DUTIES OF THE
BOARD

Sec. 4.01. General Board Responsibilities

The Board of Regents shall establish policy for the operation of the affairs of the College in such a
manner as will, in its judgment, accomplish the efficient objects and purposes of education for
which the District was created, in accordance with the pertinent statutes of the State of Texas and
subject to such restrictions and prohibitions as are imposed upon it by said statutes.

Sec. 4.02. Specific Board Responsibilities

Specifically, the Board shall have the powers, duties, and responsibilities hereinafter enumerated
but shall be in no way limited to those listed:

1. Policy. It shall act as the sole policy making body of the College and shall adopt
such rules, regulations, and by-laws as it shall deem necessary to implement its
policies.

2. Suggestions and Recommendations. It shall receive, consider, and act upon the
suggestions and recommendations of its executive staff in matters pertaining to the
function and operation of the District.

3. Location and Construction of Facilities. It shall select and locate sites for college
facilities and shall plan and cause such facilities to be erected and operated for the
educational purposes of the District.

4. President of College. It shall select a President and upon his/her recommendation,
shall elect a faculty and such other employees of the College as it deems necessary
to its operation and shall fix the compensation and manner of payment of such
President, faculty, and employees. It shall enter into such contracts of employment
with the aforesaid parties as it deems advisable, subject to the restrictions imposed
upon it by law.

5. Taxation: Bond Issue and Borrowing. It shall have the power to levy such taxes,
issue such bonds, borrow such funds, and, in appropriate cases, pledge the assets of
the District as security for its debts, all in the manner authorized by and subject to
such restrictions as are imposed by the applicable statutes of the State of Texas and
the general law, as it deems necessary or expedient for the operation of the District.
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15.

16.

17.

18.
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Valuation. Equalization and Assessment of Property and Collection of Taxes. It
shall cause the taxable property located in the District to be valued, assessed, and
equalized and shall cause District taxes to be levied, assessed, and collected in the
manner prescribed by law.

Official Depository. It shall select and maintain an official depository, as required
by law.

Budget. It shall prepare or cause to be prepared and shall approve or adopt an
annual budget for the operation of the District.

Curriculum. It shall, with the aid and upon the recommendation of the President,
formulate and approve the curriculum of the College, in compliance with the
appropriate Texas State regulatory and coordinating agencies.

Expansion of Physical and Educational Facilities. It shall plan for the necessary
expansion to meet the physical and instructional needs of the College and shall seek
to secure the necessary funds and financing needed for such expansion.

Title to Property. It shall receive and hold title to the property of the District, for
the use and benefit of the District.

Contracts and Suits. It shall have the power to contract and be contracted with, and
to sue and be sued (without waiving any immunity or defense accorded it by law).

Gifts for Use of College. It shall have the power to receive gifts, grants, donations,
and devises made for the use of the College and to administer or expend same for
the benefit of the College.

Disbursement of College Funds. It shall receive, approve, process, and review all
receipts and statements against College funds for any selected period of time.
These statements may be submitted to the auditor for verification.

Management and Control of District Property. It shall manage, control, and
maintain all property belonging to the District and shall have the power to sell,
convey, or otherwise dispose of same subject to the requirements of law.

Vacancies in Office. It shall fill such vacancies as may occur from time to time on
its Board or among its staff, faculty, or employees, as the case may be, in the
manner prescribed by law.

Public Information. It shall conduct or authorize such information or public
relations activities as are lawful and expedient for the good of the College.

Disciplinary and Grievance Matters. It shall review or entertain any disciplinary
action taken against or any grievance, protest or other complaint of any student,
member of the faculty, member of its staff, employee or other party as required by
law or as it deems expedient or proper, under such terms or conditions as it sees fit
to impose or prescribe.
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24,
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Employment of Professional Consultants. It shall have the power to employ such
professional consultants, including but not limited to the fields of insurance,
taxation, engineering, architecture, accounting, medical, or legal, as it deems
necessary or proper for the conduct of the affairs of the District.

Athletics and Physical Training. It shall formulate, authorize, or install with the
advice and recommendation of the President, such program of athletics, physical
training or related activities as it deems to be in the best interest of the College.

Audit of District Accounts. It shall cause an audit of its accounts to be made and
distributed as required by law, annually.

Government Practices or Aid Programs. It shall have the power to contract or
participant with the federal, state, or any municipal governmental organization in
matters pertaining to financial or other aid to its educational program or to the
installment or operation of any program of military or educational training.

General. It shall do and perform each and every other act, not prohibited by law,
necessary or expedient to the successful operation and perpetuation of the District.

Compensation and Expenses. Members of the Board shall not receive any
remuneration or emolument of office, but they shall be entitled to reimbursement
for their actual expenses incurred in performing their duties. The Regents may not
ordinarily pay for travel expenses of spouses and other persons who accompany
Regents to board-related activities.

HISTORICAL NOTE:

Sec. 4.02. Revised 2-24-77; 3-2-77; 2-28-80
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CHAPTERS. CHIEF ADMINISTRATOR

Sec. 5.01. Chief Administrator of the College
Sec. 5.02. Responsibility of the President
Sec. 5.03. Credentials

CHAPTERS5. CHIEF ADMINISTRATOR
Sec. 5.01. Chief Administrator of the College

The Chief Administrator of the College shall be known as the President. The President of Alvin
Community College is appointed by the Alvin Community College Board of Regents and shall
serve for such time and receive such compensation as it may establish. He/She shall have broad
discretionary authority in carrying out the responsibilities of his office. The President shall report
only and directly to the Alvin Community College Board of Regents. He/She is responsible for
the execution of Board policies within the framework of federal, state, and local laws. He/She
shall represent the faculty and staff in recommending changes to the Board in all policy matters.

Sec. 5.02. Responsibility of the President

As the chief administrative officer of the College, the President is responsible for the general
organization and administration of the College by providing leadership and supervision. In this
capacity, his/her duties include the development of qualified administrative organization,
recommending to the Board for employment and assignment of faculty members, associate
administrators, and staff. Under his/her direction, the annual budget will be prepared and
submitted to the Alvin Community College Board of Regents for approval. He/She is responsible
for the establishment of appropriate administrative relationships among the members of the
college community, the preparation and approval of the curriculum, student life, and the
maintenance of a character-building atmosphere which promotes harmony on campus and in the
community. He/She shall appoint his associates on the campus to such standing committees as are
needed, and shall serve as ex officio member of each of these committees. He/She shall prepare
the agenda for the meetings of the Board of Regents and shall make regular reports to the Board
regarding the status of the College. The President represents the College at educational meetings,
he/she studies legislative matters affecting the College, and makes recommendations to the Board
relating to such matters. He/She shall supervise the development and implementation of a system
of regular evaluation for each member of the faculty and staff. The President shall sign all
contracts, deeds, conveyances, or other instruments unless the Board of Regents has specifically
designated some other agent to act on behalf of the College in a particular instance. The President
may discharge any employee of the College for one or more of the following reasons, which shall
constitute lawful cause for discharge:

Immorality

Conviction of any felony or other crime involving moral turpitude

Alcohol and/or drug abuse

Repeated failure to comply with official directives and established policies of the
College as set and/or approved by the Board of Regents

Physical or mental incapacity preventing performance of the contract of employment
6. Repeated and continuing neglect of duties.

NS

o
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Sec. 5.03. Credentials

The President should have an earned doctor’s degree and he/she should be experienced in junior
college administration or have commensurate experience in the field of administration. The
breadth of his/her professional activities should be such as to cause him/her to serve periodically
on educational committees at the state and/or higher level. The President should be of sound
moral character.
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CHAPTER 6. AMENDMENT AND REVISION PROCEDURE
Sec. 6.01. General Provisions

CHAPTER 6. AMENDMENT AND REVISION PROCEDURE
Sec. 6.01. General Provisions
Any policy, statement, rule, or regulation contained in these By-Laws may be repealed, altered,
revised, or amended at any regular or special meeting of the Board by an affirmative majority
vote, provided, however, that where practical, such repeal, alteration, revision, or amendment be

proposed at a regular meeting and filed prior thereto in written form with the Secretary within such
time prior to said regular meeting to allow it to be included in the agenda for said meeting.
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TITLE 2. HISTORY OF THE COLLEGE
CHAPTER 7. ALVIN COMMUNITY COLLEGE DISTRICT
Alvin Community College District Approval
CHAPTER 7. ALVIN COMMUNITY COLLEGE DISTRICT
Alvin Community College District Approval

The Alvin Community College District was approved by the qualified voters of the
Alvin Independent School District on November 2, 1948. From its inception, until
the 1971-72 academic year, the College was administered by officials of the Alvin
Independent School District. The 1971-72 academic year marked the beginning of a
new era in the history of Alvin Community College. A separate administration, tax
district, and College Board were established to assume the management, control, and
operation of a newly created Alvin Junior College District.

Initially, when the College and public schools were in the same system, the College
was part of Alvin High School. The first classes began on September 12, 1949, in
facilities which grouped grades 11 through 14 in one building and which placed
Alvin under a system known as the 6-4-4 plan. One of the more important changes
in the program of Alvin Community College was the building of a separate physical
plant for academic work at the college level and dropping the 6-4-4 plan in favor of a
6-3-3-2 arrangement. The college program was strengthened by additional facilities,
by an enlarged faculty, and by successfully meeting the standards of the Southern
Association of Colleges and Secondary Schools (1959). Alvin Community College
moved to its present campus for the summer session of 1963.

By a vote of both the original district and voters of adjoining territories, the college
district was enlarged to nearly twice its geographical size in 1974. Then, in the
spring of 1975, an $8 million bond issue was approved, providing funds for the
facilities necessary to meet an expanding enrollment. In 1998 the College expanded
into its service area with the establishment of the Pearland College Center in the
former C. J. Harris Elementary School in Pearland.

The enrollment of Alvin Community College has grown from 134 students in1949 to
a record high of 4,404 in1988. During this period of growth, Alvin Community
College has had five presidents:

Mr. A. G. Welch (1949-54)

Dr. A. B. Templeton (1954-64)

Mr. D. P. O’Quinn (1964-71)

Dr. T. V. Jenkins (1971-1976)

Dr. A. Rodney Allbright (1976 to present)



HISTORICAL NOTE:

Section 7.01 Revised 2-24-77; 1-21-88; 1-2000
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TITLE 3. PHILOSOPHY, MISSION, PURPOSE, AND STATEMENT OF ETHICS
CHAPTER 8. PHILOSOPHY

Sec. 8.01. Philosophy Statement

Sec. 8.02. Institutional Statement of Ethics

Sec. 8.03. Board of Regents Statement of Ethics

Sec. 8.04. Faculty, Administrative, and Professional Staff Code of Professional Ethics
Sec. 8.05. Employee Standard of Conduct: Sexual Harassment

CHAPTER 8. PHILOSOPHY
Sec. 8.01. Philosophy Statement

We believe in the dignity and worth of all individuals. Learning is a lifelong process, and all
individuals should have opportunities for lifelong education. Education should help people
develop, to their maximum capacity, technical excellence, occupational proficiency, and academic
ability. Education should also provide for personal enrichment. To prosper in a complex and
changing society, each individual must learn to think independently, value logical and tested
conclusions, develop problem-solving abilities, and function effectively with other people.
Competent performance contributes significantly to individual health and happiness and benefits
the organizations and communities in which individuals work and live. Alvin Community College
is an integral part of the community it serves, and it must respond to identified needs and interests.
In delivering educational services, we believe that there is no substitute for the pursuit of
excellence.

Sec. 8.02. Statement of Ethics

It is the policy of the College District to apply the highest ethical standards to all members of the
College community including the Board of Regents, administration, faculty, and staff in achieving
its mission and in managing its resources efficiently and effectively to reach its goals and
objectives.

The College District seeks to treat each person of the College community as a unique individual
and provide a positive, encouraging, and success-oriented environment. College District policies
and practices that protect the rights and development of each individual in the College community
shall be enforced. Protection from unlawful discrimination, including conduct that constitutes
sexual harassment, and freedom to develop as a student and/or College employee shall be
promoted.

The College District accepts its responsibilities to its students, to its employees, and to the
members of the community. The College District is committed to meet these responsibilities with
balance, fairness, accountability, and ethical integrity.

Sec. 8.03. Board of Regents Statement of Ethics

As a member of the Board of Regents, | will strive to improve community college education, and
to that end, 1 shall adhere to ethical standards that include, but are not limited to:



Sec. 8.04.
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Remember always that my first and greatest concern must be the educational
welfare of students attending the College and representing the citizens of the
community college district.

Bring about desired changes through legal and ethical procedures, upholding and
enforcing all applicable statutes, regulations, and court decisions pertaining to
community colleges.

Inform myself about current educational issues by individual study and through
participation in programs providing needed information, such as those sponsored
by the American Association of Community Colleges, the Association of
Community College Regents, and the Association of Governing Boards.

Faculty, Administrative and Professional Staff Code of Professional Ethics

Professional educators affirm the inherent worth and dignity of all persons and the right of all
persons to learn. Learning best occurs in an environment devoted to the pursuit of truth,
excellence, and liberty. These flourish where both freedom and responsibility are esteemed.

In order to more adequately express the affirmation of our professional responsibilities, we the
faculty members of Alvin Community College do adopt, and hold ourselves and each other subject
to the following Code of Professional Ethics:

1.

The Professional Educator shall treat all persons with respect, dignity, and justice,
discriminating against no one on any arbitrary basis such as race, creed, sex, age, or
social station.

The Professional Educator shall strive to help each student realize his/her full
potential as a scholar and as a human being.

The Professional Educator shall by example and action encourage and defend the
unfettered pursuit of truth by both colleagues’ and students supporting the free
exchange of ideas, observing the highest standards of academic honesty, integrity,
scholarship, and tolerance of other viewpoints.

The Professional Educator, recognizing the necessity of many roles in the
educational enterprise, shall work in such a manner as to enhance cooperation and
collegiality among students, faculty, administrators, and non-academic personnel.

Y1 this code the term “colleague” refers to administrators, teachers, non-academic personnel, and any other persons
employed by colleges in the educational enterprise. REFERENCE: Texas Junior College Teachers Association, April

1,1977.
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The Professional Educator shall recognize and preserve the confidential nature of
professional relationships, neither disclosing nor encouraging the disclosure of
information or rumor which might damage or embarrass or violate the privacy of
any other person.

The Professional Educator shall maintain competence through continued
professional development, shall demonstrate that competence through consistently
adequate preparation and performance, and shall seek to enhance that competence
by accepting and appropriating constructive criticism and evaluation.

The Professional Educator shall exercise the highest professional standards in the
use of time and resources.

The Professional Educator, recognizing the needs and rights of others as embodied
in the institution, shall fulfill the employment agreement both in spirit and in fact,
shall give reasonable notice upon resignation, and shall neither accept tasks for
which he/she is not qualified nor assign tasks to unqualified persons.

The Professional Educator shall support the goals and ideas of the institution and
shall act in public and private affairs in such a manner as to bring credit to the
institution.

The Professional Educator shall observe the stated rules and regulations of the
institution, reserving the right judiciously to seek revision.

The Professional Educator shall participate in the governance of the institution by
accepting a fair share of committee and institutional responsibilities.

The Professional Educator shall support the right of all to academic freedom and
due process.

The Professional Educator shall not support the continuation in higher education of
an individual known by him or her to be persistently unethical or professionally
incompetent.

The Professional Educator shall accept all the rights and responsibilities of
citizenship including participation in the formulation of public policy, always
avoiding use of the privileges of his/her public position for private or partisan
advantage.

Employee Standards of Conduct: Sexual Harassment

Sexual harassment is verbal or physical conduct that denigrates or shows hostility or aversion
toward an employee, student, or group of employees or students because of his or her gender and

that:

Has the purpose or effect of creating an intimidating, hostile, or offensive working
or academic environment; or

Has the purpose or effect of unreasonably interfering with an individual’s
performance of duties or studies, or
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3. Otherwise adversely affects an individual’s employment or academic opportunities.

Harassing conduct includes (1) epithets, slurs, negative stereotyping, or threatening, intimidating,
or hostile acts that relate to gender and (2) written or graphic material that denigrates or shows
hostility or aversion toward an individual or group because of gender and that is placed on walls,
bulletin boards, or elsewhere on District premises, or is circulated in the workplace.

Employees shall not engage in conduct constituting sexual harassment. District officials or their
agents shall investigate all allegations of sexual harassment and officials shall take prompt and
appropriate disciplinary action against employees found to engage in conduct constituting sexual
harassment.

Any employee or student who believes that he/she has been subjected to sexual harassment shall
immediately report the conduct to the Director of Human Resources. However, no procedure or
step in that policy shall have the effect of requiring the employee or student alleging harassment to
present the matter to a person who is the subject of the complaint.

HISTORICAL NOTES:

Sec. 8.01. Revised 10-24-85

Sec. 8.02. 8-24-95

Sec. 8.03. 8-24-95

Sec. 8.04. 8-24-95

Sec. 8.05. 8-24-95, Revised 2-27-03
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CHAPTER 9. MISSION & INSTITUTIONAL GOALS

Sec. 9.01. Mission Statement
Sec. 9.02. Institutional Goals

CHAPTER 9. MISSION & INSTITUTIONAL GOALS
Sec. 9.01. Mission Statement

Alvin Community College is a public, two-year, comprehensive community college with a strong
educational heritage and a continuing emphasis on providing quality educational experiences for
all of its students. The College seeks to implement its philosophy by providing quality post-
secondary educational services (including occupational/technical, college transfer, and adult
programs) for all those who can benefit from them, as well as quality occupational/technical
program opportunities for area secondary students. The College also seeks to provide accessible
educational services, through varied formats and schedules and full- and part-time programs,
which address a wide spectrum of individual needs and abilities, along with educational
programming related to the economic and employment realities of the area served, and to offer
expanded career options through cooperation with industry, business, professions, government,
and other educational institutions. In addition, the College seeks to offer comprehensive programs
which integrate communications, math, science, humanities, interpersonal skills, and reasoning.
Further, the College seeks to provide students the opportunity to develop skills needed to enter and
succeed in College programs through continuing opportunities to extend and upgrade skills,
knowledge, and interests; through testing, evaluation, and counseling to allow students to make
informed decisions regarding their abilities, achievements, and behavior; and through experiences
to develop personal, social, and cultural dimensions. The College is accountable for its mission
within the limitations of its physical and financial resources.

Sec. 9.02. Institutional Goals

To fulfill its stated Mission, the College has established specific goals that are modified as needed
to meet changing circumstances. These goals are as follows:

1.  To provide appropriate academic courses in the arts and sciences for those pursuing
associate degrees or planning to transfer to a senior institution.

2. To provide one- and two-year technical programs that prepare graduates to enter
business or industry with marketable skills.

3. To provide programs that assist students to master skills that are fundamental to
academic and career achievement.

4.  To provide continuing education programs that incorporate current and new
technical courses, training partnerships with business and industry, and other
opportunities for individuals to acquire and upgrade skills or seek personal
enrichment.

5. To provide an environment that supports and encourages students in their academic
advancement and assist them in their personal and social development.
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To provide for the systematic measurement of academic excellence and
institutional effectiveness and evaluate the progress of the institution’s achievement
of its strategic objectives.

To provide opportunities for collaboration, cooperation, and/or articulation with
area schools, community colleges, universities, industries, and local government.

To maintain a commitment to educational excellence through intensive efforts to
recruit, retain, develop, and support an outstanding faculty and staff.

To provide a cost-effective use of human, physical, and fiscal resources.
To maintain a safe and inviting campus environment.

To recruit, retain, and educate students to their selected level of educational
success.

Alvin Community College is committed to the purpose of Texas public community colleges as
detailed in Section 130.003 of the Texas Education Code:

1.

The purpose of each public community college shall be to provide:

A. technical programs up to two years in length leading to associate degrees or
certificates;

B. vocational programs leading directly to employment in semi-skilled and
skilled occupations;

C. freshman and sophomore courses in arts and sciences;

D. continuing adult education programs for occupational or cultural upgrading;

E. compensatory education programs designed to fulfill the commitment of an
admissions policy allowing the enrollment of disadvantaged students;

F. acontinuing program of counseling and guidance designed to assist students in
achieving their individual educational goals;

G. workforce development programs designed to meet local and statewide needs;

H. adult literacy and other basic skills programs for adults; and

l.

such other purposes as may be prescribed by the Texas Higher Education
Coordinating Board or local governing boards in the best interest of the post-
secondary education in Texas.

HISTORICAL NOTE:

Sec. 9.01.
Sec. 9.02.

Revised 10-24-85; 1-26-89
Adopted 1-26-89; 7-23-98; 4-27-2000
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TITLE 4. THE COLLEGE CURRICULUM
CHAPTER 10. PURPOSE
Sec. 10.01.  Texas Education Code (130.003)

Sec. 10.02.  Response to Change
Sec. 10.03.  Philosophy, Mission, and Purpose

CHAPTER 10. PURPOSE

Sec. 10.01.  Texas Education Code (130.003)

The purpose of the College District shall be to provide:

1. Technical programs up to two years in length leading to associate degrees or
certificates;

2. Vocational programs leading directly to employment in semi-skilled and skilled
occupations;

3. Freshman and sophomore courses in arts and sciences;

4. Continuing adult education programs for upgrading occupational skills and
providing cultural development;

5. Compensatory educational programs designed to fulfill the commitment of an
admissions policy which allows the enrollment of disadvantaged students;

6. A continuing program of counseling and guidance designed to assist students in
achieving their individual educational goals.

Other purposes may be prescribed by the Coordinating Board, Texas College and University
System, or by the Alvin Community College District Board.

Sec. 10.02.  Response to Change

Because of the dynamic nature of both the educational process itself and the geographic region
served by Alvin Community College, the College continually reviews, maintains, improves, and
revises programs and instructional applications in order to provide its service area with the highest
quality of post-secondary educational experiences.

Sec. 10.03.  Philosophy, Mission, and Purpose

As stated in the section on Philosophy, Mission, and Purpose, the Alvin Community College
Board of Regents is dedicated to the development of a comprehensive curriculum designed to
meet the needs of the Alvin Community College constituency, students, and service area.
Responsibility is delegated to the President of the College for the development of all curricula, and
for the submission of any new curriculum to the Alvin Community College Board of Regents for
its approval, prior to its implementation. Each semester the President shall furnish the Chairman
of the Board a copy of the twelfth class day report.



HISTORICAL NOTE:

Sec. 10.01. Revised 10-24-85
Sec. 10.02. Revised 10-24-85
Sec. 10.03. Revised 10-24-85
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TITLES5. PERSONNEL OF THE COLLEGE

CHAPTER 12. PERSONNEL PROVISIONS

Conditions of Employment
Nepotism
Appointment of Technical Support, Clerical, and Maintenance Employees
Appointment of Faculty Employees
Appointment of Administrative and Professional Personnel
CHAPTER 12. PERSONNEL PROVISIONS
Conditions of Employment
Alvin Community College is an equal opportunity employer and does not
discriminate against any employee or applicant because of race, creed, color,
religion, sex, age, handicap, or national origin. All personnel of Alvin Community
College are employees of the College, and shall be required to work in areas for
which they are qualified, in compliance with the policies, procedures, and
regulations established by the Alvin Community College Board of Regents.
College employees are categorized as (1) Faculty, (2) Technical Support, Clerical,
and Maintenance Personnel, and (3) Administrative/Professional.
Faculty: All employees who are eligible for and are assigned the title of Instructor
are faculty employees.
Technical Support, Clerical, and Maintenance Personnel: All employees of the
College not designated as Faculty or Administrative/Professional personnel shall be
identified as Technical Support, Clerical, and Maintenance non-contractual
personnel.
Administrative and Professional Personnel: All employees of the College so
designated in their annual contract shall be identified as Administrative/
Professional personnel.
Nepotism

Public Official

Except as provided by this policy, no person shall be employed by the District who is
related to a College District public official by blood (consanguinity) within the third
degree, or by marriage (affinity) within the second degree. Gov’t Code 573.002,
573.041

The method of computing degrees of relationship is the civil law method. Gov’t Code
573.021
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Two persons are related to each by consanguinity if one is a descendant of the other or
if they share a common ancestor. For this purpose, an adopted child is treated as a
natural child of the adoptive parents. Gov’t Code 573.022

The degree of relationship by consanguinity between a person and his or her
descendant is determined by the number of generations that separate them. If a
person and his or her relative are related by consanguinity, but neither is descended
from the other, the degree of relationship is determined by adding the number of
generations between the relative and the nearest common ancestor.

If a public official is the prospective employee’s parent or child, there exists a
relationship in the first degree. If a public official is the prospective employee’s
grandparent, grandchild, sister, or brother, there is a relationship in the second degree.
If a public official is the prospective employee’s great grandparent, great grandchild,
aunt, uncle, niece, or nephew, there is a relationship in the third degree. These are the
only relationships by consanguinity that are prohibited by the nepotism law. Gov't
Code 573.023

Two persons are related to each other by affinity if they are married to each other or if
the spouse of one of the persons is related by consanguinity to the other person.
Divorce or the death of a spouse terminates relationships by affinity created by a
marriage unless a child of the marriage is living. If a child of the marriage is living, the
marriage is considered to continue until the youngest child of the marriage reaches the
age of 21. Gov't Code 573.024

A husband and wife are related to each other in the first degree by affinity. For other
relationships, the degree of relationship by affinity is the same as the degree of the
underlying relationship by consanguinity. If a public official’s spouse is the
prospective employee’s parent or child, or if the prospective employee’s spouse is
public official’s parent or child, there exists a relationship in the first degree. If a
public official’s spouse is the prospective employee’s grandparent, grandchild, sister,
or brother, or if the prospective employee’s spouse is a public official’s grandparent,
grandchild, sister, or brother, there is a relationship in the second degree. These are the
only relationships by affinity that are prohibited by the nepotism law. Gov’t Code
573.025

The nepotism prohibitions described in this policy shall not apply to the confirmation
or appointment of an individual to a position if the individual is employed in the
position immediately before the election or appointment of the public official to whom
the individual is related in a prohibited degree and that prior employment is continuous
for at least:

1. Thirty days, if the public official is appointed; or

2. Six months, if the public official is elected.

Gov’t Code 573.062 (a)
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If a person continues in a position under this exception, the public official who is
related to the employee shall not participate in any deliberation or voting on the
appointment, reappointment, employment, reemployment, change in status,
compensation, or dismissal of the employee, if the action applies only to the employee
and is not taken regarding a bona fide class or category of employee. Gov't Code
573.062 (b)

These illustrations depict the relationships that violate the nepotism law.

CONSANGUINITY Public official is prospective employee’s:
(Blood) Kinship

First Degree Parent Child

Second Degree Grandparent Grandchild Sister/Brother

Third Degree Great-Grandparent | Great-Grandchild | Aunt/Uncle Niece/Nephew
AFFINITY Public official’s spouse is the prospective employee.

(Marriage) Kinship
OR

Public official’s spouse is prospective employee’s:
OR

Prospective employee’s spouse is the public official’s:

First Degree | Parent | Child |

Second Degree | Grandparent | Grandchild | Sister/Brother

* COLLEGE PERSONNEL

College employees who are related may not work within the same organizational unit
of the College where one has supervisory jurisdiction over the other. This shall apply
to all family members within the first, second, and third degree of consanguinity or by
marriage (affinity) within the second degree. Relatives may work together under the
supervision of the same individual only with a written recommendation of all
supervisors concerned and with the approval of the College President. Relatives
include: husband, father, brother, son, uncle, nephew, cousin, and their female, in-law,
and step-relative counterparts.

Employees of the College who marry another College employee will be assigned to
another department or administrative unit where qualifications permit if such marriage
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places the employees in violation of the above sections. The employees to be
reassigned will be determined by collective agreement between the affected employees
and the College President. In instances where a reassignment is not possible, a
reasonable time will be given for one member to secure another position outside of the
College. For purposes of this policy, a reasonable time shall not exceed one year from
the time of marriage.

Appointment of Technical Support, Clerical, & Maintenance Personnel

Terms, conditions, and qualifications for employment of Technical Support, Clerical, and
Maintenance Employees of the College, where not specifically set out in this Policy Manual and
the Administrative Procedures Manual of the College, shall be subject to approval by the

President.

The Board of Regents will be notified when such appointments are made.

Sec. 12.04. Appointment of Faculty Employees

1.

Sec. 12.05.

1.

Faculty appointments will be made by the governing board upon recommendation of
the President and will be of two basic types: (1) annual appointment and (2) tenure
appointment.

. Annual Appointment. Annual appointment is an appointment to the faculty for a

period not to exceed twelve (12) months. The appointment is made by annual contract
and terminates automatically at the end of the contract period or upon discharge for
cause as set out in this Policy Manual.

Tenure Appointment. Tenure appointment is a continuing appointment to the faculty
by the governing board upon recommendation of the President. Tenure status will be
unaffected by an approved leave of absence. Years accumulated towards tenure status
will be unaffected by a tenured contract.

Other Appointments. Nothing within this section or in this Policy Manual shall be
construed to prohibit or preclude this governing board from making a temporary
appointment to the faculty for a period of less than one academic year with such
contract containing an express provision that the faculty member will not be re-
employed by the College for the succeeding year. Such appointments shall be made by
temporary contract and terminate automatically at the end of the contract or upon
discharge for cause as provided in the Policy Manual.

New Administrative Appointments. New administrative positions must be approved
by the Board of Regents. This includes all personnel whether salaried as funded by
grants or other revenues.

Appointment of Administrative and Professional Personnel
Administrative and Professional personnel appointments may be made by the

governing board upon recommendation of the President. Such appointments will
normally be annual appointments.
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2. Annual Appointment. Annual appointment is an appointment to the administration for

a period not to exceed twelve (12) months. The appointment is made by annual
contract and terminates automatically at the end of the contract period or upon
discharge for cause as set out in this Policy Manual.

HISTORICAL NOTE:

Sec.
Sec.
Sec.
Sec.
Sec.
Sec.
Sec.
Sec.
Sec.

12.01.
12.02.
12.03.
12.04.
12.06.
12.07.
12.08.
12.09.
12.10.

Revised 7-28-77; 10-24-85; 4-28-88

Revised 12-7-82; 5-23-02; 2-24-05

Revised 7-28-77

Revised 3-13-79; 11-14-89; 11-12-91

Revised 9-27-79; 10-22-87; 9-25-97; Moved to Sec. 13.19 - 5-23-02
Revised 10-24-85; Moved to Sec. 13.20 - 5-23-02

Added 11-12-91; Moved to Sec. 13.21 - 5 23-02

Added 11-12-91; 2-15-02; Moved to Sec. 13.22 - 5-23-02

Added 10-26-95; Moved to Sec. 13.23 - 5-23-02
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TITLE 6. ACADEMIC FREEDOM AND RESPONSIBILITY
CHAPTER 13. GENERAL PROVISIONS

Sec. 13.01.  General Concepts

Sec. 13.02.  Status of a Faculty Member With Tenure

Sec. 13.03.  Title of Faculty Member

Sec. 13.04.  Non-Renewal of Annual Appointment

Sec. 13.05.  Acceptance of Faculty Members of Appointment

Sec. 13.06.  Execution of Employment Contracts on Behalf of Board of Regents

Sec. 13.07.  Termination or Dismissal of Faculty Member With Tenure Appointment or
Suspension of Tenure

Sec. 13.08.  Discharge of Faculty Members During an Academic Year

Sec. 13.09.  Due Process Requirements Under Sections 13.07 and 13.08

Sec. 13.10.  Suspension Without Pay

Sec. 13.11.  Administrative Personnel

Sec. 13.12.  Resignation

Sec. 13.13.  Decision of Board of Regents

Sec. 13.14.  Necessary Reduction of Personnel by the College

Sec. 13.15.  Grievance Procedures

Sec. 13.16.  Intellectual Property

Sec. 13.17.  Tobacco Use on Campus

Sec. 13.18.  Drug/Alcohol Policy

Sec. 13.19.  llIness/Diseases

Sec. 13.20.  Staff Development Program
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Sec. 13.22.  Sexual Harassment

Sec. 13.23.  Consensual Relationships

CHAPTER 13. GENERAL PROVISIONS

Sec. 13.01.  General Concepts

Institutions of higher education are conducted for the common good. The following statements
rest upon the belief that the common good depends upon the free search for truth and its free
expression without intent to do personal harm. Each faculty member is entitled to full freedom in
leading the search for truth in discussing the subject which he/she teaches. Limitations to this
basic statement exists only within the bounds of common decency and good taste. Each faculty
member is also entitled to speak, write or act as a citizen of his/her nation, state and community
without fear of institutional censorship or discipline. The concept of academic freedom must be
accompanied by an equally demanding concept of responsibility shared by the governing Board,
administration, and faculty members. The fundamental responsibilities of a faculty member as a
teacher and scholar include a maintenance of competency in his/her field of specialization.
Exercise of professional integrity by a faculty member includes recognition that the public will
judge his/her profession and his/her institution by his/her statements, both in public and private
life. Therefore, he/she should strive to be accurate, to express appropriate restraint, to show
respect for opinions of others, and to avoid creating the impression that he/she speaks or acts for
his/her college when he/she speaks or acts as a private citizen.
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Sec. 13.02.  Status of a Faculty Member With Tenure

Tenure means assurance that an experienced faculty member may expect to continue in his/her
position unless adequate cause for dismissal or return to annual appointment status (suspension of
tenure) is demonstrated in a fair hearing, if requested, following established procedures of due
process set out in this Policy Manual.

Sec. 13.03.  Title of Faculty Member

1. Instructor. All full-time teaching personnel employed by the College shall be assigned
the title of Instructor.

2. Assistant Instructor. The title of Assistant Instructor may be used for individuals
employed to teach who are not fully qualified for the regular title of Instructor.

3. Part-Time Instructor. The title of Part-Time Instructor will be used for individuals
employed to teach less than the normal faculty load, or teach less than a full session,
regardless of teaching load.

4. Lecturer. The title of Lecturer may be used in other cases where it is more appropriate
than other titles.

Sec. 13.04.  Non-Renewal of Annual Appointments

Faculty members serving under an annual appointment serve for a term not to exceed twelve (12)
months. The appointment automatically terminates at the end of the contract term, unless the
Board of Regents takes action to renew the employment contract on or before May 1 of the
contract term.

Sec. 13.05.  Acceptance by Faculty Member of Appointment

1. Re-appointment. Any faculty member who is performing under an annual appointment
and is re-appointed for the following year shall be forwarded a new contract. Failure to
sign and return the contract within the time specified in the contract shall be considered
as the employee’s decision not to accept the re-appointment.

2. Tenure. Any faculty member who has performed at least four (4) consecutive years of
service with the College under an annual appointment may request tenure. The request
shall be subject to review by the tenure committee and the administration of the
College. If the faculty member is elected to a tenured appointment, he/she shall be
offered a tenured contract. Failure to sign and return the contract within the time
specified therein shall be considered a refusal to accept the contract.

Sec. 13.06.  Execution of Employment Contracts on Behalf of Board of Regents
The Board of Regents of Alvin Community College duly authorizes the President of the College to

execute all employment contracts on the Board of Regents’ and the College’s behalf. The term of
all such contracts shall be subject to change based on the financial condition of the College.
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Sec. 13.07.  Termination or Dismissal of Faculty Member With Tenure Appointment or
Suspension of Tenure

Faculty members with tenure may be released at the end of any academic year and his/her
employment with the College terminated at that time, or he/she may be returned to annual
appointment status (suspension of tenure) for not exceeding the four succeeding academic years,
upon notice and hearing, if requested, for any of the following reasons:

1. Inefficiency or incompetency in the performance of duties;

2. Failure to comply with such reasonable requirements as the Board of Regents of the
College may prescribe for achieving professional improvement and growth;

3. Willful failure to pay debts;

4. The possession, use, or being under the influence of alcohol, alcoholic beverages or
illegal drugs or narcotics, as defined by the “Texas Control Substances Act,” while
on college property, working in the scope of the employee’s duties, or attending any
college sponsored activity;

5. Necessary reduction of personnel by the College as set out in this Policy Manual;

6. Immorality;

7. Conviction of any felony or other crime involving moral turpitude;

8. Physical or mental incapacity preventing performance of the contract of employment;

9. Repeated and continuing neglect of duties;

10. Insubordination;
11. Failure to comply with official directives and established policies of the College as

set forth in this Policy Manual and the Administrative Procedures Manual of the
College;

12. Or any other reason constituting good cause as determined by the Board of Regents.

Sec. 13.08.  The Discharge of Faculty Members and Other Contract Employees During an
Academic Year

Notwithstanding any other provision of this Policy Manual, and faculty member or other
employee under contract with the College (i.e., professional or administrative), whether employed
under annual appointment, tenure appointment, or temporary appointment may be discharged
during the academic year for one or more of the reasons listed above in Section 13.07.
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Sec. 13.09.  Due Process Requirements Under Sections 13.07 and 13.08

1. Notice

a. If upon written notice of the proposed action, the faculty member desires a hearing,
he/she shall notify the Board in writing within ten calendar days of receipt of the
notice of the proposed action. The faculty member shall also advise the Board, in
writing, as to whether and by whom he/she shall be represented at any such
hearing, at least ten calendar days prior to the scheduled date of same.

2. Hearing

a. If upon written notification of the proposed action the faculty member desires to
contest the same, he/she shall notify the Board of Regents in writing within ten (10)
days after the receipt by him/her of the official notice above prescribed, of his/her
desire to be heard, his/her intent to be represented by counsel, and he/she shall be
given a public hearing if he/she wishes or if the Board of Regents determines that a
public hearing is necessary in the public interest.

b. Hearings that are conducted by the Board will proceed as follows:

1)

(2)

(3)

(4)

A hearing will be scheduled not later than thirty (30) calendar days after
the Board receives the request for a hearing.

At the hearing, both sides may be represented by legal counsel, call and
cross-examine witnesses, and present other evidence. Rules of evidence
will not apply.

The Board may establish reasonable time limits for the presentation of
evidence and the conduct of the hearing, generally. Each side must
notify the other, in writing, of the witnesses it intends to call, at least
five (5) working days prior to the scheduled hearing.

The Board shall issue its decision within ten (10) working days
following the hearing.

Sec. 13.10.  Suspension Without Pay

If the proposed action be discharge of the faculty member for any of the reasons set forth in
Section 13.08 of the Policy Manual, the faculty member may be suspended without pay by order
of the Board of Regents or by the President, if such power has been delegated to him/her by
express delegation of authority of the Board of Regents. In such event, the hearing before the
Board of Regents shall not be delayed for more than fifteen (15) days after request for hearing,
unless by written consent of the faculty member. Request by the faculty member for preliminary
hearing acts automatically to suspend such fifteen (15) day requirements until receipt by the Board
of Regents of the findings and recommendations of the examining committee.
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Sec. 13.11.  Administrative Personnel

Administrative personnel of the College, with the exception of the Chief Administrator, shall serve
under regular administrative appointments as set out in Section 12.05 of this Policy Manual.
Administrative personnel are usually non-teaching employees who work exclusively in
administration. The Board of Regents may grant to a faculty member who has served in any
administrative position under a faculty member employment contract, at the completion of his/her
service in such administrative capacity, a tenure appointment to serve as a tenured faculty member
provided that faculty member has met the requirements for tenure as set out in this Policy Manual,
and that period of service in such other administrative capacity shall be construed as contract
service as a faculty member within the meaning of the Policy Manual. The protections otherwise
afforded by tenure to a faculty member shall not be applicable to service by that faculty member in
any administrative capacity. (See Organizational Chart in Appendix A.)

Sec. 13.12.  Resignation

1. Any College personnel serving under a tenured or other form of contract with the
College may relinquish the position and leave the employment of the College at the
end of the academic year by written resignation or letter of intent not to renew
another annual contract. This written resignation or letter of intent not to renew the
annual contract should be forwarded to the President of the College through
administrative channels, prior to June 1 of the academic year that the resignation is
to be effective.

2. Any faculty member serving under a tenured contract or such unfulfilled annual
contract may resign, with the consent of the Board of Regents of the College, at any
other time mutually agreeable.

3. The President may accept any resignation on behalf of the College. Where Board
consent is required, the president will forward this action to the Board of Regents at
the next regular meeting.

4. Vacation leave is provided for by Board Policy . . .Upon retirement or separation,
an employee will be compensated for the amount of vacation balance shown on the
H.R./Payroll records, up to but not exceeding 24 days (192 hours).

College personnel shall not be entitled to this benefit if:

(1) The employee resigns without giving at least 60 days effective notice; or

(2) The employee resigns with an effective date during the term of his/her contract
and such resignation is not required because of medical incapacity; or

(3) The employee is terminated for good cause for any of the reasons set forth or
referred to in the Alvin Community College Board of Regents/Trustees Policy
Manual.
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Decision of Board of Regents

If a faculty member, upon notification by the Board of Regents of proposed action involving
termination or discharge from employment or suspension of tenure, fails to request a hearing
within ten (10) calendar days thereafter or after a hearing as hereinafter provided, the Board of
Regents shall take such action and shall enter such order as it deems lawful and appropriate. No
order adverse to the faculty member shall be entered except upon majority vote of the Board of

Regents.
Sec. 13.14.

1.

Sec. 13.15.

1.

Necessary Reduction of Faculty Employees by College

Reduction in the number of faculty employees by the College, when necessitated,
shall be based upon student enrollment. Reduction of part-time instructors may be
necessary when enrollment falls short of that warranting continuation of the course.

Should student enrollment within a particular discipline fall below an acceptable
level, the College shall be justified in reducing the full-time teaching personnel
within that discipline. The determination of an acceptable level will be based on
such factors as student/faculty ratios, funding levels, student/faculty ratios
mandated by state or other regulatory agencies, financial analyses, and any other
actions or events that create a need for the College to reduce financial expenditures
for personnel. Such reductions shall consider performance evaluation(s), evidence
of continued professional development, compliance with the College’s policies,
procedures, and official directives.

Reduction of any category of personnel may also be required for reasons of
financial exigency or program change. “Financial exigency” means any decline in
tax revenues, or any other actions or events that create a need for the College to
reduce financial expenditures for personnel. “Program change” means any
elimination, curtailment, or reorganization of a curriculum offering, program, or
College operation because of a lack of student response to particular course
offerings, legislative revisions to program funding, or a reorganization or
consolidation of disciplines or academic divisions. Such reductions shall consider
the same factors prescribed in Section 13.14.2, above.

Reduction of less than full-time faculty members may be necessitated when
ultimate enrollment in a course or courses fall short of that warranting continuance
of the course.

Grievance Procedures

These procedures prescribe steps to be taken for consideration of employee
grievances other than those arising out of non-renewal of a faculty member upon
completion of an annual appointment, discharge of a faculty member during an
academic year, dismissal of a tenured faculty member or suspension of tenure, the
procedures for which are set out heretofore in Section 13.04 and 13.09 of the Alvin
Community College Board of Regents Policy Manual. The procedures prescribed
herein will be used to review other matters of personal concern or dissatisfaction of
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an employee which is related to his employment and subject to the control of the
administration of this College. These grievance procedures may also be used to
address allegations of employment discrimination on the basis of sex, color, race,
national origin, age, and disability status. An alternate procedure for the
consideration of complaints by any citizen, student, or employee concerning the
College’s alleged discrimination on basis of sex, color, race, national origin, age,
and disability status may be found in the Administrative Procedures Manual,
Section 8.009.

An employee may file a grievance by submitting the grievance in writing to his/her
immediate supervisor within ten (10) working days of the time the employee first
knew or should have known of the event or series of events about which the
employee is complaining. In cases involving alleged sexual harassment by the
immediate supervisor, the grievance may be submitted to the next level supervisor.
An employee may not bring serial or separate grievances related to the same event
or action. The President or President’s designee may determine that individual
grievances are sufficiently similar that they may be resolved in a single proceeding.
The written grievance should specify the basis for the complaint and identify the
relief sought. The supervisor shall hold a conference within ten working days of
receiving the employee’s written complaint. Prior to the conference, the employee
must provide the supervisor with any documentation on which the employee
intends to rely in support of the grievance. The supervisor shall respond to the
employee within ten (10) working days after the conference.

If the outcome of the conference with the supervisor is not to the employee’s
satisfaction, the employee may appeal by sending a copy of the initial grievance
and the supervisor’s response to the President, within five (5) calendar days. The
President or the President’s designee shall hold a conference within ten (10)
working days of receipt of the employee’s appeal. The President or the President’s
designee (if delegated) will render a decision in the matter within ten (10) working
days following the conference. The President may, at his discretion, receive and
act upon a recommendation from a designee, or delegate decision-making authority
to such designee.

If the employee is not satisfied with the decision of the President or the President’s
designee, he/she may request a hearing before the Board. At the hearing, each side
will be allowed to make a presentation, subject to any time limits imposed by the
Board. The Board will make its decision based on the arguments presented at the
Board hearing and the records of the hearings with the supervisor and the President
or the President’s designee. The Board is not required to consider issues or
documentation not previously presented. The Board shall inform the employee of
its decision within ten (10) working days of the hearing before the Board.

Intellectual Property

The purpose of the Alvin Community College Intellectual Property Policy is to outline the
respective rights which members of the faculty, staff, and student body of the College have in
intellectual materials created while affiliated with the College. The discovery of patentable
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processes or inventions and the creation of other intellectual property is not the primary objective
of Alvin Community College. In the event such discoveries or creations are developed, it is the
objective of the Board to provide an intellectual property policy which will govern the
development of inventions and other intellectual creations for the best interest of the public, the
creator, and the research sponsor. The policy shall provide for the timely protection and
disclosure of such intellectual property, whether by development and commercialization after
securing available protection for the creation, by publication, or both. The policy is also intended
to protect the respective interests of all concerned by ensuring that the benefits of such property
accrue to the public, to the inventor, to the College, and to sponsors of specific research in varying
degrees of protection, monetary return, and recognition, as circumstances justify or require.

Sec. 13.17.  Tobacco Free Campus

Alvin Community College has a responsibility to its students and employees to provide a safe,
healthful, and aesthetically pleasing environment. Research has proven that tobacco use in
general, including smoking and breathing second-hand smoke, constitutes a significant health
hazard. Therefore, Alvin Community College will become a “tobacco free campus” effective with
the start of the Fall semester 2005. This policy shall apply to all College facilities (except parking
lots) owned or leased, regardless of location, all athletic facilities, and College vehicles.

Sec. 13.18.  Drug/Alcohol Policy

Alvin Community College has a zero-tolerance policy on dangerous and/or illegal drugs and
alcohol in the workplace. It is the policy of Alvin Community College to maintain a drug-free
workplace. Employees shall not unlawfully manufacture, distribute, dispense, possess, use, or be
under the influence of any (but not limited to this list) of the following substances during working
hours while at the College, or at College-related activities during or outside of usual working
hours:

1. Any controlled substance or dangerous and/or illegal drugs and alcohol as defined
by law, including but not limited to: marijuana, and narcotic drug, hallucinogen,
stimulant, depressant, amphetamine, or barbiturates.

2. Alcohol or any alcoholic beverage.
3. Any abusable glue, aerosol paint, or any other chemical substance for inhalation.
4. Any other intoxicant, or mood changing, mind-altering, or behavior-altering drugs.

Any employee need not be legally intoxicated to be considered “under the influence” of alcohol or
a controlled substance.

Exceptions:

An employee who appropriately uses a drug authorized by a licensed physician through a
prescription specifically for that employee’s use shall not be considered to have violated this
policy. The College Foundation is authorized to allow serving and consumption of alcohol at
appropriate College functions.

Consequences:
Any employee found to be in violation of this policy will face disciplinary action, up to and

including, termination from Alvin Community College. Co-workers with knowledge of a staff
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member who has a drug or alcohol abuse problem should report the problem to their immediate
supervisor. Confidentiality will be maintained by the administration. Co-Workers with such
knowledge who choose not to report the abuse to their supervisor will be considered in collusion
with such staff member and could face disciplinary action, up to and including, termination from
Alvin Community College. Employees must report drug convictions for violations occurring in
the workplace to the College President no later than five (5) days after such conviction. After
receiving notice of a drug conviction occurring in the workplace, the College will take appropriate
disciplinary action or require the employee to participate satisfactorily in a drug abuse assistance
or rehabilitation program.

Sec. 13.19. IlInesses/Diseases

1. Employees with life-threatening illnesses, including but not limited to cancer, heart
disease, and AIDS, may wish to continue to engage in as many of their normal
pursuits as their condition allows, including work. As long as these employees are
able to meet acceptable performance standards, and medical evidence indicates that
their conditions are not a threat to themselves or others, supervisors should be
sensitive to their conditions and ensure that they are treated consistently with other
employees.

Sec. 13.20.  Staff Development Program

In order to maintain the competency of its employees, the College is committed to a
comprehensive staff development program.

Sec. 13.21. Racial Harassment

In order for Alvin Community College to carry out its mission statement of educating students, it
is essential that the College provide equal educational opportunities for all students. Because
Alvin Community College fosters an understanding of cultural diversity and cultivates the ethical
and moral values that are the basis of human social order, it strives to establish and maintain an
environment free of racial intimidation, humiliation, and harassment.

Racist attitudes and beliefs may be revealed in threats and other communications or acts of
violence, hatred, abuse of authority, or ill will that assault the person or the sense of self-worth of
the victim. Such acts that vilify, ridicule, and humiliate the victim and also cause serious
emotional distress, impede the learning process, and, in the form of “fighting words,” may
provoke a violent response. Racist behavior also brings dishonor to the perpetrator, demoralizes
and disrupts the academic community as a whole, and diminishes the stature of the College. For
all these reasons the College condemns racist behavior in all of its forms.

The College is committed to the principle of free inquiry and expression. Students, faculty, and
other employees have the right to hold, vigorously defend, and express their ideas and opinions to
flourish or wither according to their merits. Respect for this right requires that students, faculty,
and other employees tolerate expression of views that they find abhorrent. But whatever the legal
boundaries of free speech, students, faculty, and other employees should voluntarily adapt
standards of civility and good taste that reflect mutual respect, understanding, and sensitivity
among its diverse racial, ethnic, and cultural groups.
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Definition of Racial Harassment

Racial harassment is defined as extreme or outrageous acts of communication that are intended to
harass, intimidate, or humiliate a student or students on account of race, color, or national origin
and that cause them to suffer severe emotional distress. Racial harassment is expressly prohibited
and any student, faculty, or non-faculty employee who engages in such conduct is subject to
appropriate disciplinary action.

In any case involving a violation of a College rule, policy, or procedure where a student or
employee is found to have been motivated by race, color, or national origin, such a discriminatory
purpose shall be treated as an aggravating factor for the purpose of determining the appropriate
disciplinary penalty.

Sec. 13.22. Sexual Harassment

Alvin Community College affirms its commitment to ensuring an environment for all employees
and students which is fair, humane, and respectful-an environment which supports and rewards
employee and student performance on the basis of relevant consideration such as ability and effort.
Behaviors which inappropriately assert sexuality as relevant to employee or student performance
are damaging to the environment. Sexual harassment by any member of the College is a violation
of both law and College policy, and will not be tolerated in the College community. Sexual
harassment is a particularly sensitive issue which may affect any member of the College
community and as such will be dealt with promptly and confidentially by the College
administration.

1. “Sexual harassment” includes, but is not limited to, unwelcome sexual advances,
requests for sexual favors, and other verbal or physical conduct of a sexual nature. Such
conduct constitutes sexual harassment when submission to such conduct is made a term
or condition of employment or has the purpose or effect of unreasonably interfering
with an individual’s work performance or creating an intimidating, hostile, or offensive
working environment. “Sexual harassment” includes same-sex harassment when the
harassment constitutes discrimination because of sex.

2. Employees shall not engage in conduct constituting sexual harassment of other
employees. Employees who believe they have been sexually harassed by other
employees are encouraged to come forward with complaints. The College shall
investigate promptly all allegations of sexual harassment of employees by other
employees and take prompt and appropriate disciplinary action against employees found
to have engaged in conduct constituting sexual harassment.

An employee who believes he or she has been or is being subjected to any form of
sexual harassment shall bring the matter to the attention of ANY administrator. No
procedure or step in this policy shall have the effect of requiring the employee alleging
harassment to present the matter to a person who is the subject of the complaint.

The administrator shall immediately inform the Director of Human Resources, who shall
conduct a conference with the employee. If the complaint is made orally, the person
receiving the complaint shall put it in writing.
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The conference shall be held as soon as possible and no later than seven days after
receipt of the complaint. The Director of Human Resources shall ordinarily have seven
(7) working days following the conference within which to investigate and respond. The
employee shall be informed if extenuating circumstances delay the investigation.

If the outcome of the conference with the Director of Human Resources is not to the
employee’s satisfaction, the employee may request a conference with the President to
discuss the complaint. The request should be in writing and shall be filed within seven
(7) working days following receipt of a written response or, if no written response is
received, within seven (7) working days of the response deadline. The President shall
hold the conference as soon as possible but no later than seven (7) working days after
receipt of the written request. The President shall have seven (7) working days
following the conference within which to respond.

If the President’s resolution is not to the employee’s satisfaction or if the time for a
response has expired, the employee may present the complaint to the Board. The
President shall place the matter on the agenda for the next regular Board meeting.

As discussed in Section 13.23, consensual relationships as defined in Section 13.23
between employees and students are prohibited. An employee who suspects or knows
that a student is being sexually harassed or sexually abused by a college employee or by
another student shall inform the Director of Human Resources or the Dean of Student
Services. Students should be encouraged to come forward with any allegations of sexual
harassment by a college employee. Students should be referred to the Director of Human
Resources or the Dean of Student Services. All allegations of sexual harassment of
students shall be promptly investigated and addressed by the Director of Human
Resources. Oral complaints shall be put in writing to assist in the District’s
investigation. To the greatest extent possible, complaints shall be treated as confidential.
Employees who violate College sexual harassment policies may face disciplinary action,
as discussed in Section 13.23.

3. Consensual Relationships

It is the policy of Alvin Community College that consensual relationships between faculty or staff

members

Staff in
harassme
and staff

1.

in positions of authority and their subordinates or their students are not permitted.

positions of authority and faculty need to be sensitive to the potential for sexual
nt as well as conflicts of interest in personal relationships with their subordinate faculty
members of with their students.

Consensual Relationships that Result in Sexual Harassment:

The type of relationship addressed in this policy is one of an amorous or sexual
nature. When disparities in authority are present between two individuals involved
in a consensual relationship, questions about professional responsibility and sexual
harassment may arise. What might appear to be consensual, even to one of the
parties involved, may in fact not be so. Faculty members exercise power over their
students, and persons in management/supervisory positions exercise power over
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their subordinates and their students through the giving of praise or criticism,
performance evaluations or grades, recommendations for further studies or future
employment, or conferral of other benefits, thus diminishing their student’s or
subordinate’s actual freedom of choice.

Examples of consensual relationships that might be construed as sexual harassment
include, but are not limited to the following situations:

a. The subordinate party or student in the consensual relationship feels pressure
to become involved and/or to continue the relationship.

b. The subordinate party or student in the consensual relationship feels compelled
to change behavior and/or job duties because of the consensual relationship.

c. The consensual relationship has the purpose or effect of creating a work or
academic environment in which others are negatively affected by the existence
of that relationship.

In each of the instances above, the consensual relationships may be deemed sexual
harassment. Consensual relationships that involve allegations of sexual harassment
will be handled according to the provisions of the sexual harassment policy
(Section 13.22).

Inappropriate Consensual Relationship that do not Contain Clear Elements of
Sexual Harassment:

Consensual relationships between faculty or staff members in positions of authority
and their subordinates or their students are inappropriate and a violation of college
policy, whether or not such relationships result in sexual harassment. Such
consensual relationships may not contain clear elements of sexual harassment.
Nonetheless, such relationships can create problems including conflicts of interest,
favoritism, and low morale. These relationships often carry the potential for sexual
harassment. ~ Such relationships will be considered sanctionable behavior.
Sanctions for inappropriate consensual relationships that do not contain clear
elements of sexual harassment may include the following:

a. Instruction to the parties to terminate the relationship,

b. Transfer of one of the parties to a new department or job responsibility,

c. Other disciplinary actions, including demotion or termination.

Reporting inappropriate consensual relationships that do not contain clear elements

of sexual harassment should follow those college policies and procedures normally
used in dealing with misconduct of faculty and staff.
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Sec 13.24. Political Advocacy

College employees who wish to engage in political advocacy must do so on their own time,
without using College District equipment or resources. This applies to any and all e-mail that is
sent to or from a District computer or a District e-mail address. Political advocacy can only be
done on an employee’s own time, using private resources, materials and equipment.

Use of College District equipment for advocacy purposes - even during non-work hours, is
prohibited.

Historical Note:

Sec. 13.01.  Revised 2-27-03

Sec. 13.02.  Revised 3-15-79; 11-14-89; 11-12-91

Sec. 13.03.  Revised 4-28-88

Sec. 13.04.  Revised 2-27-86; 5-23-02

Sec. 13.05.  Revised 3-23-78; 2-27-86; 11-12-91; 5-23-02
Sec. 13.06.  Revised 2-26-87

Sec. 13.07.  Revised 4-28-88; 3-9-93

Sec. 13.08.  Revised 4-28-88; 3-9-93

Sec. 13.09.  Revised 7-22-76; 5-23-02

Sec. 13.10.  Revised 5-23-02

Sec. 13.12.  Revised 8-28-86; 5-23-02; 3-29-07

Sec. 13.13.  Revised 5-23-02

Sec. 13.14.  Revised 7- -77; 1-21-88; 3-9-93; 5-23-02
Sec. 13.15.  Revised 7- -77; 11-12-91; 5-23-02

Sec. 13.16.  Revised 7-28-88

Sec. 13.17. Added 10-25-90; Revised 1-27-05; Revised 10-27-05
Sec. 13.18.  Added 5-24-2001

Sec. 13.19. Moved from Sec. 12.06 - 5-23-02

Sec. 13.20. Moved from Sec. 12.07 - 5-23-02

Sec. 13.21.  Moved from Sec. 12.08 - 5-23-02

Sec. 13.22. Moved from Sec. 12.09 - 5-23-02

Sec. 13.23. Moved from Sec. 12.10 - 5-23-02; Revised 2-27-03
Sec. 13.24.  Added 2-22-07; Revised 3-29-07
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The Alvin Community College Board of Regents has adopted salary schedules for all faculty,
administrative, professional, technical support, clerical, and maintenance personnel which are
designed to be competitive with area institutions and to attract, maintain, and insure the highest
level of competency in all positions of responsibilities.
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Sec. 14.05.  Approval of Credit Hours for Compensation and Promotion

In all criteria governing approval of credit hours for salaries, promotions, and/or similar purposes,
such credit must be earned from an institution accredited or pre-accredited by an accrediting
agency recognized for such purpose by the United States Commissioner on Education. A list of
all such institutions is found in the Education Directory of Colleges and Universities.

Sec. 14.06.  General Policy Statement on Faculty Work Load / Standard Work Week /
Summer Work Week

A thirty-five (35) hour per week workload for faculty is in accordance with the unique
instructional demands that exist within each department. This 35-hour per week load consists of
instructional, both direct and supplemental, and non-instructional duties.

Technical Support, Clerical and Maintenance, and Administrative/Professional staff will observe a
forty (40) hour work week, 8:00 a.m. to 5:00 p.m., Monday through Friday, during the regular
academic year.

The summer schedule will be Monday through Thursday, 7:30 a.m. to 5:00 p.m. Employees will
not accrue vacation hours during the summer schedule. Exact beginning and ending dates of this
summer schedule will be published each Spring semester.

Sec. 14.07.  Full-Time Faculty

A faculty member shall be considered full-time when employed for a 4 2 month, 9 month, 10 %2
month, or 12 month contract period. A full-time faculty member will be required to perform the
following general tasks:

1. Direct instruction and/or advising in an approved and scheduled lecture, seminar,
laboratory, shop, and/or supervised practice offered for credit in the College
General Information Bulletin and Class Schedule;

AND/OR

2. Supplementary instruction, assistance, and /or advising during office consultations,
informal meetings, or other such activities that support an approved and scheduled
lecture, seminary laboratory, shop, and/or supervised practice offered for credit;

AND
3. Non-instructional college activities such as committee assignments, administrative

responsibilities for instructional functions, duties of public relations, and/or special
assignments.
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Sec. 14.08.  Overload Compensation

Periodically, and with the approval of the Dean of Instruction, Student and Community Services, a
full-time faculty member may be compensated beyond the contract compensation.

A faculty member is in an overload condition when his/her instructional load exceeds the
approved instructional work load established for a particular department. An overload
compensation chart and procedures are listed in the Administrative Procedures Manual.

Sec. 14.09.  Summer Compensation (See Chart on page 56.)

The summer full-time faculty compensation is to be determined utilizing the summer salary
schedule:

1. Identify the appropriate degree and qualification level on the summer salary
schedule;
2. Determine the salary step of the appropriate degree and qualification level in the

summer salary schedule as the basis for computing the summer salary.

Sec. 14.10.  Part-Time Salary Schedule (Fall, Spring, and Summer Semesters)
$1,500 per 3-hour credit course
Lab Rate: $300 per semester contact hour
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TITLE 8. FULL-TIME EMPLOYEE BENEFITS
CHAPTER 15. INSURANCE, LEAVES OF ABSENCE, AND HOLIDAYS

Sec. 15.01.  General Provisions

Sec. 15.02.  Insurance

Sec. 15.03.  Educational Benefits for Technical Support, Clerical, and Maintenance Employees
Sec. 15.04.  Leaves of Absence

Sec. 15.05.  Sick Leave

Sec. 15.06.  Vacation Leave

Sec. 15.07.  Military Leave

Sec. 15.08.  Jury Duty

Sec. 15.09.  (Reserved for future use)

Sec. 15.10.  (Reserved for future use)

Sec. 15.11.  Attendance at Conferences

Sec. 15.12.  Professional Leave - Full-time
Sec. 15.13.  Professional Leave - Part-Time
Sec. 15.14.  Bereavement of Family Members
Sec. 15.15.  Leave Without Pay

Sec. 15.16.  Leaves - General

Sec. 15.17.  Holidays

Sec. 15.18.  Retirement Programs

CHAPTER 15. INSURANCE, LEAVES OF ABSENCE, AND HOLIDAYS
Sec. 15.01. General Provisions

The Alvin Community College Board of Regents provides full-time employee benefits, beyond
the salary schedules, which are designed to be competitive with area institutions and to attract,
maintain, and insure the highest level of competency in all positions of responsibility.

Sec. 15.02. Insurance

Each eligible employee at Alvin Community College receives medical coverage under a group
plan or a Health Maintenance Organization, as well as dental coverage and life insurance. Full-
time employees also receive accidental death and dismemberment coverage and long-term
disability insurance. The College’s insurance program is in full compliance with the Texas State
College and University Employees Uniform Insurance Benefits Act and will be modified as
required by amendments to the Act.

Sec. 15.03.  Educational Benefits for Technical Support, Clerical, and Maintenance
Employees

Technical Support, Clerical, and Maintenance employees who work at least 20 hours per week on
a regular basis may pursue college programs at Alvin Community College and be reimbursed an
educational stipend that does not exceed the cost of tuition and fees for six semester hours of
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instruction per semester. The employee is eligible for the educational stipend if the college
program of study maintains or improves a skill required in the individual’s employment or meets
the expressed requirements of Alvin Community College. Employees will not be permitted to
attend classes during duty hours without prior Board approval. Employees enrolling in this
program will pay in-district tuition and fees at registration and are exempt from paying the student
service fee. Upon successful completion of the course(s), the employee is eligible to apply for the
educational stipend payment.

Sec. 15.04. Leaves of Absence

All full-time Administrative and Professional, Faculty, and Technical Support, Clerical, and
Maintenance personnel are eligible for leaves of absence as set forth in the Board policies.
Employees shall secure approval in advance from the staff members to whom they report before
taking a leave of absence. In cases of illness or emergency absence of Faculty or Administrative
and Professional personnel, appropriate College officers shall be notified immediately so that
arrangements can be made to cover instructional or other responsibilities during the absence.
College procedures shall insure that accurate records are kept, and the Business Office shall verify
such leaves.

Sec. 15.05.  Sick Leave

Full-time employees accrue sick leave at a rate of ten (10) hours per month. Nine-month
contractual personnel accrue a maximum of 11.25 days (1.25 per month; 1.25 days = 10 hours) per
fiscal year. Personnel employed on a twelve month basis accrue fifteen days (120 hours) sick
leave per fiscal year. Any full-time employee who is unable to perform his/her duties because of
illness, or because of illness of the employee’s spouse, child(ren), parent(s), or legal ward(s), and
who consequently has to be absent from work, may be granted a leave of absence for sick leave by
the appropriate officer of the College.

1. Sick leave is available from the first day the employee reports for work in each
fiscal or school year.

2. A maximum of 90 days (720 hours) of sick leave may be accumulated. Upon an
employee’s resignation there is no payment for the sick leave balance. Sick leave
is intended to provide income security when an employee misses work due to
sickness/injury. If an employee leaves the service of the College after having used
more sick leave than the amount actually earned, a deduction for such excess will
be made from the employee’s final paycheck.

3. Technical Support, Clerical, and Maintenance employees record sick leave usage
on monthly time cards. Faculty and Administrative/Professional personnel must
submit absence report forms through appropriate channels to the Business Office
within two (2) working days following return to duty. A statement from a
physician is required and will be presented to the immediate supervisor when
absences due to illness/injury exceed five (5) consecutive days. When, in the
opinion of the supervisor, the pattern of use of sick leave has become unusual, the
employee will be notified in writing of this fact by the supervisor. After such
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notification, the employee may then be required to present a physician’s certificate
for each of the next three (3) sick leave absences.

In the event of illness and subsequent absence on the part of an instructor, all
classes will be covered on an informal basis by other members of the department.
The appropriate Department Chairman or Director will coordinate substitutes in
order to assure class meetings. Extended illness will necessitate the hiring of
temporary personnel at a rate to be determined by the current salary schedule.

Sick leave may, with prior notification and approval, be used for medical and
dental appointments.

Employees may charge a maximum of two (2) days sick leave in each academic
year for absences occasioned by the need to attend to personal business or
emergencies during the normal work week. Personal or emergency leave will not
be used in conjunction with vacation leave, and it is non-cumulative. Exceptions to
the above must be approved by the College President.

Faculty members with a 9 or 10 ¥ month contract who teach a full load during
either summer session will receive ten (10) hours sick leave accrual for each month
worked.

The President shall have the authority, subject to Board approval, to grant a leave
of absence without pay for a period not to exceed five (5) months to an employee
who applies for such leave of absence because of personal illness or the serious
illness of a member of the employee’s immediate family. Serious illness is defined
as an illness, injury, impairment, physical or mental condition that involves
inpatient care in a hospital, hospice, or residential health care facility; or continuing
treatment by a health care provider. Immediate family includes a spouse,
child(ren), parent(s), and other legal ward(s). An employee on a five (5) month
leave of absence without pay is not entitled to appropriations for group insurance
benefits. It is the employee’s responsibility to make premium payments for such
insurance coverages by the first of each month if the employee wants these
coverages continued.

An employee who is injured on the job and who has exhausted all accrued sick
leave and vacation balances, may request a three (3) month extension of this leave
of absence without pay. Such a period of absence shall not be considered a break
in service. Two (2) months after the start of the unpaid leave of absence, the
employee must present a written statement from the attending physician to confirm
the continued illness or disability. Such a statement is required on a monthly basis
thereafter. The College reserves the right to request a medical examination by a
College appointed physician to confirm continued illness or disability.

Adoption of a child is a qualifying event for an employee’s usage of sick leave.



61

Sec. 15.06. Vacation Leave

The Board grants vacation leave for all personnel employed full-time on a 12 month basis,
exclusive of holidays indicated in the College calendar, at a rate not to exceed one (1) day per
month of service.

Faculty members on 9, 10 %, or 12 month contracts who work a regular faculty schedule do not
accrue vacation leave. Leave accrues beginning with the first full month of employment and no
employee may carry forward, accumulate, or use more than 24 working days of annual leave at
any time. Consequently, leave should be scheduled with a view to utilizing annual leave as it
accrues so as to avoid forfeiture. Not more than ten (10) days of annual leave may be taken at any
one time without prior approval of the President.

Personnel records will reflect the amount of leave for which application has been made. Should
less leave be taken than shown on the leave application, the individual concerned must execute a
statement certifying to this fact before leave records can be changed. Upon retirement or
separation, an employee will be compensated for the amount of vacation balance shown on
HR/Payroll records, up to but not exceeding 24 days (192 hours), subject to Section 13.12.

Sec. 15.07.  Military Leave

1. A faculty member or employee who is drafted or otherwise called to active duty, or
who leaves his/her position for extended active duty in the military service of the
United States during a state of war or national emergency, shall be granted a
military leave for the duration of such war or national emergency. Applications for
reinstatement must be made within sixty days following the termination of the state
of war or national emergency or his discharge from the service, whichever is
earlier.

2. Reinstatement shall be at the rank and grade held at the beginning of military leave
plus any advancement in salary steps that the faculty member or employee would
have been granted had he/she been continuously employed and complied with
requirements of salary step increases. This rule does not apply to promotions in
rank.

3. Personnel may take a two (2) week leave of absence per year to perform temporary
active duty with Reserve or National Guard units. During such leave of absence
and while engaged in the performance of such military duty, a faculty member or
employee will be paid his/her basic salary. Efforts to schedule such military leave
during non-instructional periods is expected.

Sec. 15.08.  Jury Duty

An employee who is summoned as a member of a jury panel shall be granted administrative leave
with pay, and jury fees shall be retained by the employee. The College shall not reimburse the
employee for meals, lodging, and travel expenses incurred while serving as a juror.

Any employee subpoenaed as a witness, not involving litigation in which he/she is a principal,
shall be granted administrative leave with pay, and any witness fees shall be retained by the
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employee. The College shall not reimburse the employee for meals, lodging, and travel expenses
incurred while serving as a witness.

An employee subpoenaed in line of duty to represent the College as a witness or defendant shall
not be granted administrative leave, and the appearance in such cases shall be considered a part of
his/her job assignment. The employee shall be paid for travel and expenses and shall be required
to turn over to the College any fees received from the court.

In no case shall administrative leave with pay be granted for court attendance when an employee is
engaged in personal litigation in which he/she is principal; however, an employee may be granted
vacation, personal, or emergency leave in such cases with the approval of the President. An
employee who is involved in litigation as a result of action related to the carrying out of his/her
official College duties and responsibilities may be granted administrative leave with pay for court
attendance upon the approval of the President.

Sec. 15.09.  (Reserved for future use)
Sec. 15.10.  (Reserved for future use)
Sec. 15.11.  Attendance at Conferences

The College President or his/her delegate is authorized to approve attendance of College
employees at conferences and committee meetings. When an employee is absent by
administrative assignment, no deductions in salary will be made.

In considering leave for conference attendance, the first obligation of all staff members is to
his/her College assignment. For this reason, all approved travel must be planned, relevant, and
complimentary to the employee’s role. Travel may not be approved for all requests, even if all
costs are covered by an agent other than the College. The criterion to be used in approving all
staff travel is the value of its benefit to the College.

Sec. 15.12. Professional Leave - Full-Time

A faculty member of employee with five (5) years of service with the College may be granted,
upon written request, up to one (1) year’s leave of absence without pay for advanced study,
exchange teaching assignment, or professional experience which is related to the individual’s field
of teaching or employment and which will improve the professional competence of the faculty
member or employee. Applications for professional leave require approval of supervisor(s) and
the President as a precondition for consideration by the Board.

Leaves of absence for professional reasons may be extended for up to an additional year upon
request. Requests for extension must be made in writing at least 120 days before the termination
of leave. Failure to return to employment upon termination of leave shall constitute termination of
employment.
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Benefits or rights accumulated by a faculty member or employee prior to the effective date of the
leave of absence shall be carried forward and credited to him/her upon his/her return. When a
leave has been granted under this section, the absence shall not be construed as a break in service.
This time on leave will not count as experience for tenure, salary increments, vacation, or other
benefits.

A faculty member or employee returning from a professional leave shall be guaranteed, in writing,
reinstatement to the position which he/she left or one of equal pay and responsibility. In the event
of the elimination of the position during the interim, the President shall determine assignment for
which the person is qualified. No more than five percent (5%) of the full-time employees in either
the administrative/professional staff or faculty may qualify for professional leave in any academic
year.

Sec. 15.13. Professional Leave - Part-Time

A faculty member who fulfills the requirement for a full-time leave may request a part-time or
reduced-work leave without pay. The amount of the reduction from full-time will be determined
by the employee and the immediate supervisor. The employee’s salary will be reduced by the
percentage of the reduced work. In order to participate in the retirement and insurance programs,
an employee must work at least half-time.

The time on leave will not be construed as a break in service, however, it will not count as
experience for tenure or promotion in rank. Annual salary increments will also be reduced by the
percentage of the work reduction.

All other procedures and requirements are the same as for full-time leave of absence.
Sec. 15.14.  Bereavement of Family Members

A leave of absence due to a death in the immediate family of an employee (not to exceed three (3)
days at any one time) shall be granted without loss of pay. This leave does not accrue. Immediate
family includes spouse, child, parent, legal ward, father-in-law, mother-in-law, sister, brother, or a
person who occupies a position of similar significance.

Employees who have unusual situations which are believed to be consistent with the intent of the
above policy may submit the particulars to the College President with a request for special
consideration.

Sec. 15.15.  Leave Without Pay
A temporary non-pay status and absence from duty may be requested by an employee as a result

of extenuating circumstances. This leave is subject to the approval of the employee’s supervisor
and the President of the College.
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Leaves - General

Any absence that is not covered by leave with pay will be charged to the vacation allowance of
twelve (12) month personnel, and a commensurate pay deduction will be made for 9 and 10 %
month personnel.

Sec. 15.17.

1.

Sec. 15.18.

Holidays

All personnel receive seven (8) holidays per year. These holiday periods and any
others will be officially designated before the beginning of each school year. It is
within the discretion of the supervisor to substitute any days other than those
normally scheduled when necessary for the protection and safe operation of the
campus and/or physical plant, or when it is deemed to be in the best interest of the
College.

The official holidays are as follows: Labor Day, Thanksgiving, Christmas, New
Year’s Day, Martin Luther King Day, Easter, Memorial Day, and Independence
Day.

Retirement Programs

Alvin Community College has two (2) retirement programs for eligible employees as designated

by State law.

1.

Under Texas law certain designated employees of the College are required to
participate in the Teacher Retirement System of Texas (TRS) as a condition of
employment. All employees who work at least twenty (20) hours per week for a
period of time not less than 4 % months, and who are not eligible for the Optional
Retirement Program (ORP), must participate in the TRS program.

While credit for each year of service is the foundation of TRS benefit formulae,
unless five (5) years of creditable service in State of Texas employment are
achieved, there are no retirement benefits payable under current law.

Under Texas law certain designated employees may select an Optional Retirement
Plan (ORP) instead of the Teacher Retirement System. Such designated employees
include faculty, professional, and administrative personnel who work full time and
meet other eligibility requirements as set by State law and administrative code.

The ORP is a personal retirement annuity plan purchased by the eligible employee
through life insurance companies approved by the College Board of Regents to
which the state contributes its share.

Eligible employees have ninety (90) days from the date of employment to make a
lifetime choice to relinquish membership in TRS and to become a participant in the
ORP.
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TITLEY9. FULL-TIME PERSONNEL RESPONSIBILITIES

CHAPTER 16. GROWTH AND DEVELOPMENT PLANS FOR ALL
FULL-TIME COLLEGE PERSONNEL

Sec. 16.01.  General Provisions

Sec. 16.02.  Professional Development Plan for Full-Time Faculty

Sec. 16.03.  Professional Development Plan for Administrative and Professional Personnel
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Sec. 16.05.  Certification

Sec. 16.06.  Substitute Teaching

CHAPTER 16. GROWTH AND DEVELOPMENT PLANS FOR ALL
FULL-TIME COLLEGE PERSONNEL

Sec. 16.01. General Provisions

All elements of the college community are to focus on the student, providing him/her with
excellent instruction, counseling, and related activities in an environmental setting conducive to
learning and leading him/her toward a quality education and improved citizenship. It is essential
that all college personnel feel this responsibility to the student and continually engage in activities
that would allow for individual growth and development in their respective areas.

Sec. 16.02.  Professional Development Plan for Full-Time Faculty

Alvin Community College seeks to recruit and maintain a faculty whose members support the
philosophy of the community college as an institution established to meet the community’s varied
needs in post-high school education. Each instructor must have the necessary education and
experience in his/her subject field and demonstrate continuing professional growth. Individual
faculty members shall be flexible and imaginative in exploring varied approaches to teaching,
counseling, and curriculum development.

The faculty shall be aware of and concerned with the wide variety of needs of community college
students and with the wide range of their individual capacities for growth. In addition, each
faculty member must assist in orienting students toward realistic educational achievement based
on their motivation and abilities, while supporting the goals of the student activity program.

Activities and point values as outlined in the Alvin Community College Administrative
Procedures Manual shall be used by individual faculty members to illustrate his/her annual
achievements and professional growth and development. The accumulation of twenty-four (24)
professional development points during the academic year (12 months) is necessary for the faculty
member to be recommended for promotion to the next vertical step in the faculty salary schedule.
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Sec. 16.03.  Professional Development Plan for Administrative and Professional Personnel

Alvin Community College seeks to recruit and maintain an administrative and professional staff
whose members support the philosophy of the community college as an institution established to
meet the community’s varied needs in post-high school education. Each member of the
administrative and professional team must have the necessary education and experience in his/her
field and demonstrate continuing professional growth. Individual members of the administrative
and professional staff should strive to be efficient planners, imaginative and flexible in carrying
out the duties of their respective areas.

The administrative and professional staff shall be aware of and concerned with the wide variety of
needs of community college students. As a result, the staff should implement programs that will
utilize the faculty and support personnel in a manner that will fulfill the mission of the College to
its citizens.

The approved list of activities and point values as outlined in the Alvin Community College
Administrative Procedures Manual shall be used by individual staff members to illustrate his/her
annual achievements in growth and development. The accumulation of twenty-four (24) points
during the year is necessary for the staff member to be recommended for advancement to the next
vertical step on the administrative/professional salary schedule.

Sec. 16.04. Growth and Development Plan for Technical Support, Clerical, and
Maintenance Personnel

(Yet to be completed)
Sec. 16.05.  Certification

It shall be the responsibility of every full- or part-time faculty member at Alvin Community
College to provide the President of the College, or his designated representative, up-to-date and
official transcripts of any and all work completed by the faculty member in colleges, universities,
and graduate schools. Credit will be granted to the faculty member for course work completed
only at accredited institutions, according to the definition in Section 14.05. Special consideration
for credit completed at non-accredited institutions shall be granted only at the discretion of the
Alvin Community College Board of Regents. Individuals who request special consideration for
credit completed at non-accredited institutions must do so in writing. The individual must set
forth in writing all pertinent facts and the reason the request is being made.

Sec. 16.06.  Substitute Teaching

Whenever an instructor is to be absent for any reason, a substitute teacher will be procured if
possible. In short-term substitutions (3 days or less) caused by instructor absences, the
Department Chair should make every effort to utilize a member of his/her division. Where the
absence is for a long period of time, or where it is impossible to properly staff a class with a
regular instructor, College administrators are authorized to employ a substitute for whatever
period of time is required. Such services shall be paid at a rate to be determined by the current
salary schedule. The absent instructor will be asked to complete the necessary forms and submit
them to his/her Department Chair upon return to duty. If the instructor is absent the full day, one
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day of leave time will be charged regardless of his/her teaching schedule for that day. In short-
term absences, the Department Chair should use the following guidelines in securing substitute
teachers:

1. If notice is received in advance and a qualified division member is conveniently
available, a regular instructor should be used.

2. If notice is received in advance and no regular staff member is available, a qualified
substitute should be obtained from sources outside the College.

3. An instructor should not be asked to cover classes in a teaching area in which
he/she lacks minimum competency.

4. Substitutions should be equally distributed among qualified staff members.
5. If no qualified substitute can be secured, the Department Chair may cancel a class.
6. In the event of a class cancellation, the instructor should make every effort to

provide his/her students with the material missed.

Faculty members should not request colleagues to substitute for them without securing the
approval of the Department Chair.

HISTORICAL NOTE:

Sec. 16.01.  Revised 7-28-77

Sec. 16.02.  Revised 7-28-77, 11-12-91

Sec. 16.03. Revised 10-27-77, 11-12-91

Sec. 16.05.  Revised 10-27-77

Sec. 16.06.  Revised 7-28-77, 4-28-88, 2-27-03
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CHAPTER 17. STUDENT RIGHTS AND RESPONSIBILITIES

Sec. 17.01.  Admissions

Sec. 17.02.  Tuition, Fees, Deposits, and Refunds
Sec. 17.03.  Definition of Resident Status
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Sec. 17.06.  Student Services
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CHAPTER 17. STUDENT RIGHTS AND RESPONSIBILITIES
Sec. 17.01.  Admissions

Admission as a student to Alvin Community College shall be granted to any person who has a
high school diploma or the equivalent, or who is 17 years of age and, in any case, is able to benefit
from a program of instruction at Alvin Community College. The College reserves the right to
evaluate special cases and refuse admission to any applicant when considered advisable in the best
interest of the individual or the College. Prior to being accepted as a student at Alvin Community
College, an applicant shall be required to complete certain admissions criteria, including such
items as application forms and fees, official transcripts, health certificates, and any other items
necessitated by administrative needs and maintenance of standards set by official approval or
accreditation agencies.

Sec. 17.02.  Tuition, Fees, Deposits, and Refunds

The Alvin Community College Board of Regents shall prescribe the tuition, fees, deposits, and
refunds to be paid by or to the students. The amount of all tuition, fees, deposits, and refunds shall
be determined by the Alvin Community College Board of Regents in accordance with state law.
In-state, but out-of-district students, shall pay tuition at a rate established by the Alvin Community
College Board of Regents, sufficient to assist in payment for buildings and capital expenses not
provided in appropriations by the State Legislature.

Sec. 17.03. Definition of Resident Status

1. In-District Student. An in-district student shall be defined as being any person less
than 18 years of age whose parents are residing within the tax district of Alvin
Community College at the date of registration, or any person 18 years of age or
older, who is residing within the tax district of Alvin Community College at the
date of registration.
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Out-of-District Student. An out-of-district student is defined as any person less
than 18 years of age whose parents or legal guardians are residing outside the
boundaries of the Alvin Community College tax district but within the State of
Texas, at the date of registration, or any person 18 years of age and older, who is
residing outside of the boundaries of the Alvin Community College tax district, but
within the State of Texas, at the date of registration.

Conduct

Each college student is considered a responsible adult, and it is assumed that men
and women of college age will maintain standards of conduct appropriate of
membership in the college community. Emphasis is placed on standards of student
conduct rather than on student limits or restrictions on students. Guidelines and
regulations governing student conduct are developed by representatives of the
students, faculty, staff, and administration. The College refrains from imposing a
rigid code of discipline, but reserves the right to take disciplinary action compatible
with its own best interest when it is clearly necessary. Printed regulations shall
become official upon administrative publication. Rules and regulations not in print,
but necessary to meet emergency situations shall become official upon
administrative edict.

Failure to meet standards of conduct acceptable to the College may result in
disciplinary probation or dismissal, depending upon the nature of the offense. A
disciplinary probation period, unless otherwise specified, is for the duration of one
semester. A student who is dismissed must reapply to the College and will
normally be required to appear before a special committee before readmission can
be granted.

Alvin Community College guarantees to each student the privilege of exercising
his/her rights of citizenship under the Constitution of the United States without fear
of prejudice. Special care is taken to assure due process and to spell out clearly
defined routes of appeal when a student feels his/her rights have been violated.
Non-students, defined as persons not currently enrolled as students of Alvin
Community College, have no guarantee of any rights normally reserved to students
while visitors on the campus of Alvin Community College, but the Alvin
Community College Board of Regents clearly states its intent to the college
constituency to maintain an atmosphere of serenity on the campus of Alvin
Community College at all times. When non-students disturb this atmosphere of
serenity while visitors on the campus of Alvin Community College, they shall be
declared in violation of the Texas Trespass Law, and requested to absent
themselves from the premises in the shortest reasonable period of time. Refusal on
the part of visiting non-students to comply with administrative requests to absent
themselves from the campus of Alvin Community College shall be met by
whatever legal actions are necessary to enforce the Texas Trespass Law and return
the campus to its normal state of serenity.

Students at Alvin Community College are expected to conduct themselves as ladies
and gentlemen, both within the College and elsewhere. For student conduct which
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tends to discredit or injure the College, the President is authorized by the Alvin
Community College Board of Regents to impose such penalty as he/she may deem
appropriate, including expulsion from the College. This authority may be
delegated by the President. When the penalty for misconduct is suspension or
dismissal, the student may appeal the decision to the Dean of Students, the faculty-
student committee on student discipline, the central administrative staff, and the
President of the College. Final appeal may be made to the Alvin Community
College Board of Regents.

In order to provide regulations and procedures which guarantee substantive and
procedural due process to all students at Alvin Community College, the Board of
Regents adopts those Statements of Student Rights and Responsibilities as set forth
in the College’s Administrative Procedures Manual, Sec. 8.08.

Organizations and Activities

The Alvin Community College Board of Regents encourages the development of a
student activities program designed to provide a variety of meaningful educational
and cultural experiences.

Honorary, scholastic, social, and service fraternities, sororities, and clubs will be
recognized and encouraged by the College, provided they comply with all
regulations and procedures adopted and published by Alvin Community College.
Included in these regulations and procedures will be that all activities and
organizations operate their entire program under college supervision, that each
organization and activity have an approved faculty sponsor; that all funds of
student organizations and activities be deposited with and expended through the
College business office, subject to the Alvin Community College Board of
Regents’ policies, procedures, and regulations pertaining to such funds, and that
each organization and activity furnish to the College full and current membership
lists at the beginning of each semester.

Student Services

Student services beneficial to and inclusive of all students enrolled are provided. Such services
take the form of admissions counseling, career information and guidance, testing services,
financial assistance, placement services, health services, student government sponsorship, social
regulation through student activities, campus organizations, and administrative policy, and
assisting academic regulation through an effective student records system.

Sec. 17.07.

Privacy Rights of Parents and Students

In an effort to provide safeguards for the privacy of its parents and students, Alvin Community
College subscribes to and supports the Family Education and Privacy Act of 1974, as amended
June 1976, Part 99, entitled: Privacy Rights of Parents and Students.

1.

Annual notice will be given to students to inform them of their rights under this
Act.
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2. Students will be permitted to inspect and review their educational records in
accordance with the Privacy Act and procedures established by the institution.

3. The College has designated in the Administrative Procedures Manual certain
college personnel to be custodians of specific educational records by virtue of their
office.

4. No personally identifiable information from educational records will be disclosed
without the student’s prior written consent, except when prior written consent is not
required by the Act.

5. The College will maintain records of request and disclosures of personally
identifiable information. Students will be permitted to review these records.

6. Students may challenge the contents of their educational record and seek
amendment or correction of their educational record by following the procedures
established by the College and maintained in the Registrar’s Office.

Sec. 17.08.  Out-of-District Tuition Waiver

In accordance with Section 130.003 (b) (4) of the Texas Education Code, Alvin Community
College waives the difference in the rate of tuition for non-resident and resident students for a
person, or his/her dependents, who owns property which is subject to ad valorem taxation by the
College district. The person, or his/her dependents, applying for such waiver shall verify property
ownership by presentation of a current ad valorem tax statement or receipt, indicating payment,
issued by the tax office of the College district; or by presentation of a deed, property closing
statement, or other appropriate evidence of ownership of property which is subject to ad valorem
taxation by the College district.

Sec. 17.09. Communicable Diseases

Students with life-threatening illnesses, including but not limited to cancer, heart disease, and
AIDS, may wish to continue to engage in as many of their normal pursuits as their condition
allows, including school. As long as these students are able to meet acceptable performance
standards, and medical evidence indicates that their conditions are not a threat to themselves or
others, College staff should be sensitive to their conditions and ensure that they are treated
consistently with other students.
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TITLE 11. FINANCE
CHAPTER 18. FINANCIAL PROVISIONS

Sec. 18.01.  Safeguarding of College Funds

Sec. 18.02.  Taxes

Sec. 18.03.  Official College Depository or Depositories
Sec. 18.04.  Budget

Sec. 18.05.  Purchasing and Procurement

Sec. 18.06.  Purchasing Limits/Bidding

Sec. 18.07.  (Reserved for future use)

Sec. 18.08.  Inventory Control

Sec. 18.09.  Travel

Sec. 18.10.  Association Memberships

Sec. 18.11.  Agent of Record for Insurance Matters
Sec. 18.12.  Community Use of College Facilities

CHAPTER 18. FINANCIAL PROVISIONS
Sec. 18.01.  Safeguarding of College Funds

The Alvin Community College Board of Regents shall hold the President of the College
responsible for the appropriate collection and disbursement of all College funds. The Alvin
Community College Board of Regents shall require bonding of its officers of fiscal affairs as it
may deem necessary. The minimum amount of said bonds to be in accordance with legal
requirements. Independent audits shall be made by Certified Public Accountants, who shall be
appointed at the August meeting of the Alvin Community College Board of Regents and prior to
the beginning of each fiscal year, and who shall audit the fiscal accounts of the Alvin Community
College District as required by the Alvin Community College Board of Regents and in such form
as may be prescribed by the Texas Higher Education Coordinating Board and approved by the
State Auditor. The governing board shall furnish copies of the College’s financial report as
provided by the Texas Education Code.

Sec. 18.02. Taxes

1. All taxable property located within the Alvin Community College District shall be
assessed for taxes and the taxes shall be collected thereon as required by law.

2. The Alvin Community College Board of Regents can contract for tax
administration services.

3. The Alvin Community College Board of Regents shall annually set a tax levy as
required by law; said levy shall be the order of business immediately following the
adoption of the budget.

4. The Alvin Community College Board of Regents shall adopt a penalty and interest
rate schedule as provided in Article 7336d. VCS to be charged on all delinquent tax



Sec. 18.03.
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accounts. The policy of the Alvin Community College District with respect to the
collection of delinquent taxes shall be as follows:

a. It shall be the duty of the Tax Assessor/Collector to pursue diligently the
collection of delinquent taxes at all times.

b. It shall be the duty of the Tax Assessor/Collector to mail annually, to each tax
patron whose address is known, a statement reflecting unpaid taxes for the last
current year. This notice shall be mailed between February 15 and June 30.

c. It shall be the duty of the Tax Assessor/Collector to institute a tax suit on both
real and personal property if any delinquent taxes exist prior to the last five
years.

Official College Depository or Depositories

The Alvin Community College depository or depositories for college funds shall be selected
pursuant to provisions established in the Texas Education Code.

Sec. 18.04.

1.

Budget

The President of the College shall submit to the Alvin Community College Board
of Regents, on or before the end of June each year, his/her recommended budget;
said budget shall conform to classifications prescribed by the Texas Higher
Education Coordinating Board. The Board of Regents, after studying and
amending the budget as is desired, shall present it to the public at a public budget
hearing no later than August of each year. Notice of the public hearing shall be
presented as prescribed by law. Citizens of the district shall be afforded an
opportunity to present their views and ask questions concerning the budget at the
public hearing. The Alvin Community College Board of Regents shall adopt a
budget and set the tax rate for the ensuing academic year after the public budget
hearing. Copies of the adopted budget shall be filed with the Texas Higher
Education Coordinating Board and appropriate governmental agencies. The Alvin
Community College Board of Regents may consider and approve budget
adjustment requests and/or amendments to the budget at any time during the fiscal
year. A copy of the final amended budget for the fiscal year shall be filed with the
appropriate agencies no later than August 31 of each fiscal year.

The Alvin Community College Board of Regents may establish a budgeted
contingency fund. (The current estimate of this figure is not to exceed 10% of the
total budget.)

The Alvin Community College Board of Regents may establish a residual or
“reserve” fund (not contained in the budget) as a depository for unused,
unallocated, or leftover funds.
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4. The Alvin Community College Board of Regents may establish a Capital Asset
Replacement Fund to be used for replacement of major equipment items and for the
repair and maintenance of the Physical Plant.

Sec. 18.05.  Purchasing and Procurement

Alvin Community College District spending, including the purchase of supplies, materials,
equipment, and services, is one to which the Alvin Community College Board of Regents gives
special attention. The Board seeks in every case to purchase for the least expenditure of funds and
optimum quality for the function to be served. In accordance with the laws of the State, the Board
of Regents shall be responsible for establishing policies for the purchase of goods and services for
the College.

1. The Texas Education Code shall serve as the guide to purchasing supplies,
materials, and equipment.

2. The President shall be responsible to act for the Board in the establishment of
procedures for purchasing goods and services in accordance with laws, regulations,
and policies established by State statute, regulations, and Board policy. The
President may delegate the responsibility for College expenditures to the Dean of
Financial and Administrative Services. No obligations shall be incurred nor any
expenditure made without the written approval of the President or his/her delegated
representative. At no time will purchases of a personal nature be made by the
College Purchasing Officer.

3. After adoption of the budget by the Board of Regents, it shall be the responsibility
of the Dean of Financial and Administrative Services, under the general
supervision of the President, to insure compliance with Board policy and state law
in expending and accounting for all college funds.

4. Whenever possible, annual requirements of supplies, materials, and equipment
shall be estimated and bids taken for the total yearly requirement. All purchases
must be made in the name of the Alvin Community College on written purchase
orders, properly coded as to budget charge and signed by the appropriate Dean,
except when deviations are submitted in writing and approved by the President.

5. The law shall be strictly followed in regard to purchasing, and bids shall be sought
from firms located within and outside the Alvin Community College District.
Purchases shall be made on the basis of quality and price. When quality is equal,
purchase shall normally be made from the firm offering the lowest and best bid.
Other things being equal, purchases shall be made from firms located within the
Alvin Community College District. Specifications for proposed purchases shall be
such as to obtain maximum competition.
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Purchasing Limits/Bidding
$0 - $20,000: Presidential or delegated representative approval is necessary.

$20,001 or more: Written approval of the Board of Regents or its designated representative
is required.

All District contracts, except contracts for the purchase of produce or vehicle fuel, valued
at $20,001 or more in the aggregate for each 12-month period, shall be made by one of the
following methods that provides the best value for the district:

Competitive bidding.
Competitive sealed proposals.
A request for proposals.
A catalog purchase as provided by Government Code, Chapter 2157, Subchapter B.
An interlocal contract.
Education Code, 44.031

moow>

In determining to whom to award a contract, the Board may consider:

the purchase price;

the reputation of the vendor and of the vendor’s goods or services;

the quality of the vendor’s goods or services;

the extent to which the goods or services meet the district’s needs;

the vendor’s past relationship with the district;

the total long-term cost to the district to acquire the vendor’s goods or services; and

any other relevant factor that a private business entity would consider in selecting a vendor.

G@MmMoOOw>»

This section does not apply to a contract for professional services rendered, including
services of an architect, attorney, or fiscal agent. The Board may, at its option, contract for
professional services rendered by a financial consultant or a technology consultant in the
manner provided by Section 2254.003, Government Code, in lieu of the methods provided
by this section.

Notice of the time by when and place where the bids or proposals, or the responses to a
request for qualifications, will be received and opened shall be published in the county in
which the district’s administrative office is located, once a week for at least two weeks
before the deadline for receiving bids, proposals, or responses to a request for
gualifications. Education Code, 44.031

Items to be purchased on behalf of the college that require a bid will be brought to the
Board of Regents with a recommendation as to whether or not a bid should be accepted
and where funding may be designated.

(Reserved for future use)

Inventory Control

The Alvin Community College Board of Regents shall hold the President of the
College responsible for the development and maintenance of a current and

complete inventory of all equipment, and condition of the same, owned by the
Alvin Community College. A schedule of depreciation on all equipment shall be
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reviewed by the Dean of Financial and Administrative Services prior to the
development of the college budget each fiscal year.

2. The College provides insurance coverage only for items of property listed on the
institutional property inventory. Consequently, employees who elect to bring
personal property on campus for use in the performance of their assigned duties, do
so at their own risk. Whenever equipment is deemed necessary to the instructional
and/or administrative processes of the institution, it shall be purchased by the
College and added to the inventory. In rare situations, the College will accept on a
loan basis items of personal equipment essential to operations pending purchase of
such equipment by the College. In such instances, the loan status of such property
will be property adjudicated in writing and the equipment in question will be added
to the college inventory for insurance and accounting purposes during the time it is
on loan.

Sec. 18.09. Travel

Approved travel on behalf of Alvin Community College will be reimbursed on submission of
itemized expenses by authorized personnel and properly certified by his/her immediate supervisor
and appropriate Dean. Where personnel use their own vehicles for college-related travel, in state,
they will be reimbursed at a rate of $0.50 per mile. For traveling out-of-state, the maximum
reimbursement will be based on the lowest airline fare. Approval for out-of-state travel must be
made by the appropriate Dean and the President. Out-of-state travel by the President must be
approved by the Chairman of the Board of Regents.

Sec. 18.10.  Association Memberships

1. Institutional membership (in the name of Alvin Community College) will be
maintained at college expense for those memberships (e.g., American Association
of Community Colleges (AACC) deemed necessary by the administration to
maintain the College’s academic and professional integrity.

2. Individual memberships in college-related associations and organizations will be
provided for by the College. Such memberships must be approved by the
appropriate Dean and the President.

3. Individual memberships in local civic organizations will not be provided for by the
College unless membership in such organization is required by the College.

Sec. 18.11.  Designation of Agent(s) of Record for Insurance Matters

The College’s insurance programs fall into two (2) major categories: employee life and medical;
and property, casualty and liability insurance. An Agent or Agents of Record will be designated
to provide services relating to the property, casualty, and liability insurance. The services
expected of Agent(s) of Record are:

1. To provide counseling and advice as to the optimum type of insurance required to
meet the needs of the College and its employees.



2.

3.

4.

5.
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To negotiate with carriers with a view to securing the most advantageous premium
rates and service on all coverages.

To insure prompt handling of all claims.

To assist the administration in evaluating its insurance needs as the situation may
dictate.

To provide safety inspections of the College premises at least twice yearly.

To qualify for designation as Agent(s) of Record, an insurance agency or carrier must:

1.

2.

3.

Be acceptable to the Board of Regents of Alvin Community College.

Be a duly licensed recording agent whose occupation, as a means of livelihood, is
the active solicitation of general insurance from the general public.

Represent and place the insurance with stock companies having at least an “A-"
reliability rating and a “VI” or better financial rating as established by Best rating
services.

Agent(s) of Record will be designated in accordance with the following procedure:

1.

Sec. 18.12.

Invitations to bid on the property, casualty, and liability program will be solicited in
May of the bid year and the results of the bidding presented to the Board of
Regents, with appropriate recommendations, in July.

The agency or agencies selected by the Board of Regents will be designated
Agent(s) of Record for a three (3) year period. This designation may be withdrawn
by the Board of Regents at the end of the first or second anniversary of the period
of incumbency should evidence indicate that the services required of an Agent of
Record were not being performed, could no longer be performed by the incumbent
in a manner compatible with the best interests of the College and its employees, or
it is deemed to be in the best interest of the college to seek bids on the various
coverages. Should the Board of Regents contemplate terminating the appointment,
it will so advise the Agent at least ninety (90) days prior to the next anniversary
date.

Community Use of College Facilities

In keeping with the role of community colleges as public community institutions, Alvin
Community College desires that college facilities under its jurisdiction be used to help meet
general educational, cultural, and recreational needs of the community. The facilities of the
College will be made available to community groups for these purposes whenever such use does
not interfere with the instructional program and whenever it is consistent with the educational and
community service objectives of the College.
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Group | — Free

Groups that are integral parts of Alvin Community College made up of student, faculty,
and staff.

Group Il — At Cost

Groups that are organized for general civic improvement, welfare, or character building
may use the college facilities without charge unless this use constitutes a direct cost to the
College. In such cases, the user shall pay according to the cost incurred. These meetings
must be open to the public and have no admission charge.

Group Il — Semi-Commercial Use

Semi-commercial rates shall be charged to groups using college facilities for activities to
which admission fees are charged or contributions solicited, unless the total net receipts are
expended for the welfare of students of the College or charitable purposes.

In this category are included all events to which admission is charged and a percentage of
the proceeds is given to a local sponsoring organization for use in a recognized local
charitable purpose. The charity must benefit the people of the community generally and
not merely the members of the local sponsoring agency, group or organization, and their
families.

Group IV — Commercial Use

This classification shall include all commercial uses by local or non-local groups where an
admission fee is charged to make a profit for the sponsor and/or performers. Use of
college facilities for purely commercial purposes will be denied unless the public welfare
is significantly served by such use because of the educational or cultural value of the event.

Policies Governing the Use of College Facilities

1. The educational program has priority in the use of college facilities at all times. No
permit shall be granted for a use which interferes in any way with the College
instructional program or activities, either daytime or evening school.

2. The use of any college property shall be under the direction of the Dean of
Financial and Administrative Services, and use permits shall be issued only after
receipt of a written application signed by an officer of an organization.

3. Applications for use of facilities should be submitted to the College at least two
weeks in advance of the proposed use. In general, applications submitted by
district residents shall have precedence over those from residents of other areas.
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The use permits shall be issued for specified hours and dates. The using
organization shall not arrive before the time authorized and shall leave the college
premises at the permit expiration time. No permit shall be issued for use of
facilities later than midnight, except by special permission granted prior to the use
date.

Keys to college buildings shall be assigned only to employees of the College, and
buildings shall be opened only by such employees.

Alvin Community College is a “tobacco free campus”— this applies to all College
facilities (except parking lots) owned or leased, regardless of location, all athletic
facilities, and College vehicles. Possession, drinking, or being under the influence
of alcohol is prohibited on college property.

Youth or children’s groups shall be supervised by responsible adults provided by
the sponsoring organization.

College furniture, apparatus, and/or equipment shall not be removed, altered, or
displaced, without permission from the Office of Dean of Financial and
Administrative Services.

Materials used for decorations shall be flameproof. Decorations must be removed
and the facility left in the same condition as before the event.

Organizations using college buildings shall safeguard and care for the facilities and
assume responsibility for payment of any damages resulting from their use of the
facilities.

Authorization is given for entrance to specific areas only, and use of specific
facilities only, within a building.

Permits for use of any college facility shall be revoked when the use interferes with
regular college use, when facilities are misused, or when the foregoing rules are
violated. Permits may not be renewed when revoked for misuse.

The College administration is authorized to develop detailed procedures regarding
specific uses of specific facilities, regulations regarding room capacities, and fees
to be charged for room usage, food services, etc.
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TITLE 12. POLICY MANUAL AMENDMENTS

CHAPTER 19. PROCEDURE

Sec. 19.01. General Provisions
Sec. 19.02.  Amendments

CHAPTER 19. PROCEDURE
Sec. 19.01.  General Provisions
The Alvin Community College Board of Regents may amend its Policy Manual in substance, or in
part, as it deems necessary at any time during a regular stated or called meeting of the Alvin
Community College Board of Regents.
Sec. 19.02. Amendments
When amendments are made to the Policy Manual, such amendments shall be recorded in the
minutes of the Alvin Community College Board of Regents and published immediately thereafter.

All amendments shall be made in this prescribed manner and shall become official upon adoption
by a majority vote of the Alvin Community College Board of Regents.
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TITLE 13. ADMINISTRATIVE PROCEDURES MANUAL

CHAPTER 20. POLICY IMPLEMENTATION
Sec. 20.01.  General Provisions

CHAPTER 20. POLICY IMPLEMENTATION
Sec. 20.01.  General Provisions

The President of Alvin Community College shall develop and maintain an Administrative
Procedures Manual within the framework of the policies adopted and approved by the Alvin
Community College Board of Regents and published in the Alvin Community College Board of
Regents’ Policy Manual. The Administrative Procedures Manual shall contain administrative
methods and procedures for the implementation of the Alvin Community College Board of
Regents’ policies in the routine operation of the Alvin Community College. At the regular
meeting of the Alvin Community College Board of Regents prior to the beginning of each fiscal
year, the Board shall approve the adoption of the current Administrative Procedures Manual as an
extension of its own Policy Manual, and shall charge all employees of Alvin Community College
to conduct their share of the operation of Alvin Community College within the limits of the Policy
Manual and according to the prescribed operating procedures published in the Administrative
Procedures Manual.
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Yield: The rate of annual income return on an investment, expressed as a percentage. (a) Income Yield
is obtained by dividing the current dollar income by the current market price of the security. (b) Net Yield
or Yield to Maturity is the current income yield minus any premium above par or plus any discount from
par in purchase price, with the adjustment spread over the period from the date of purchase to the date of
maturity of the bond.

Yield-to-call (YTC): The rate of return an investor earns from a bond assuming the bond is redeemed
(called) prior to its nominal maturity date. Yield Curve - A graphic representation that depicts the
relationship at a given point in time between yields and maturity for bonds that are identical in every way
except maturity. A normal yield curve may be alternatively referred to a positive yield curve.

Yield-to-maturity: The rate of return yielded by a debt security held to maturity when both interest
payments and the investor’s potential capital gain or loss are included in the calculation of return.

Zero-coupon Securities: Security that is issued at a discount and makes no periodic interest payments.

The rate of return consists of a gradual accretion of the principal of the security and is payable at par
upon maturity.

Approved by Board of Regents for inclusion in the Policy Manual — August 13, 2002.
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ALVIN COMMUNITY COLLEGE
COMPUTER AND TECHNOLOGY USE POLICY

PURPOSE

Alvin Community College provides computer and Internet resources to its students, faculty, and staff as a
means of enhancing learning, efficiency, and productivity. Commercial uses are specifically excluded.
All students, faculty, and staff are responsible for seeing that these computing resources are used
in an effective, efficient, ethical, and lawful manner. This policy establishes rules and prohibitions that
define acceptable use of these computing systems. Unacceptable use is prohibited and is grounds for
loss of computing privileges, as well as discipline or legal sanctions under Federal, State, and local law.
Copies of these laws and/or policies are available at the Alvin Community College Library.

USERS AGREEMENT

All users of Alvin Community College computing resources must read, understand, and comply with this
policy, as well as any additional guidelines established by the administrators of each system. By using
any of these systems, users agree to comply with these policies. All users are required to
acknowledge receipt and understanding of all College policies and administrative procedures
governing use of the system and agree in writing to comply with such policies and procedures.

RIGHTS

These computer systems, facilities, and accounts are owned by and operated by Alvin Community
College. The College reserves all rights, including termination of service without notice, to the computing
resources which it owns and operates.

PRIVILEGES

Access to the College’s network system and the Internet is a privilege, not a right. Access and privileges
on Alvin Community College computing systems are assigned and managed by the administrators of the
specific systems. A system administrator is the person or persons appointed by the College
administration to monitor computer resources in a selected area or areas. Eligible individuals may
become authorized users of a system and be granted appropriated access and privileges by following the
approval steps prescribed for that system.

All access to the College computer resources, including the issuance of passwords, must be approved by
the Director of Information Technology.

CONFIDENTIALITY

No user is to disclose confidential information unless disclosure is a normal requirement of that user’s
position and has been so authorized. All users with access to confidential data are to safeguard the
accuracy, integrity, and confidentiality of that data by taking precautions and following procedures
necessary to ensure that no unauthorized disclosure of confidential data occurs. Such precautions and
procedures include the secure storage of data backups and the protection of sensitive data with
passwords.

Adopted by the Board of Regents for inclusion in the Policy Manual — September 25, 1977.
Revision adopted by the Board of Regents for inclusion in the Policy Manual — January 22, 2009.
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USAGE
Accounts and Files

All accounts, including email, are the property of Alvin Community College. As such, any information
associated with these accounts is not private.

Accounts on any College-owned computer are limited to current employees and current students.

Access to College networks is restricted to Alvin Community College faculty, currently enrolled students,
and staff. Community members and others who do not meet these requirements are allowed access at
Alvin Community College’s Library.

All authorized users are solely responsible for managing their files (including the files that constitute a
web course) and their email.

Accounts may be deleted when employment is terminated, when student status has ended, or at the
discretion of the Administration of the College and/or the discretion of the administrator of the network.
The college is under no obligation to recover or protect user files from deleted accounts.

Users are to take precautions to prevent the unauthorized use of their passwords. In choosing
passwords, users are to avoid the use of common words, proper names, readily associated nicknames or
initials, and any other letter and/or number sequences that might be easily guessed. Users will be held
accountable for all actions performed under their passwords, including those performed by individuals as
a result of user negligence in protecting the codes. If passwords become compromised, users are to
change them immediately or contact the Director of Information Technology at 281.756.3536.

Users are not to attempt to access, search, or copy technological and information resources without the
proper authorization. No one is to use another individual's account without permission, and active
sessions are not to be left unattended. Users are not to test or attempt to compromise internal controls,
even for purposes of systems improvement. Such actions require the advance, written approval of the
authorized administrator, or must be included among the security evaluation responsibilities of one’s
position. Violations must be reported to the Director of Information Technology.

COPYRIGHT ISSUES

Copyright is a form of protection that the law provides to the authors of “original works of authorship” for
their intellectual works that are “fixed in any tangible medium of expression”, both published and
unpublished (Title 17, United States Code). It is illegal to violate any of the rights provided by the law to
the owner of the copyright. Alvin Community College respects the ownership of intellectual material
governed by copyright laws. All users of Alvin Community College technology resources are to comply
with the copyright laws and the provisions of the licensing agreements that apply to software; printed and
electronic materials, including documentation, graphics, photographs, multimedia, including musical
works, video productions, sound recordings, and dramatic works; and all other technological resources
licensed and/or purchased by Alvin Community College or accessible over network resources provided by
Alvin Community College.

In compliance with the requirements of the Digital Millennium Copyright Act of 1998 (DMCA), any user of
Alvin Community College technology resources who violates the digital copyright laws for the first time will
be reminded of the laws, and the software or licensing violation will be removed. A second violation will
result in removing the software or licensing violations, retraining the user in copyright procedures, and
taking appropriate disciplinary action. A third violation will require Alvin Community College to remove the
user’s network and Internet access and take further disciplinary action which may include termination of
Alvin Community College employment or student status.

Adopted by the Board of Regents for inclusion in the Policy Manual — September 25, 1977.
Revision adopted by the Board of Regents for inclusion in the Policy Manual — January 22, 2009.
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THE INTERNET

Alvin Community College’s Internet resources, including the World Wide Web, electronic mail, and file
transfer protocol (FTP) provide information beyond the confines of the campus. It allows access to ideas,
information, and commentary from around the world. While the Internet offers a wealth of material that is
personally, culturally, and professionally enriching to individuals of all ages, it also enables access to
some material that may be offensive or disturbing to others, inaccurate, or illegal under U.S. law. Alvin
Community College cannot police the global network and takes no responsibility for its content. Rather,
all users must take responsibility for their own activities on the Internet.

The use of the Internet must be consistent with the mission of Alvin Community College, the policies of
the College, State, and Federal law. Access to the Internet over college computers is a privilege granted
to users, and the College reserves the right to suspend this privilege if a user violates any acceptable use
clause.

EMAIL
Account Activation/Termination

Email is a critical mechanism for business communications at Alvin Community College. However, use of
Alvin Community College’s electronic mail system and services is a privilege, not a right; and therefore,
must be used with respect and in accordance with the goals of Alvin Community College.

All employees of Alvin Community College are entitled to an email account. Email accounts will be
granted to third party non-employees on a case-by-case basis. Possible non-employees that may be
eligible for access include auditors or contractors.

Applications for these temporary accounts must be submitted in writing to the Director of Information
Technology. All terms, conditions, and restrictions governing email use must be in a written and signed
agreement.

Email access will be terminated when the employee or third party terminates his or her association with
the College, unless other arrangements have been made. Alvin Community College is under no
obligation to store or forward the contents of individual's email inbox/outbox after the term of their
employment has ceased.

General Expectations of End Users

Important official communications are often delivered via email. As a result, employees of Alvin
Community College with email accounts are expected to check their email in a consistent and timely
manner so that they are aware of important college announcements and updates, as well as fulfilling
business- and role-oriented tasks.

Email users are responsible for mailbox management, including organization and cleaning. If a user
subscribes to a mailing list, he or she must be aware of how to remove him or herself from the list, and is
responsible for doing so in the event that their current email addresses changes.

Email users are also expected to comply with normal standards of professional and personal courtesy,
and conduct.

Adopted by the Board of Regents for inclusion in the Policy Manual — September 25, 1977.
Revision adopted by the Board of Regents for inclusion in the Policy Manual — January 22, 2009.
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VIRUSES

A virus is a piece of potentially malicious programming code that will cause some unexpected or
undesirable event. Viruses can be transmitted via email, instant messaging attachments, downloadable
Internet files, diskettes, and CDs. Viruses are usually disguised as something else, and so their presence
is not always obvious to the computer user. A virus infection can be very costly to Alvin Community
College in terms of lost data and lost staff productivity.

Alvin Community College has anti-virus software licensed per individual computer. If a user receives
what he/she believes to be a virus, or suspects that a computer is infected with a virus, it must be
reported to the IT Department at 281.756.3544. Report the following information if known: virus name,
extent of infection, source of virus, and potential recipients of infected material.

Rules for Virus Prevention
1. Run the standard anti-virus software provided by the College. Contact IT at ext. 3544 for
assistance.
Never open any files or macros from an unknown source.
Be suspicious of email messages containing links to unknown Web sites.
Never copy, download, or install files from unknown sources.
Regularly update virus protection on personally owned home computers that are used for
business purposes.

arwn

TELEPHONE AND VOICEMAIL ACCEPTABLE USE POLICY

Telephone communication is an essential part of the day-to-day operations of Alvin Community College.
Telephone and voicemail services are provided to employees of the College in order to facilitate
performance of the College’s work. At this time, due to costs, Adjunct Faculty do not have access to a
voicemail box.

As with all Alvin Community College resources, the use of telephones and voicemail should be as cost
effective as possible and in keeping with the best interests of the College. All employees must operate
within the following basic policy guidelines:

o All telephones, telephony equipment, voicemail boxes, and messages contained within voicemail
boxes are the property of Alvin Community College.

e The Information Technology Department is responsible for installation and repair of all college
telephony equipment and administration of telephone and voicemail accounts.

e If a voicemail box is full, no further messages can be recorded.

o If you will be away from the office for more than one business day, you are expected to change
your voicemalil greeting to reflect this fact and direct callers to alternate contacts if applicable.

o Use of directory assistance (i.e., 411) should be avoided since a fee is incurred with each use.

e Five business days’ notice is required to set up a standard telephone service and voicemail box.

WIRELESS SECURITY ACCESS

Wireless access to enterprise network resources is a privilege, not a right. Consequently, employment at
Alvin Community College does not automatically guarantee the granting of wireless access privileges.

Wireless networks should not be considered a replacement for a wired network. They should be seen
solely as extensions to the existing wired network, and are used for general purpose access in areas of
transient use, such as common areas or meeting rooms. Wireless segments should not be used for work
sessions involving any form of access to sensitive organizational data.

Adopted by the Board of Regents for inclusion in the Policy Manual — September 25, 1977.
Revision adopted by the Board of Regents for inclusion in the Policy Manual — January 22, 2009.
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C. The Foundation agrees to provide ACC with annua written reports
describing Foundation activities with regard to the Payte Endowment. Information in the
reports must include but is not limited to distribution of scholarship funds, net investment
activity after fees and costs, and fund balance.

D. The Foundation agrees that ACC may inspect, review and audit the books
and records of the Foundation as it relates to the Payte Endowment at any reasonable time
and with reasonable notice.

V.
TERMINATION

This Agreement shall terminate in the event of termination of the Foundation
Support Agreement that exists between ACC and the Foundation. This Agreement may
also be terminated by mutual assent or upon notice by the Board of Trustees of the
Foundation, in the event of material breach by the Foundation, the determination of such
breach resting within the sole discretion and judgment of the ACC Board of Regents.
Failure to comply with the provisions of Section Ill, above, shall constitute material
breach, the determination of such breach resting within the sole discretion and judgment of
the ACC Board of Regents. If this Agreement is terminated, all funds that are a part of the
Payte Endowment shall immediately revert to the custody and control of the Board of
Regents of ACC.

IN TESTIMONY OF WHICH this Agreement in multiple originals, each of
equal force, has been executed on behalf of the parties hereto pursuant to resolutions
adopted by their respective Boards.

ALVIN COMMUNITY COLLEGE

By:

Date: 20

ALVIN COMMUNITY COLLEGE
FOUNDATION, INC.

By:

Date: , 20



