GRAYSON COUNTY COLLEGE
FACULTY HANDBOOK

Grayson County College is an Equal Opportunity institution providing educational and
employment opportunities on the basis of merit and without discrimination because of race,
creed, color, religion, gender, age, national origin, or disability.

The Faculty Handbook provides information on the academic policies and procedures of
Grayson County College. The programs, policies, statements, fees, and/or courses contained
herein are subject to continuous review and evaluation. Grayson County College reserves the
right to make changes at any time without notice. Every effort will be made to minimize the
inconvenience such changes might create. The GCC Faculty Handbook does not constitute a
contract between Grayson County College and the professor.
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COLLEGE INFORMATION

HISTORY

Grayson County College (GCC) is in the heart of Grayson County and provides a vital link for
hi gher education. @Eoviéssaccessetoadffordable eduoatiom whethan
students need to begin or continue a college-bound track and/or meet professional licensing
requirements.

GCC offers small classes for personalized instruction, affordable tuition, caring, professional
instructors, and the convenience of day, evening or Internet classes. The College provides a
variety of cultural and recreational opportunities for its students and the community. The GCC
Viking athletes regularly compete for conference, regional and national titles.

Uni gue course and program offerings are among GCC
and Enology (grape growing and wine making). GCC also offers a highly respected nursing

program as well as traditional one- and two-year degrees in general academic, business,

technical and other health-related fields. Students may select courses in more than 60

academic and technical programs.

The Center for Workplace Learning (CWL) allows educators, private industry and government
in the Texoma region to work together to create innovative workplace learning solutions to
improve business competitiveness, create job opportunities, and enhance the economic vitality
of the region. The CWL is quickly earning the reputation as the premier provider of world-class
education and training opportunities for employers and individuals throughout the region. The
programs are flexible and adaptive to the needs of employers, ensuring a world-class workforce
that creates a sustainable competitive advantage for employers in the region. The CWL is
committed to being customer-centered, community-connected, and quality-driven.

The Main and West campuses are located midway between Sherman and Denison on Highway
691 and the South Campus is located in Van Alstyne. GCC also operates an extension center in
Bonham. A multitude of academic and technical programs are offered to more than 5,000
students annual | ynis l@ghlargspestadthg surroendingturdversities and
industries as an excellent source of quality graduates who bring specialized, skilled and much-
needed talents to the workplace. The community college also has dormitories, computer
laboratories and modern health science labs.

A long-term facilities renewal plan has resulted in a new Administrative Services Building,
Center for Workplace Learning, and renovated classroom space and faculty offices on campus.
Technology upgrades ensure students have access to state of the art electronic applications.
Current students have the convenience of on-line registration as well as the ability to view
his/her unofficial transcript, class schedule, grade reports, financial aid status and much more
through the convenience of the Internet.



Area residents are encouraged to utilize the free services of the Small Business Development
Center, or rent college facilities for events of all sizes. The public is also invited to play the
c ol | e gholé golf cb8se, the only public course in the area.

For more information on the educational opportunities at GCC, call the college at 903-465-6030
or look for us at www.grayson.edu .

VISION

Grayson County College, seeking to be a premier regional community college, is committed
to providing personal and community development through superior, learner-centered
educational services.

PHILOSOPHY STATEMENT

Grayson County Coll ege, as the communitybds coll eg
educational, cultural, social, and public service activities designed to tangibly enrich the
individual and our community.

MISSION STATEMENT
Grayson County College, recognizing its interdependence with various communities, is

committed to meeting lifelong learning needs through learner-centered instruction and services
that promote economic development and cultural enrichment.

PURPOSE STATEMENT

As mandated by Texas Education Code 130.003(e), the purpose of Grayson County College is
to provide:

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

2. Vocational programs leading directly to employment, occupational advancement, or
career development;

3. Freshman and sophomore courses in arts and sciences;

4. Continuing adult education and community service programs for occupational skills or
cultural enrichment;

5. Developmental education programs designed to fulfill the commitment to an open
admissions policy;

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



7. Workforce development programs designed to meet local and statewide needs and to
aid in economic development;

8. Adult literacy and other basic skills programs for adults; and

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

INSTITUTIONAL GOALS

Meet the current and future educational needs of a diverse population.
Increase and maximize the use of the resources of the College.
Maximize enrollment.

Attract and retain quality faculty, staff and administration.

Provide a supportive learning environment.

To be perceived as an excellent institution of higher education.

S o

INSTITUTIONAL EFFECTIVENESS

Grayson County Coll ege annually reviews the
educational processes and results. The College president presents an institutional report to all
employees at the January employee recognition event.

A completed institutional report is released to the public. Each unit and subunit meets to
communicate institutional goals and review unit mission statements. Goals are identified for the
next planning cycle.

To show that instructional and administrative and student support programs and services
support the Mission, GCC conducts an integrated and systematic institutional effectiveness
process. Periodic in-depth assessment of programs in addition to annual assessment supports
and strengthens this process.

ADMINISTRATION

Grayson County College is governed by an elected seven-member Board of Trustees. The
President of the College is selected and employed by the Board and serves as the Executive
Officer of the Board.

The College President is supported by administrators with a variety of professional and
educational expertise to enable the College to offer quality instruction and services. See
Appendix A for a current listing of Board of Trustees members and GCC Administrators.

Grayson County College has a structured framework logically connecting Administrators,
Faculty, and Support Services. This organization is depicted in the Organizational Chart found
in Appendix B.

mi

SSi



EMPLOYMENT INFORMATION

HUMAN RESOURCES INFORMATION

Grayson County College requires a Personnel Action Form to be completed for each employee
hired. It is a three-page document. Page one is to be completed by the dean or department
chair. Page two is to be completed by the employee. Page three consists of a list of acceptable
documentation for the U. S. I-9 Authorization form. When the Personnel Action Form is
complete, it is processed by the Human Resources Coordinator.

All required personnel documents must be complete prior to assumption of teaching duties.
No payroll checks will be issued until all personnel documentation has been completed and
official transcripts are on file with the Human Resources Office.

FULL-TIME, PRORATED FULL-TIME, PART-TIME (ADJUNCT) CONTRACTS

Full-time professors teaching minimester or summer session(s) or adjunct professors teaching
any semester (session) shall receive compensation as determined annually. Compensation may
be prorated if the class size is less than 14 students. Exceptions may be made by the load
exceptions committee.

Prorated contracts are issued to persons whose assignments are considered permanent and
whose time and duty requirements are a proportionate share of full-timepr of essor s 6
assignments.

Part-time (adjunct) contracts are offered to employees whose assignments are considered
temporary and/or whose time and duty requirements are no more than 18 hours/week (contact
hours x 2).

The professional educator contract is initiated according to the school calendar year. A salary
schedule outlines monetary guidelines for professor contracts. See Appendix C for a sample
contract and Appendix D for the current faculty salary schedule.

PAYROLL CHECKS

Automatic payroll deposit is available for those who have been employed at GCC for three (3)
consecutive mont hs. For ms ar e wawwgeysoh.eaub-diajorimthe t he c o
Business Office.

th
Payroll checks are issued on the 24 of each month for full-time professors.
Payroll checks for adjunct professors during the fall and spring semesters are issued in four
equal installments.

Summer and minimester pay will be paid in total at the conclusion of the session. Continuing
Education and contract training are normally paid upon course completion.
Payroll checks will be mailed unless other arrangements are made.


http://www.grayson.edu/~stark

WORK LOAD

Teaching Load Full-Time Professors

All full-time professors are expected to work a minimum of 35 hours per week. Though
professor assignments vary from department to department and from individual to individual, all
full-time professors are responsible for teaching, advising, recruiting, maintaining office hours,
providing College service (including committee work), participating in various College events
(graduation ceremonies, general faculty and departmental meetings, registration, UIL, fall and
spring professional development meetings, and similar College events as they develop). Some
professors shall have additional responsibilities such as administrative tasks, equipment
maintenance, lab supervision, rehearsals and productions of arts events, extensive evaluation
of large quantities of student work, club sponsorship, and student tutoring. Others must spend
part of their work week traveling between campuses. As a part of normal work, professors may
be expected to teach courses via distance education, at night, or on weekends. To give
reasonable and equitable teaching assignments to all full-time professors, the College has
established a formula for calculating teaching loads based on load hours and student contact
hours.

Definitions:

1. Semester hours: The credit a student receives for a course.

2. Contact hours: The number of scheduled weekly hours of contact for formal instruction
between a professor and students in the classroom, laboratory, or clinical-type setting.
Contact hours may include continuing education courses taught by the professor as part
of his or her |l oad. This does not include indi
hours.

3. Student contact hours: The number of scheduled weekly hours of contact between a
professor and students in a course multiplied by the number of students enrolled in the
course.

4. Load hour: The value of a load hour is as follows: Lecture = 1 per contract hour; Clinical
instruction (ADN, VN, and EMT) = 1 per contract hour; Lab instruction = 0.75 per
contract hour

During the fall and spring semesters of an academic year, any professor shall have a full
instructional load if the following conditions are met: fifteen load hours per week and 270
student contact hours per week. These minimum load requirements shall have been met for
both semesters if the load hours for the academic year total 30 and the student contact hours
total 540.

Full-time professors are expected to consider the costs of instruction as an element of program
review and as a factor in meeting budgetary goals established through both the planning and
evaluation measures of institutional effectiveness. Furthermore, full-time professors are charged
with providing high quality instruction within these parameters of cost effectiveness. Thus a

pr of e $oaddoubs and student contact hours must meet the needs of students and the
institution while respectingthep r o f e sieedfor Prefessional development and service.

The numbers in a practicum, co-op, or internship course shall be treated in terms of credit hours
as indicated in the course number. Class size shall be set by appropriate instructional deans.
When a teaching assignment is shared, each patrticipating professor is credited with the course
load proportional to his or her instructional assignment.

Registration limits in all Internet classes shall be set at a multiple of 35, except for English and
speech, which shall be set at 30. [For information on class sizes, see ECB]



Overload Compensation

Professors with more than 15 load hours during a semester, and 300 or more student contact
hours shall receive overload compensation in the amount of $535 per load hour above 15 or $4
per student contact hour above 450, whichever amount is greater.

All professors teaching distance education courses shall receive $2.50 per student contact hour
in addition to any other overloads paid.

Ful-t i me professors who teach in a secondary educat
regular school day on behalf of the College shall receive an additional compensation in the
amount of $500 per high school site or interactive (ITV) group.

Load Exceptions Committee

This committee shall determine exceptions to the load formula, prorating of classes or class

cancellations and exceptions to overload compensation standards. Overloads may vary among

professors and disciplines. The calculation of instructional loads is the responsibility of the

instructional deans and would take into account such factors as number of preparations,

number of students taught, nature of subject, and help available from support staff. It is also the
instructional deano6s r es prafassors ore notiagsignedoodonma k e cert a
assume a load that detracts from the quality of the work they are employed to perform for the

institution.

Overload contract commitments are finalized the day prior to the first day of class for the
semester. Overload compensation shall be prorated if the class size is less than 14 students.
Exceptions may be made by the load exceptions committee. [See Policy ECB]

Courses taught in the same time slot are treated as a single course insofar as load hours are
counted. Professors working overloads must add the number of overload contact hours to their
35-hour work week. If a teaching assignment is shared, the compensation shall be shared
proportionally.

A professor teaching a class, where there is a possible safety risk to students due to potentially
dangerous equipment (welding; heating, refrigeration, and air conditioning; electronics; auto
body), may receive a lab assistant when lab enroliment exceeds 18 students in a course.

(See policy DJ)

SUMMER SCHEDULE

A four-day schedule is in place during summer months. Eachyeart he -dBguweeko
schedule start and end dates shall be determined by the President.

BENEFITS -- LEAVES AND ABSENCES

Jury Duty
An employee shall be granted, with regular pay, whatever time is required for serving on jury
duty.



Bereavement Leave

Employees are eligible for a maximum of three days paid bereavement leave arising from a

death in the immediate family oft he empl oyee or the employeeds spou
provision, i i mme d i a tineludesahma pdreptowife, husband, child, brother, sister,

grandmother, grandfather, son-in-law, daughter-in-law, or another member of the immediate

household.

Severe Weather
When severe weather forces the College District to close, employees shall receive regular pay.

Personal business leave

All employees shall be allowed two days per fiscal year for personal leave. Personal leave is not
cumulative from one fiscal year to the next. Arrangements must be made by the employee for
the provision of an acceptable replacement to carry out regular job responsibilities without cost
to the College. (See policy DEC)

Leave of Absence

The College District shall allow nine-month contract employees who do not accrue vacation to
take a leave of absence without pay when the employee requires leave in excess of the two-day
personal business allowance. Such leave without pay shall only be granted for a maximum of
three days, and when an acceptable replacement is provided as a substitute for the employee
as approved by the supervisor.

Approved leave without pay shall not be granted in successive years. The intent of this policy is
to allow an employee necessary leave in the rare instance when nonrecurring significant events
occur that require an employee to be absent from regularly assigned duties in excess of leave
allowed for personal business. Permission shall be obtained from the College President on a
case-by-case basis.

Sick Leave
Full-time employees whose regular workweek is 35 hours per week shall accrue six hours of
sick leave per month for each month of active employment. Full-time instructional personnel
shall accrue a maximum of 360 hours.
An employee may use sick leave when he or she
1. is incapacitated for the performance of duties by physical or mental illness, injury,
pregnancy, or childbirth;
2. receives medical, dental, or optical examination or treatment; or
3. would, as determined by the health authorities having jurisdiction or by a health care
provider, jeopardize the health of others by his or her presence on the job because of
exposure to a communicable disease.
Sick leave may also be utilized to
1. provide care for a family member who is incapacitated as a result of physical or mental
illness, injury, pregnancy, or childbirth;
2. provide care for a family member as a result of medical, dental, or optical examination or
treatment; or
3. make arrangements necessitated by the death of a family member or attend the funeral
of a family member.

For purposes of this policy, family member is defined as spouse, and parents thereof; children,
including adopted children, and spouses thereof; parents; brothers and sisters, and spouses
thereof; and other members of the immediate household.



An empl oyeeds s uguperowinaegpersonnel,rmayrtehgeuri r e a physiciand

statement before authorizing sick leave. Payment for unutilized sick leave shall not be made
upon employee termination or voluntary separation.

Documentation of professor absence due to illness is to be submitted on the Sick Leave
Request form as soon as the professor returns to work. The form is available on the GCC
intranet.

Developmental Leave of Absence

Pursuant to state law [see Policy DEC(LEGAL)], qualifying employees may request a
development leave of absence for study, research, writing, field observation, or other suitable
purposes.

INSURANCE BENEFITS

Full-time employees of GCC receive the following insurance benefits:
Group Health and Life Insurance for Employee

Optional health and life insurance for family (paid by employee)
Group Dental Insurance (optionald paid by employee)

Social Security

Tex Flex reimbursement option

agrwdE

RETIREMENT BENEFITS

Retirement benefits for employees of GCC include the Teacher Retirement System of Texas
(TRS) or an optional retirement program (ORP). (See policy DF)

Professors may exercise the option to participate in the ORP only once. Election to participate
must be made before the ninety-first day after becoming eligible and is irrevocable. A person
who fails to elect the ORP during the 90-day period shall remain in the Teacher Retirement
System or Employee Retirement System as applicable for the remainder of employment in
Texas higher public education.

If a person becomes a part-time employee of GCC and is a member of TRS at another
educational institution, GCC is obligated to report that employment to TRS. Consequently,
Grayson County College withholds TRS contributions from the paychecks of adjunct professors
who are members of the TRS through other full-time employment.

SPECIAL BENEFITS

GCC offers the following special benefits:

GCC Golf Course: Free green fees at the GCC Golf Course are available. At the beginning of
the semester during which they will teach, professors who wish to take advantage of this benefit
should contact the Human Resources Coordinator for a golf course pass. Golf course passes
are non-transferable.

Ball Games: All professors and family members may attend GCC basketball, baseball, and
softball games without charge.




FACULTY EDUCATIONAL DEVELOPMENT

Grayson County College provides faculty development monies of a specified amount per
professor per contract year. Additional monies are disbursed as requested via the Faculty
Educational Development Application. Forms are available on the GCC intranet
(www.grayson.edu/~stark ). Allocations are made on a first come, first served basis until
specified resources for the year are depleted.

TRAVEL EXPENSE REIMBURSEMENT

The College District shall provide reimbursement for approved travel as outlined below. All
employees are encouraged to keep travel expenses at the lowest practical level. All requests for
reimbursement must be submitted to the business office on the official travel expense voucher.
See Appendix E for a sample of the form.

An employee may request a cash travel advance prior to the trip if the out-of-pocket trip
estimated costs exceed $300. This advance should be requested in writing at least two weeks
prior to the trip. The travel advance shall be charged to an employee accounts receivable
and the individual shall be held accountable for the funds. The employee accounts receivable
shall be credited and the department charged, once the individual has turned in a completed
travel expense voucher with an appropriate receipt.

A travel expense voucher should be filed with the business office within 30 days following the
trip. Original receipts, where applicable, should be attached to the form. A reimbursement check
shall be prepared within two weeks of receipt of the approved form by the business office.

A registration fee for a workshop or conference may be paid prior to the trip through the
submittal of a purchase order with required documentation. If the registration fee is paid by the
individual at the time of the workshop or conference, it should be reported on the travel expense
voucher.

Reimbursement for meals shall be for out-of-town meals only. The cost of breakfast shall not be
reimbursed on one-day trips or on the first day of travel unless specifically approved in advance.
On one-day trips, the per meal maximums must be observed. On the second and subsequent
days of overnight trips, where all three meals are eaten, the daily maximum may be applied in
lieu of the per meal maximum. However, the cost of the individual meals added together must
equal or not exceed the daily maximum. Reimbursement is for actual cost of meals up to the per
meal/daily maximum. Tips for meals shall constitute a part of the maximum allowance.

Charges for alcoholic beverages shall not be reimbursed. The maximum meal allowances may
be exceeded when the employee is attending a banquet as part of the approved travel. Such
extra cost meals should be identified in advance when submitting purchase orders for
registration fees, etc. Receipts for individual meals are not required.

Meal allowances for administration, faculty, and staff:
Breakfast $9

Lunch $10

Dinner $17

Daily Maximum $36



All employees are encouraged to seek the most economically appropriate lodging when
attending a meeting or event. If the College District employee shares a room with a family
member who is not a College District employee, the College District shall pay up to a single
occupant rate. No reimbursement is made for lodging in private homes.

No reimbursement shall be made for movies, personal phone calls or other personal expenses
charged to the room. An original hotel receipt must always be submitted.

The use of a personal vehicle shall be reimbursed at 55 cents per mile. The use of a rental car
must be documented by filing of actual receipts.

Reimbursement shall be made for necessary parking fees. Receipts must be submitted for hotel
(overnight) and airport parking fees. The employee should seek the most reasonable and
practical parking rates. Charges for valet and premium parking services shall not be reimbursed
if other parking was available.

Charges for personal expenses such as newspapers, gifts, traffic tickets, coffee breaks,
personal phone calls, and entertainment shall not be reimbursed. Any expense incurred by the
employee by virtue of extending the travel period for personal pleasure shall be paid entirely by
the employee. Tips for personal services such as baggage handling shall not be reimbursed.

EMPLOYEE STANDARDS OF CONDUCT

All GCC employees shall perform their duties in accordance with state and federal law, College
policy, and ethical standards. All personnel shall recognize and respect the rights of students,
other employees, and members of the community and shall work cooperatively with others to
serve the best interests of the College. Employees wishing to express concern, complaints, or
criticism shall do so through appropriate channels. [See Policy DGBA]

Safety
All employees shall adhere to College District safety rules and regulations and shall report
unsafe conditions or practices to the appropriate supervisor.

Smoking
Smoking is prohibited in all College District facilities and vehicles. Smoking shall be permitted in
designated parking areas.

Controlled substances

The use, possession, and/or distribution of controlled substances that are not medically
necessary and prescribed by a licensed physician are prohibited on campus. Employees shall
not unlawfully manufacture, distribute, dispense, possess, use or be under the influence of any
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, illegal drug, or dangerous drug as defined by law, or
policy DH.

2. Alcohol or any alcoholic beverage.

3. Any glue, aerosol paint, or other chemical substance abused by inhalation.

4, Any other intoxicant, or mood-changing, mind-altering, or behavior-altering drugs.
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An employee need not be |l egally intoxicatokad to be
controlled substance, or an illegal drug. Grayson County College recognizes that alcoholism

and drug and/or controlled substance dependency a
provide channels of referrals for help; but it is the studenté s or empl oyeeds respons
help. Employees are prohibited from reporting to work under the influence of alcohal, illegal

drugs, or controlled substances. A copy of this policy, the purpose of which is to eliminate drug

abuse from the workplace, shall be provided each employee at the beginning of each year or

upon employment.

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.

Faculty Code of Professional Ethics
In order to express more adequately the affirmation of our professional respititis) we the faculty
members of the College do adopt, and hold ourselves and each other subject to, the following
Code of Professional Ethics:
The Professional Educator shall

1. Treatall persons with respect, dignity, and justice, discriminating agaimsine on any
arbitrary basis such as ethnicity, creed, gender, disability, or age.

2. Srive to help each student realize his or her full potential as a learner and as a human
being.

3. By example and actigrencourage and defend the unfettered pursuit of trutl both

colleagues* and students supporting the free exchange of ideas, observing the highest
standards of academic honesty and, integrity, and seeking always an attitude of
scholarly objectivity and tolerance of other viewpoints.

4. Work to enhance cooperain and collegiality among students, faculty, administrators,
and other personnel.
5. 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.

6. Maintain competence through continued professional development, shall demonstrate

that competence through consistently adequate preparation and performance, and

shall seek to enhance that competencedncepting and appropriating constructive

criticism and evaluation.

ME1S GKS Y2&aid 2dzRAOA2dza I yR STFFSOUAQYS dzaS 2

8. Rulfill the employment agreement both in spirit and in fact, shall give reasonable notice
upon resignation, ad shall neither accept tasks for which he or she is not qualified nor
assign tasks to unqualified persons.

9. Qupport the goals and ideals of the college and shall act in public and private affairs in
such a manner as to bring credit to the college.

10. Not engaye in sexual harassment of students or colleagues and shall adhere to the
Ozt t8538504 LRtAOE 2y aSkEdza t O2yRdz0G®

11. Observe the stated policies and procedures of the college, reserving the right to seek
revision in a judicious and appropriate manner.

N
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12.

13.

14.

15.

Participatein the governance of the college by accepting a fair share of committee and
institutional responsibilities.

Support the right of all colleagues to academic freedom and due process and defend

and assist a professional colleague accused of wrongdoingnpetence, or other

ASNA2dza 2FFSyasS a2 f2y3 Fa GKS 02ffSI3dzSQa
Not support a colleague whose persistently unethical conduct or professional

incompetence has been demonstrated through due process.

Accept all rights andesponsibilities of citizenship, always avoiding use of the privileges

of his or her public position for private or partisan advantage.

FLY GKAA O2RS (GKS GSNY aO2fttSI3dzS¢ NBFSNAR G2 | ff
enterprise.

REFERENCE: Texas Community College Teachers Association, Feht0am
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GENERAL CAMPUS POLICIES AND PROCEDURES

AESTHETICS/PROFESSIONAL ENVIRONMENT POLICY

Purpose: To promote an aesthetically pleasant and professional environment at Grayson
County College, especially in all new or renovated facilities. Please adhere to the following
guidelines.

For all work areas (Offices, classrooms, reception areas, etc.):

1. Treatments such as wall paint, window covers, and carpeting are provided by the
college and will be changed only by the college.

2. Office, classroom, and public area furnishings are provided by the college. Additional
furnishings may be added after receiving the approval of your supervisor or the GCC
Campus Décor Committee.

3. Office décor should reflect a professional work environment and may include: framed
academic credentials and a limited number of framed pictures and/or paintings
appropriate for the workplace. Please refrain from the use of tape, pushpins, or
staples on any wall, door, or ceiling surface. No items should be secured to doors or
ceilings. Keep small personal items to a minimum. Seasonal and holiday decorations
should be limited to desktop spaces. Limit plants to a maximum of two. Candles
(even unlit) are not permitted in the building due to Fire Code.

4. Appliances are limited to designated break areas only.

5. All approved notices, banners, signs, brochures, and literature should be located on
designated bulletin boards or display holders only.

Special event flyers and important messages may be posted in appropriate display frames or
stands, appropriate literature displays, on the bulletin boards in classrooms, and/or through the
existing method of approval through the Activities Director. Flyers and announcements should
not be affixed to doors, walls or windows.

COMPUTER USE POLICY

The College District provides each of its students, faculty and staff with one or more computer
accounts that permit use of the College Districto
is a privilege, not a right. When using these resources, individuals agree to abide by the

applicable policies of the College District, as well as federal, state and local laws. The College

District reserves the right at any time to limit, restrict or deny access to its computer resources,

as well as to take disciplinary and/or legal action against anyone in violation of these policies

and/or laws.

The policies and procedures which apply to users of College District computer resources
include, but are not limited to, this policy, as well as College District policies against harassment,
plagiarism, and unethical conduct and any procedures that govern computer usage at a
particular facility on campus. Laws which apply to users of College District computer resources
include, but are not limited to, federal, state and local laws pertaining to theft, copyright
infringement, insertion of viruses into computer systems, and other computer related crimes.
This policy applies to all College District computer resources, whether administered centrally or
within a department, single or multi-user, mainframe or network server, etc. Computer
resources include hardware, software, communications networks, electronic storage media, and
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manuals and other documentation. Data includes all files, regardless of size or storage media,
including e-mail messages, system logs, and software (commercial or locally developed).

The following principles address the general philosophy of the College District on computer use
and security. These principles apply to and are binding on all users of College District computer
resources:

Authorized Use

The College District provides computer resources for the purpose of accomplishing tasks
related to the College Districtds mission.
It should be noted that the use of some of the computers, networks, and software located on the
College District campus may be dedicated to specific aspects of College District missions or
purposes that limit their use or access.

Students, including incoming students who have paid their fees, shall be allowed to use the

Coll ege Districtos c o mglatet and incidenwl@uposes subjdctdathiss ¢ h o o |
policy and other applicable College District policies; state and federal law; and as long as

personal use does not result in any additional costs to the College District. Graduating students

and students who leave the College District for any reason shall have their computer access

rights terminated, except that, with the permission of the appropriate system administrator(s),

continuing students enrolled for the coming fall semester may retain their computer rights during

the summer.

An employee of the College District shall be allowed to use computer resources in accordance
with this and other applicable College District policies. Incidental personal use of computer
resources by employees is permitted, subject to review and reasonable restrictions by the

empl oyeebs supervisor; adherence to applicable Co
l aw; and as | ong as such usage does not interfere
her job duties and does not result in any additional costs to the College District. When an

empl oyee terminates empl oyment, his or her access

resources shall be terminated immediately.

Freedom of Expression

Censorship is not compatible with the goals of higher education. The College District does
reserve the right, however, to place reasonable time, place and manner restrictions on freedom
of expression on its computer systems.

Privacy

Users of the Coll ege Di st beiawareGhat canputep use neay bes y st e ms
subject to review or disclosure in accordance with the Texas Public Information Act and other

laws; administrative review of computer use for security purposes or in regard to a policy or

legal compliance concern; computer system maintenance; audits and as otherwise required to

protect the reasonable interests of the College District and other users of the computer system.
Anyone using the College Districtds computer syst
part of the College District for these purposes and is advised that if such monitoring reveals

possible evidence of criminal activity, College District administration may provide that evidence

to law enforcement officials. Further, all users should understand that the College District is

unable to guarantee the protection of electronic files, data or e-mails from unauthorized or

inappropriate access.
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Intellectual Property

All members of the College District community should be aware that intellectual property laws
extend to the electronic environment. Users should assume that works communicated through
the computer network are subject to copyright laws, unless specifically stated otherwise.

Valuable Assets

Computer resources and data are considered valuable assets of the College District. Further,
computer software purchased or leased by the College District is the property of the College
District or the company from whom it is leased. Any unauthorized access, use, alteration,
duplication, destruction, or disclosure of any of these assets may constitute a computer-related
crime, punishable under Texas statutes and federal laws. College District computer resources
may not be transported without appropriate authorization.

Criminal and illegal acts
Thefollowingacti ons constitute misuse of the Coll ege Di
strictly prohibited for all users:

College District computer resources are not to be used in support of or for illegal activities. Any
such use shall be reported and dealt with by the appropriate College District authorities and/or
law enforcement agencies. Criminal and illegal use may involve, but is not limited to:

e Unauthorized access, intentional corruption or misuse of computer resources, theft,
obscenity, and child pornography.

e Failure to comply with laws, policies, procedures, license agreements, and contracts
that pertain to and limit the use of the CollegeDist r i ct 6 s computer resourc

e Abuse of computer resources including, but not limited to, any act that endangers or
damages specific computer software, hardware, program, network or the system as a
whole, whether located on campus or elsewhere on the global Internet; creating or
purposely allowing a computer malfunction or interruption of operation; injection of a
computer virus on to the computer system; sending a message with the intent to disrupt
College District operations or the operations of outside entities; print outs that tie up
computer resources for an unreasonable time period; and failure to adhere to time
limitations that apply at particular computer facilities on campus.

e Use of College District computer resources for personal financial gain or a personal
commercial purpose.

e Failure to protect a password or account from unauthorized use.

e Permitting someone to use anotherds computer a
computer account.

e Unauthorized use, access or reading of any electronic file, program, network, or the
system.

e Unauthorized use, access, duplication, disclosure, alteration, damage, or destruction of
data contained on any electronic file, program, network, or College District hardware or
software.

e Unauthorized duplication of commercial software. All commercial software is covered by
a copyright of some form. Duplication of software covered by such copyright is a
violation of the copyright law and this policy.

e Attempting to circumvent, assisting someone else or requesting that someone else
circumvent any security measure or administrative access control that pertains to
College District computer resources.

e Use of the College District computer system in a manner that violates other College
District policies such as racial, ethnic, religious, sexual or other forms of harassment.
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e Use of the College Districtbés computer system
personal advertisements, solicitations, promotions, or political material except as may
be approved by the office of the Vice President of Information Technology.

Email Accounts

Grayson County College personnel, including adjunct and part-time personnel, are provided
with email accounts for the purpose of conducting official college business related to
instructional, academic and/or administrative activities to accomplish tasks consistent with the
college's mission. Because email is an effective way to disseminate information of importance,
relevance and interest, and because it is an important tool to meet the academic and
administrative needs of the college community, it shall be college policy that electronic mail
(email) be an official communication mechanism with faculty and staff, and that all faculty and
staff are required to maintain a grayson.edu email address. This is the only email address that
will be used for official communication with faculty and staff regarding all academic and
administrative matters. This policy does not preclude the use of conventional methods of
communication.

Acquiring an email account

Official college email accounts are available to all current personnel, including adjunct and part-

time personnel. These accounts must be activated before the college can send correspondence

using official email addresses. Faculty and staff may activate their email accounts by contacting

the Information Technology department. Official email addresses will be maintained in college
information system and wil |l be included in the co

Redirecting/forwarding of email

If faculty or staff wish to have email redirected/forwarded from their official grayson.edu address
to another email address (e.g., @aol.com, @Yahoo.com, etc.), they may do so at their own risk.
The college shall not be responsible for the handling of email by outside vendors. Having email
redirected does not absolve faculty or staff from the responsibilities associated with official
communication sent to their grayson.edu account.

Expectations about use of email

Senders of e-mails should identify themselves as representatives of the college by including
their title or function at the end of the message. It is inappropriate to include statements or
guotations in the body or signature portion of the message that do not directly advance the
administrative or academic purpose of the message. Email users should avoid using language
that could be offensive to others, or create an atmosphere of discomfort. Content and signature
information of electronic messages should be focused on official college business.

Do not include drawings, pictures, maps, or graphics in your signature. In addition, do not
include an inspirational or other type of quotation at the end. Such material is unnecessary in a
business communication and may not be well-received.

Access to Email

Supervisors must provide computer access to employees whose positions do not provide them
with regular access to a computer, as well as a reasonable amount of time to use the computer
provided for the purpose of checking their email for college business.

Confidentiality

Users should exercise extreme caution in using email to communicate confidential or sensitive
matters (e.g. individual personnel actions), and should not assume that email is private and
confidential. It is especially important that users are careful to send messages only to the
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intended recipient(s). Particular care should be
command during email correspondence.

GCC People Email
The GCC People email system is an important tool for communicating information that a large
part of the campus community needs to know. The system should only be accessed when a

minimu

m of seventy-five percent of the campus community needs to be made aware of the

information. First and foremost, the system is crucial for communicating about emergencies.
Therefore, it is essential that the system not be overly used whereby members of our campus
Aspammedo and begin to ignore itsmaiienssages.
about emergencies and safety; presidential communications; major campus events; critical
alerts related to human resources, facilities and technology; and key internal processes,
procedures and deadlines that affect the majority of the campus or a specific targeted group.

f eel

Campu

s members wishing to send a GCC People message that does not meet the specified

criteriad information about emergencies and safety; presidential communications; major

campus events; critical alerts related to human resources, facilities and technology; and key
internal processes, procedures and deadlines that affect the majority of the campus or a specific
targeted groupd must submit their requests in writing to their Vice President for approval.

Responsibilities for computer usage

The foll
heads,

A user shall use the College District computer resources responsibly, always respecting

the rights of other computer users by not displaying materials that are offensive to
others.

A user is responsible for any usage of his or her computer account. Users should
maintain the secrecy of their password(s).

A user must report any misuse of computer resources or violations of this policy to his or

her department head or to the office of the Vice President of Information Technology.
A user must comply with all reasonable requests and instructions from the computer
system operator/administrator.

When communicating with others via the
communications should reflect high ethical standards, mutual respect and civility.
Users are responsible for obtaining and adhering to relevant network acceptable use
policies.

owing list represents the responsibilities of the vice presidents, deans, department
and supervisors:

Ensure that employees within a department receive training to comply with this policy.
Promptly inform appropriate computer system administrators when employees have
been terminated so that the terminated
resources may be disabled.

Promptly report ongoing or serious problems regarding computer use to the office of the

Vice President of Information Technology.

Authorized auditors will be provided access to College District computer resources and data

files as

needed. It is important to note that failure to adhere to this policy may lead to the

cancell ation of a userds computer access,
the College District, as well as referral to legal and law enforcement agencies.

Coll ege

empl oye

suspens
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Laws that pertain to computer usage
Texas Administrative Code, 201.13(b): Information Security Standards

State of Texas law that sets forth the requirements state entities must follow regarding
computer security.

Texas Penal Code, Chapter 33: Computer Crimes

State of Texas law specifically pertaining to computer crimes. Among other requirements,
unauthorized use of College District computers or unauthorized access to stored data, or

dissemination of passwords or other confidential information to gain access to the College
Di st r i puteibsgstem or data is in violation of criminal law.

Texas Penal Code, Chapter 37: Tampering with Governmental Record

Any alteration, destruction, or false entry of data that impairs the validity, legibility or
availability of any record maintained by the College District is a violation of criminal law.

United States Penal Code, Title 18, Section 1030: Fraud and related activity in connection with
computers

Federal law specifically pertaining to computer crimes. Among other requirements,
prohibits unauthorized and fraudulent access.

Federal Copyright Law

Recognizes that all intellectual works are automatically covered by copyright. The owner
of a copyright holds the exclusive right to reproduce and distribute the work.

Computer Fraud and Abuse Act of 1986

Makes it a crime to access a computer to obtain restricted information without
authorization; to alter, damage, or destroy information on a government computer; and to
traffic in passwords or similar information used to gain unauthorized access to a
government computer.

Electronic Communications Privacy Act of 1986

Prohibits the interception or disclosure of electronic communication and defines those
situations in which disclosure is legal.

Computer Software Rental Amendments Act of 1990

Deals with the unauthorized rental, lease, or lending of copyrighted software.
ENGLISH FLUENCY POLICY

Professors whose primary language is not English are expected to demonstrate proficiency in

the use of the English language, as determined by a satisfactory gradeonthe A Test of Spok
Englishodo of the Educational Testing Sdfarvi ce or a
English proficiency course is required of a professor lacking proficiency in English, the cost shall

be paid by the employee. The professor shall take the course until deemed proficient in English

by his or her supervisor.
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A professor may use a foreign language to conduct foreign language courses designed to be
taught in a foreign language and may provide individual assistance during course instruction to
a non-English-speaking student in the native language of the student. (See Policy DK-Legal)

HARASSMENT/DISCRIMINATION/INTIMIDATION POLICY

The College believes that each employee, student, and college visitor has a right to expect a
campus that is free of discrimination, harassment, and intimidation based on gender, race,
color, religion, age, or national origin. Furthermore, the College is opposed to, and will take
action to prevent and correct, such behavior. (See Policy DHA)

Sexual Harassment

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 constitutes sexual
harassment.

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
is placed on walls, bulletin boards, or elsewhere on College premises, or is circulated in the
workplace.

Employees shall not engage in conduct constituting sexual harassment of other employees. If
an employee experiences sexual harassment by another employee, the episode should be
reported. The College will promptly investigate and take disciplinary action. (See policy DHA)

Consensual Relationships

Consensual relationships between staff members and their subordinates or between professors
and their students are not permitted. Professors need to be sensitive to the potential for sexual
harassments as well as conflicts of interest in personal relationships with their subordinate
professors and staff members or with their students. (See policy DHA for examples of
harassment situations within the consensual context)

Consensual relationships between professors 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, but can create problems including conflicts-of-interest, favoritism and low morale.
These relationships often carry the potential for sexual harassment. Such relationships shall be
considered sanctionable behavior.

Grayson County College Policies and Procedures dedicated to harassment/discrimination
include the following:

DAA (LEGAL) Equal Opportunity Employment

DC (LOCAL) Hiring Practices

DGBA (LEGAL) Employee Complaints

DGBA (LOCAL) Employee Complaints

DHA (LEGAL) Sexual Harassment

DHA (LOCAL) Sexual Harassment

DHC (LOCAL) Harassment
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COMMUNICABLE DISEASES AND DISABILITIES

Communicable diseases include, but are not limited to, measles, influenza, viral hepatitis-A
(infectious hepatitis), viral hepatitis-B (serum hepatitis), human immunodeficiency virus (HIV
infection), AIDS, AIDS - related complex (ARC), leprosy, and tuberculosis. For the purposes of
this policy, the term "HIV infection" shall include AIDS, AIDS - related complex (ARC), and a
positive test for the antibody to human immunodeficiency virus.

Aids Testing

The College may not require an employee to undergo medical procedures or tests for AIDS or

HIV infection, antibodies to HIV, or infection with any other probable causative agent of AIDS

unless the procedure isnecessary. Th e Col | e g e 6\infaatior anccAYDS anay béH |

found on the Collegebs website in the Policy and

Education

The College must provide each employee an educational pamphlet about HIV infection and

transmission of HIV infection. The pamphlet shall be provided to a newly hired employee on the

first day of employment. (See policy DBB-Legal)

The Collegebs workplace guidelines concerning per
the model workplace guidelines developed by Texas Department of State Health Services

(TDSHS).

Bloodborne Pathogen Control

The College follows the minimum standards set by the TDSHS for employees who have a risk
of exposure to blood or other material potentially containing blood borne pathogens. (See Policy
DBB-Legal)

Hepatitis Testing

The College that employs certified emergency medical services personnel, a firefighter, a
Peace officer or a first responder who renders assistance at the scene of an emergency is
responsible for paying the costs of testing the employee for hepatitis following exposure.

Disabilities

The College shall not conduct a medical examination or make inquiries of a job applicant about

the presence of a disability or the nature or severity of a disability, except to make pre-

employment inquiriesint o t he appl i cant O&related functionst The Coleggp er f or m
may require a medical examination (and/or inquiry) after an offer of employment and prior to the

beginning of employment duties.

The results of a pre-employment medical examination shall be collected and maintained on
separate forms and in separate medical files and shall be treated as confidential medical
records. However, supervisors and managers may be informed regarding necessary restrictions
on t he e mprka gludes é&nd necessary accommaodation. First aid and safety personnel
may be informed, when appropriate, if the disability might require emergency treatment. (See
Policies DBB-Legal, DBB-Local)
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EMERGENCY PROCEDURES (CRISIS MANAGEMENT PLAN)

An emergency is not something that can be predicted, but is something that can be managed by
following proper procedures. The Crisis Management Plan is intended to be used as a practical
outline of what to do in the event of an emergency. This plan is a general guide on what would
be done to help resolve an emergency, but is not an all-inclusive guide.

Before an emergency occurs:
Know the location of phones in your building and of public phones near your building.
Know the location of fire extinguishers and fire alarms in your building and become familiar
with how to use them.

Emergency Numbers (Fire, Police, EMS)
e Main Campus- 9-911
e West Campus, All Public Telephones, & All Dorms i 911
e South Campusi 9-911

Police/Public Safety Non-Emergency Contact Numbers
e 903/786-9841 --- 24 hour dispatcher
e 903/463-8619 or extension 8619, 8 a.m. to 4 p.m., weekdays

Fire emergencies

1. Sound an alarm -- Alarm pull stations (alarm boxes) are throughout campus buildings.

2. Evacuate building immediately and assist disabled person(s) on leaving. Time
permitting, close doors and windows and shut off the HVAC system. ONCE OUT OF
BUILDING, STAY OUT!

3. If possible, with due regard to personal safety, access and attempt use of a portable fire
extinguisher on small fires.

4. Proceed to nearest telephone, away from fire area, to call the Fire Department 911
operator. Also notify college maintenance and campus police.

5. NEVER IGNORE AN ALARM!!

Police emergencies

1. In case of a serious police crisis in the classroom, persons/students should be dismissed
and requested to leave the room. Assist disabled persons out of the room. If the crisis is
outside the classroom, lock the door and stay inside to await emergency assistance. A
cellular phone may be needed to request emergency service.

2. If safety permits, proceed to the nearest telephone, away from any danger area, and
contact the 911 operator for Campus Police assistance. If you are not able to make the
call, ask another person to call the police for you.

3. Return to the scene, out of any danger area, to await the arrival of Campus Police and
provide necessary information.

Emergency medical situations
1. Immediately go to nearest telephone and dial the 911 operator. Request that an
ambulance be sent to the incident location. Also request that Campus Police Emergency
Medical First Responders be contacted. Give sufficient information to the 911 operator
on the exact location of the crisis.
2. Return to the incident location (if safe conditions exist), stabilize scene and await
emergency medical personnel arrival.
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Tornado warnings

1. Inthe event an actual tornado is sighted and is moving in the direction of the college,
persons will be notified of a tornado alert by outdoor emergency warning sirens.

2. Once the alert is given, persons should take cover in a designated tornado shelter or the
lower level interior hallway of the building, away from areas containing large amounts of
glass. Disabled persons should be assisted to shelter areas. STAY OUT of structures
with wide, free-span roofs, such as auditoriums, cafeterias, and gymnasiums.

3. Persons, who are caught outside with no well constructed building available, should look
for a ditch or low lying area, preferably with no water, to obtain shelter. The person
should assume a kneeling position by crouching, with the head between the knees and
the hands clasped behind the head until the danger has passed.

4. As the storm passes, persons should remain in
announcement is made, giving official notice that the alert is terminated.

The college assigns the following areas as shelter in emergency weather conditions:
Main campus

Administrative Services Building 1 Records storage areas in Business & Admissions Offices
Liberal Arts - Restrooms on lower floor

Science i Restrooms on lower floor

CIS Building i Restrooms on lower floor

Stark Auditorium 7 Restrooms in lobby

3Fi ne Ar i Balvayto pridate hegson area

3Center For Wo i knrioahallways asvayrfroni giagsed areas
3Heal t h Céterii énterioehallways away from glassed areas

3St ude nt ReStmants enrlower floor

3 Gy mn aisStorage room inside southwest classroom

Success Center i Interior restrooms and classroom SC113

3 Vi ki nigLovizolevehinterior hallways

3Advanced Techilntriorgegtrodnsi | di ng

Criminal Justice Building -- Copy room/work room

Baptist Student Ministry Building-- Womenés restroom
West campus

3 Cosmetology i Mannequin room

Welding i Cutting room

Auto Body Repair 1 Interior restrooms

HART Building i Northeast classroom

Munson Center i Restrooms and connecting hallway
Jensen Dormitory i Lower level interior hallways

Truck Driving School i Interior restrooms

South campus

e o o o o o o
[CV OV OV OV OV L G I O8]

. Interior halls and restrooms
Rayburn Collegiate Center
. Interior halls and restrooms

Additional emergency procedures pertaining to gas leaks, hazardous spills/materials, bomb
threats, etc. are located in the Crisis Management Plan publication.

SEVERE WEATHER POLICY

Closing Policy:

Whenever there is doubt as to the conditions of roads that must be traveled in order for
professors, staff, and students to arrive on campus, a decision regarding closing the campus will
be made at the earliest possible time. Factors to be weighed in this decision will be: (1) danger
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of traveling on roads in questionable condition, and (2) need to provide educational services for
those who could safely travel to the campus.

Method of Communicating Decision to Close:

The College is open and operational unless official word is received to the contrary. The most
efficient way to determine closing decisions is available at www.cancellations.com. Simply enter
75020 into Find Postings where any weather announcements will be posted. The College will
post information on www.cancellations.com and the website (www.grayson.edu) before notifying
any other entity.

Although local commercial radio and TV stations will be notified next of a decision to close, the
College cannot control when the announcements of closings will be made. Announcements will
be communicated over local stations as listed below:

FM Radio AM Radio Television

KLAK 97.5 (McKinney) KRLD 1080 (Dallas) KXII-TV 12

KMKT 93.1 (Denison) KJIM 1500 (Sherman) KTEN-TV 10

KFYZ 98.3 (Bonham) KFYN 1420 (Bonham) KDFW-FOX 4

KLBC 107.1 (Durant) KSEO 750 (Durant) (Cable numbers may vary)

Timing of Notification:

Due to the nature of weather, darkness usually increases the chance for icy road conditions.
Consequently, the decision will be delayed until early morning road conditions can be analyzed.
In most instances the decision to close the College will be communicated to local media by 6:30
a.m. If no announcement is forthcoming by 7:00 a.m., the College is considered to be open.
Media will be notified only when classes are delayed or canceled. If conditions deteriorate
during the day, announcements will be communicated through deans and supervisors, and
posted at www.grayson.edu.

Individual Decisions Regarding Reporting to Work:

Individual employees are urged to analyze road conditions at home and not take undue risks to
drive to the campus. Th e e mp | supewisobnsust be notified as soon as possible in the
event that road conditions prevent the employee from reporting to work, so that others can
provide necessary servicetot h e Co kustentems.6 s

MAIL PROCESSING

All mail boxes and folders are located at the Main Campus Mailroom in the Administrative
Services Building and are accessible during regular business hours.

Important communications, including class rosters, grade sheets, contracts, etc. are distributed
via the mail box. Individual questions about mail may be directed to the Mailroom during normal
business hours. Outgoing mail service is provided. Contact the Mailroom regarding procedures
for designating outgoing mail to allow processing of postage charges.

PARKING RULES AND REGULATIONS
Vehicle Registration
Any vehicle operated on college property must be registered with the campus police and a valid

parking permit displayed on the vehicle. College personnel may register a vehicle by contacting
thecampus police office on the collegebs main
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the South Campus. When registering a vehicle with the campus police, the person should

provide a license plate number for the vehicle being registered along withavalidd r i ver 6s | i cer
number. If a person has a vehicle registered with the campus police and find they must

temporarily drive another vehicle on campus, the person may contact the campus police to

receive a temporary parking permit, which will be valid for a two week period.

Parking

Any vehicle parked on college property must be registered with the campus police and a valid
parking permit displayed on the vehicle. Upon submission of a completed parking permit
application to the campus police office, instructional personnel may receive a faculty parking
permit for access to restricted and non-restricted (general) parking areas. Faculty restricted
parking areas are indicated on campus by green painted curbing or a sign at the entrance or
exit to a restricted parking lot. Restricted parking areas are reserved for instructional personnel
only between the hours of 7AM to 1PM weekdays, exclusive of weekends and college holidays.
No college employee shall park their vehicle in an area reserved for visitors (white curbs), no
parking areas (yellow curbs), marked fire lanes (red painted stripes/curbs), areas reserved for
the disabled, on the lawn, or any area not specifically designed for vehicle parking. Vehicles
displaying an authorized disability placard distributed by a proper authority may park in spaces
reserved for the disabled.

Parking Citations

Parking citations are issued by campus police on vehicles found to be parked or operated in
violation of the coll egeds paeekdceivingacampess and r egu
parking citation should contact the campus police office within ten days of the citation to resolve

the violation. A delinquent campus parking violation may result in an additional $10 late fee

being added and the vehicle involved being removed from campus at the ownerd expense.

Additionally, the citation may be filed in Grayson County Justice Court resulting in a fine not

exceeding $200.

Traffic and Parking Questions

For a complete descripti on woperatiomsevisitcthe cadmpug golice t r af f
office or call (903)463-8619, or extension #8619 (if dialed on the main campus). A brochure is

available to guide employees through all campus traffic and parking procedures.

PUBLICATIONS AND MEDIA RELATIONS POLICY

Grayson County College has an obligation to keep the public fully informed and to practice open
disclosure. At the same time, news releases and public interviews must be handled in a
thoughtful manner to assure the accuracy and appropriateness of statements released to the
public. Employees and student groups should contact the Director of Marketing and Public
Information in advance regarding any media coverage which mentions the College.

Materials published and distributed by the College to students and the general public generally
fall into one of the following six categories: Policy, Procedural, Promotional/Informational,
Cultural, Paid Advertising, and Student Publications.

Policy Publications

The only publication of the College that expresses in writing official college policy shall be the
GCC Policies and Procedures Manual. This publication shall take precedence over all other
manuals, handbooks, catalogs, bulletins, and any other type of printed materials. The policy
manual is available online at www.grayson.edu.
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Procedural Publications

Procedural publications summarize policy and/or outline operational procedures, codes of
conduct, and the like, as they relate to a specific campus population. Examples are the Faculty
Handbook, Adjunct Faculty Handbook, Student Handbook, and Residence Hall Handbook.
Although these may contain summaries, paraphrasing, or even what may appear to be verbatim
excerpts from the GCC Policies and Procedures Manual, they are not to be considered
expressions of official College policy. As official college policies or statements of purpose,
mission, vision, etc. are revised, it is the duty of the personnel responsible for the document(s)
to immediately update the publication.

Promotional/Informational Publications

Publications and/or media contacts whose chief intentisto pro mo t e aa rk thé odllege
provide information about available instructional and community service programs, application
and enrollment procedures and deadlines, registration dates, costs, financial aid opportunities,
and other items of general interest. Examples include the college catalog, schedules of classes,
program brochures, pamphlets, campus maps, academic and activity calendars, fact sheets,
flyers, posters, postcards, and the like.

The Director of Marketing and Public Information, in consultation with the appropriate dean or
vice president will coordinate matters related to content, design, printing and distribution. No
such publication shall be created or distributed to the public without this involvement and/or
approval. See Appendix F for related guidelines.

Cultural Publications

Cultural publications are primarily literary in nature, containing essays, poetry, short fiction, and
similar works, as well as original drawing and other types of graphic art. While such publications
are intended to encourage creativity and freedom of expression, all shall conform to

standards of good taste and fairness. It shall be the duty of the instructional deans to monitor
content and language of such publications.

Paid Advertising

The content and format of all promotional advertising shall be under the direct coordination of
the Director of Marketing and Public Information to assure the factual accuracy and general
integrity of all such advertising. No advertising shall be placed without this prior approval with
one exception: Employment or legal notices shall be coordinated through the Human Resources
Office or the Vice President of Business Services.

Student Publications

The Viking Voice is the only major student publication of GCC. It is published by the Omicron
Psi chapter of Phi Theta Kappa International as an ongoing service project to the College.
Participation in the production of The Viking Voice is open to all students at GCC. The
newspaper is provided as a forum of public opinion, and views expressed in the Viking Voice do
not necessarily reflect the policies of Phi Theta Kappa International, the GCC Board of Trustees,
administration, faculty, or staff of GCC.

STANDING COMMITTEES

Executive Council

The purpose of the Executive Council is to make general recommendations to the Board of
Trustees about general policies, procedures, and curricula for the College. The Council attempts
to coordinate functions of business, registration and admission, maintenance, student services,
and instruction. Each vice president and dean has wide latitude in performing job-related
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functions; but when functions overlap or conflict, the Council resolves the conflict. The Council
is composed of the Faculty Association President, Vice Presidents, and President.

Admissions Committee
The purpose of the Admissions Committee is to review admission policies. The Committee is
composed of the Executive Council.

Curriculum Committee

The purpose of the Curriculum Committee at GCC is to take applications from the department
chairs and program directors for the development and revision of curricula. Any proposed new
programs are reviewed and then recommended to the College Effectiveness Council for further
approval. No later than February 1 of each year, the Vice President of Instruction will
communicate in writing to the President whether any curriculum changes made over the past
academic year will require approval for substantive change from SACS, simple notification, or
neither. Al | requests to SACS will o r Megnbensantlwle ther om t he
Dean of Academic Instruction, Dean of Workforce Education, Director of Admissions and
Records, Director of Counseling Services, Director of Financial Aid, three Workforce Education
faculty members, and three Academic Studies faculty members.

Discipline Committee

A discipline committee is appointed as needed and reviews cases involving student behavior
and makes educational decisions regarding the relationship of the student with the College.
The committee is careful to afford students due process.

Members include the vice president for student services, five faculty members appointed by the
vice president for student services, and three students appointed by the vice president for
student services.

Honors and Awards Committee

The purpose of the Honors and Awards Committee is to work with the Director of Student
Activities in honoring students and employees who have excelled in their endeavors at GCC.
The committee is composed of nine employees with a faculty member majority appointed by the
President.

Loans and Scholarship Committee

The Loans and Scholarship Committee members write the policy for the Texas Public Education
Grant program and other scholarship funds. Committee members include the Vice President of
Business Services, Director of Financial Aid, Director of Fiscal Services, Dean of Academic
Instruction, Director of Counseling, Director of Annual Fund, Fine Arts Department Chair,
Presidential Scholars Advisor, Financial Aid Specialist, and two students selected by the Vice
President of Student Services.

Staff Development Committee

The Staff Development Committee is responsible for assessing the professional requirements

needs by College personnel in a changing society. The committee provides workshops,

seminars, orientations, and other appropriate activities to assist College personnel in improving

their ability to serve the College and its constituency. The committee recommends faculty and

staff for fADevelopment Leaves of Absencedo (see Se
Manual), and it advises the President on matters relating to the professional development of

faculty/staff. The Staff Development Committee is composed of members from the

administration, faculty, and support staff. Members are selected by the President and serve for

one to two academic years.
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Intercollegiate Athletics Committee

The Intercollegiate Athletics Committee is responsible for goal development and evaluation of
the intercollegiate athletics program. The Committee provides input for the operation of the
athletic program. Committee members include the Athletic Director, a coach, four faculty
members, two staff members and the Vice President of Business Services.

Financial Aid Appeals Committee

The Financial Aid Appeals Committee reviews appeals of financial aid denials. The committee
membership includes the Director of Financial Aid, Director of Counseling, and a faculty
representative. The faculty representative is appointed each fall.

Student Service Fee Advisory Committee

The Student Service Fee Advisory Committee advises the administration on the type, amount,
and expenditure of compulsory student service fees. The Committee is composed of: three
students appointed by the Student Government to serve two-year terms; two students appointed
by the Student Government to serve one-year terms; four faculty members appointed by the
President to serve one year terms. The Vice President of Student Services and the Vice
President of Business Services serve as ex-officio members.

FACULTY ASSOCIATION

The Grayson County College faculty association exists at the College by authority granted from
the Trustees and operates within the framework of a constitution approved by the Trustees.
The general purpose of the faculty association is to assure close cooperation between the
faculty and administration in order to facilitate operations, achievements, and objectives of the
College.

Profe%sional membership of this association is limited to those who are currently teaching at
least eleven (11) semester hours, and/or have an instructor-position contract. Associate
membership is open to adjunct faculty currently teaching at GCC. Associate members are

granted all the privileges of the association except voting and holding office.
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INSTRUCTION

ACADEMIC FREEDOM

It is essential that professors of Grayson County College be free to pursue scholarly inquiry
without undue restriction and to voice and publish conclusions concerning the significance of
evidence considered relevant. A professor is entitled to full freedom in the classroom in
discussing the subject. Each professor is also a citizen of the nation, state, and community and
when speaking, writing, or acting, and, as such, must be free from institutional censorship or
discipline.

The concept of academic freedom at Grayson County College is accompanied by an equally
demanding concept of faculty responsibility as follows:
1. The maintenance and exhibition of competence
2. The exercise of professional integrity: demonstration of accurate statements,
appropriate restraint, respect for the opinions of others, and separation of speech
and actions as a private citizen from the impression that one speaks or acts for the
College.
3. Judicious use of controversial material in the classroom introducing such material
only as it has been assigned to teach.
4. Participation in professional organizations.
5. Avoidance of extensive activities outside the instructional assignments, for which
payment is received, if such activity would interfere with the fulfilment of the task
assigned by the institution. Thep r o f e pasiton Witk the institution should not
be used to secure outside income or favor in competition with nonacademic
colleagues.
Because academic freedom has traditional | y i ncl uded the professords ft
most persons face no insoluble conflicts between the claims of politics, social action, and
conscience on the one hand, and the claims and expectations of their students, colleagues, and
institution, on the other. I f the professorés attention to onebd
agent precludes the fulfillment of substantial academic obligations, the professor should either
request a leave of absence or resign the academic position.

Nothing in this statement on academic freedom is intended to protect an incompetent or
negligent professor or to prevent the institution from making proper efforts to evaluate the work
of each professor. (See Policy DGC-local)

FACULTY SELECTION AND QUALIFICATIONS CRITERIA

Selection of Faculty

Grayson County College employs an orderly process for recruiting and appointing its faculty.
This process involves pursuing a pool of qualified candidates and interviewing those who
appear to be best qualified. The College attempts to recruit and select faculty whose highest
degree is earned from a broad representation of institutions.

The College employs professors whose highest earned degree, presented as the credential

qualifying the professor to teach, is from a regionally accredited institution.Ifa pr of essor 6 s
highest earned degree is from a non-regionally accredited institution within the United States or
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an institution outside the United States, the College must have evidence that the professor has
appropriate academic preparation. Each professor employed must be proficient in oral and
written communication of the language in which assigned courses will be taught.

Academic and Professional Preparation

A full-time professor is one whose major employment is with the institution, whose primary
assignment is in teaching and/or research, and whose employment is based on a contract for
full-time employees. Both full-time and part-time faculty must meet the following criteria for
academic and professional preparation.

Associate Degree Programs

In an associate degree program, full-time and part-time professors teaching credit courses in

the following areas: humanities/fine arts; social/behavioral sciences; and natural

sciences/mathematics; must have completed at least 18 graduate semester hours in the

teaching discipline and hold at | east a master 6s
degree with a major in the teaching discipline.

The College must document and justify the academic and professional preparation of professors

teaching interdisciplinary courses or programs. Each full-time and part-time professor teaching

courses in professional, occupational and technical areas, other than physical activities courses,

that are components of associate degree programs designed for college transfer, or from which

substantial numbers of students transfer to senior institutions, must have completed at least 18
graduate semester hours in the teaching disciplin
the minimum of the masters degree with a major in the teaching discipline.

If the courses taught in professional, occupational and technical areas are components of
associate degree programs not usually resulting in college transfer, or in the continuation of
students in senior institutions, the professor must possess appropriate academic preparation or
academic preparation coupled with work experience. The minimum academic degree for
professors teaching in professional, occupational and technical areas must be at the same level
at which the faculty member is teaching. The typical combination is a baccalaureate degree with
appropriate work experience.

In exceptional cases, outstanding professional experience and demonstrated contributions to
the teaching discipline may be presented in lieu of formal academic preparation for faculty
members teaching both transfer and non-transfer courses in these areas. Such cases must be
justified by the institution on an individual basis.

The College must keep on file, for all full-time and part-time professors, documentation of
academic preparation, such as official transcripts and, if appropriate for demonstrating
competency, official documentation of professional and work experience, technical and
performance competency, records of publications, certifications and other qualifications.
Non-degree diploma or certificate occupational courses are typically taught by professors with
some college or specialized training, but with an emphasis on competence gained through work
experience. Professors must have special competence in the fields in which they teach.

The College must keep documentation of work experience, certifications and other qualifications
if these are to be substituted for or supplement formal academic preparation.
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Non-Associate Degree Programs

If basic computation and communication skills in non-degree occupational programs are taught,
the professor must have a baccalaureate degree and, ideally, should have work or other
experience related to the occupational field.

Professors who teach adult basic education courses below the collegiate level must have a
baccalaureate degree, and also should have attributes or experiences which help them relate to
the particular needs of the adults they teach.

Professors who teach in remedial programs must hold a baccalaureate degree in a discipline
related to their teaching assignment and have either teaching experience in a discipline related
to their assignment or graduate training in remedial education.

EVALUATION PROCESS

The College has a comprehensive plan for evaluating, developing, and providing feedback to all
employees. As a minimum, new employees (1-3 years) are evaluated one time a year and
proven employees are evaluated every three years. All contract employees shall serve a three-
year probationary period. See Policy DLA (Local) and evaluation forms on the intranet.

PROFESSIONALISM IN THE CLASSROOM

Professional Attitude

The Professor is expected to maintain a professional attitude as follows:

Limit the number of absences and tardies. Set a good example for students.
Maintainbound ar i es bet ween spgensahalifet s and oneds
Dress professionally in good taste, modest, and not extreme.

Maintain confidentiality on campus and in the community with regard to students and
their learning.

PR

Professional Teaching Standards
Grayson County College wants all professors to maintain the highest professional teaching
standards by following these guidelines:
1. Aim to teach students to master the subject matter and the attitudes, which are
appropriate to each course taught at the College.
2. Develop effective techniques and be receptive to new techniques as necessary to reach
the learning styles and objectives of all students.
3. Be knowledgeable about learning styles and teaching techniques. Do not limit methods
of classroom presentation to traditional lecture styles.
4. Be aware and concerned with the broad range of objectives and capabilities of the
students, which the College serves.
5. Seek to access learning through more than one of the senses; include audio, visual,
kinesthetic, and tactile techniques in the class activities.
6. Be willing to provide students with guidance that promotes their welfare and proper
educational development.
Meet class promptly and regularly, and expect students to do the same.
Stay for the entire assigned time. Saturday/Sunday and special courses may meet at
different hours as approved by the appropriate division dean. Do not dismiss classes
early.
9. Do not change published meeting times or meeting places unless approved by the
Assistant Dean or department chair.

© N
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10. Notify the Admissions Office (or the South Campus Administrator) of any changes in
published meeting times or meeting places.

11. Be in the classroom and available for conferences with students at least 10 minutes
before formal class begins.

TEXAS SUCCESS INITIATIVE AND REQUIRED ASSESSMENTS

Grayson County College wants its students to succeed and, therefore, asks new students to
take reading, writing, and mathematics assessments to ensure appropriate placement in college
courses. Unless students have previously taken the TASP/THEA Test, passed other approved
tests, or if they qualify for an exemption or a waiver, they are required under the Texas Success
Initiative (TSI) to take the THEA Test or approved alternative, including the Compass Test, prior
to enrollment at GCC.
In place of TSI placement tests, students enrolled in a one-year certificate program are asked to
take an alternative assessment. Most certificate
reading and math skills via multiple-choice questions that are work-related. Students
demonstrating weak basic skills on their placement tests are required to include developmental
instruction in their class schedule to support their college level courses. Professors of
developmental courses MUST monitor student attendance and administratively withdraw
students with excessive absences. Students are advised that withdrawal from the
developmental class(es) will necessitate withdrawal from college level coursework as well.
Attendance expectations and consequences MUST be included in the course syllabus for all
developmental courses and labs.
The GCC Developmental Education Plan allows students to fulfill THEA requirements in two
ways:

1. Students may achieve a passing score on the THEA Test i 230 for reading, 230 for

math, and 220 for writing.
2. Compl ete the devel opment al Afexito course (Math
grade of ABO or better.

Students with initial assessments that are close to passing are not required to retest and may
exit developmental work withagradeof @A B0 or better i nlevelboarses. devel o
The GCC Developmental Education plan has specific details about retest requirements.

THEA, THEA Quick Test, and COMPASS

The GCC Testing Center administers the THEA (Texas Higher Education Assessment), THEA
Quick Test, and Compass Assessment Test to measure college readiness in reading, math and
writing. THEA Quick Test scores are available about one week after testing.

The Compass Assessment Test is a computer-adaptive test. Most students receive scores
immediately after testing. Because of the quick return of scores, this test is used during and
right before fipeako enroll ment ti mes.

GCC administers the regular THEA twice a year. Students may register by obtaining the THEA
Registration Bulletin or online at www.thea.nesinc.com. Scores are available three weeks after
testing. Test dates for THEA Quick Test, Compass and THEA are available on the GCC
website (www.grayson.edu.)

Exemptions
Exemptions and waivers from Texas Success Initiative requirements are listed in the Schedule
of Classes under AAssessment Information. o0 Studen
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not exempt from placement testing but may receive testing accommodations by providing
appropriate documentation to the Special Services Coordinator.

CORE COMPETENCIES

A series of basic intellectual competencies - reading, writing, speaking, listening, critical
thinking, and computer literacy - are essential to the learning process in any discipline and thus
should form any core curriculum. To prepare students effectively for success in both their major
field of academic study and their chosen career or profession, it is imperative that these
intellectual competencies be included among the objectives of many individual core courses and
reflected in their course content. Another imperative of a core curriculum is that it contains
courses that help students attain the following:

1. Establish broad and multiple perspectives on the individual in relationship to the larger
society and world in which he or she lives, and to understand the responsibilities of living
in a culturally and ethnically diversified world;

2. Stimulate a capacity to discuss and reflect upon individual, political, economic, and
social aspects of life in order to understand ways in which to be a responsible member of
society;

Recognize the importance of maintaining health and wellness;

Develop a capacity to use knowledge of how technology and science affect their lives;
Develop personal values for ethical behavior;

Develop the ability to make aesthetic judgments;

Use logical reasoning in problem solving; and

Integrate knowledge and understand the interrelationships of the scholarly disciplines.
Each Texas college and university should select and/or develop courses which satisfy
exemplary educational objectives specified for each core component area. See Policy EFAA.
See core components and related exemplary educational objectives in Appendix G.
Exemplary educational objectives have been linked to the core academic courses at Grayson
County College. A matrix illustrating how GCC academic courses relate to core competencies
through exemplary educational objectives can be found in Appendix H.

©NO O

Workplace Essential Skills T SCANS

The workplace basic skills defined by the Secretary's Commission on Achieving Necessary
Skills (SCANS) serve as a common standard and reference point for workers, employers,
trainers, educators, and program administrators as follows:

Identifying the skills and skill levels required for employment

Estimating the skill levels of current or future workers

Identifying the skill development that will help match workers to job requirements
Describing individual skills as part of a job transition process

Identifying valid assessments for measuring workplace readiness

Using a hierarchical taxonomy of skills for easing the development of individual training
plans and for preparing and developing employment training programs

To meet the requirements of various funding resources for Career and Technical Education
programs, GCC must identify workplace readiness, basic, academic, and technical skills
achieved in vocational and technical courses. A listing of SCANS competencies and
foundational skills is found in Appendix I.

ogrwWNE
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CURRICULUM DEVELOPMENT

Curriculum approval/revision/review

A comprehensive curriculum meets guidelines and criteria of the Texas Higher Education
Coordinating Board and Southern Association of Colleges and Schools and serves constituency
needs while remaining cost effective. Curriculum development and design activities include
faculty involvement and administrative approval. The Board encourages widespread faculty
involvement in the planning of course offerings and in the exploration of new techniques for
meeting course objectives. Assistance in the development of curricula is the responsibility of the
faculty, working in cooperation with the dean and the curriculum committee.

For instructional programs, Program Review is a mechanism that evaluates existing programs
to determine their educational and cost effectiveness. It is a faculty document, which
demonstrates that the faculty bears the primary responsibility for curriculum by assuming that
faculty is in the best position to make informed judgments about the effectiveness of programs
and to make changes that facilitate learning.

Programs that are reviewed in a given year will be required to incorporate new goals, objectives,

and expected/student learning outcomes into their unitorsub-uni t 6s annual assessme
addressing programmatic changes and strategies that were identified as a result of assessing

student outcomes during their program review. See Appendix J for GCC Program Review

Guidelines.

Proposed curricula changes must be presented to the curriculum committee. See Appendix K
for Request for Submission to Curriculum Committee forms. The proposed curriculum shall be
evaluated on the basis of cost/benefit criteria and effect on other College services. Curriculum
Committee decisions are communicated via the Flow Chart for Curriculum Committee
Recommendations. (See Appendix L)

The College Effectiveness Council and the College President must approve all new programs or
significant changes in present programs prior to submission to the Board for approval.
As an exception to this policy, state-mandated curriculum changes are directly implemented.

Career and Technical Education program advisor y committees

All technical/vocational programs are required by the Texas Higher Education Coordinating
Board (THECB) to have advisory committees. The purpose of the advisory committee is to
assist with identification and measurement of program needs, including career and technical
education (CTE) programs, adult education, and academic departments. Each advisory
committee must meet at least one time a year and as needed. Committees are advisory in
nature and make their recommendations to the College administration. The administration
utilizes these recommendations in strategic planning for curriculum change and other program
improvements throughout the College.

ELECTRONICALLY DELIVERED COURSES

The College follows the Principles of Good Practice for Academic Degree and Certificate
Programs and Credit Courses offered electronically as published by the Texas Higher Education
Coordinating Board. The requirements mandated by THECB may be found in Appendix M.
Proposals for delivering courses electronically use the guidelines for incorporating the principles
of good practice during the development process. (See Appendix N)
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MEETING WITH CLASSES (PROFESSOR)

Each class scheduled will be met by its regular professor. (No walks) Should the professor be

unable to meet his/her assigned class for any reason (sickness, emergency, etc.) or be arriving

to class | ate, it i s tnotdythp appropaaseseparttnent chagr soghatn si b i | i
arrangements may be made to provide a professor for the class. Under no circumstances is the

professor authorized to dismiss class without administrative approval.

SUSTITUTE PAY

The professor will be responsible for paying substitutes based on the following rates:

$16.25 per lecture hour

$11.50 per laboratory hour
For extended or multiple absences, the Dean may pro-ratet h e p r o doetracsto faidy s
compensate a substitute professor.

CLASS PREPARATION

Professors at GCC are expected to:
1. Be familiar with course objectives.
2. Present material in a manner which will encourage learning on the part of students.
3. Seek guidance in preparing for instruction from department chairs, assistant deans,
program directors, or deans.

CLASS RECORDS

Accurate records must be maintained for each studentinaclass. Ast udent 6 s attendanc
progress at any time during the semester may need to be verified to process financial aid,

grants, loans, etc. Faculty gradebooks should be retained for a year after the ending of the

term.

Class attendance and grades documents are managed by the Admissions and Records Office
on the Main Campus or the Administrative Offices on the South Campus. GCC Faculty Web
Access is used to report attendance and grades. Use the following guidelines established by
the Director of Admission and Records:
1. Official Class Roll - Professors must report aNO SHOWO on t he of foriaayi al cl a
student who has not attended at least one class day and/or accessed their Internet class
prior to the census date for the given semester. (This procedure will prevent the Office of
Financial Aid from disbursing financial aid in error.)
2. Final grades
a. Grades of Al 6 and AFO0 will require a #fl ast
b. Gr a d e s requife th@tifaoulty completean @Al ncompl et e Gradeo f ol
Admissions and Records office.
c. | f a student was r amwashnaotdiopmedfrom théicowse,s h o wo
uset he first day of c¢class as the | ast date o

COURSE SYLLABUS

A syllabus is to be developed for each course taught and distributed to all students at the FIRST
class meeting. A copy of the syllabus must be tur
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The copy may be submitted electronically to the administrative assistant. The course syllabus
should include at least the following information:

1. Course title, number, and section.

2. Professordés name.

3. Professords cont act i Rdrsonalmrabtsinassiphang numblere Col | ege
and e-mail addresses are optional information to include.

4. Textbook, supplies, special equipment.

5. Course description. Use the course description exactly as it is written in the GCC
catalog.

6. Exemplary objectives designated by the department chair.

7. SCANS: Identify workplace readiness, basic, academic, and technical skills that the
course will incorporate.

8. General Course Objectives: List in behavioral terms one to five general objectives
students in the course are expected to obtain at the completion of the course.

9. Specific Course Objectives: List specific items students will be expected to learn within
each general objective.

10. Learning Activities: In a short paragraph describe the means by which information will be
disseminated to students. These activities may include lectures, films, library materials,
in-class and out-of-class activities and field trips.

11. Evaluation Methods: Describe the class attendance policy if it affectsthes t udent 6 s
grade. It must be consistent with the attendance policy as stated in the GCC catalog. List
the examinations to be given and the dates of the exams if known. Explain how
homework and other assignments will be graded and on what dates the work is to be
completed.

12. Calendar: Prepare an assignment calendar or schedule. Warn students if the schedule is
subject to change.

13. Disability statement: Professors are required to include the following disability statement
in syllabi: Students with special needs should contact the Disability Services Coordinator
in the Academic Success Center no later than the first week of classes. Once
appropriate documentation is received, the Disability Services Coordinator will
coordinate delivery of approved accommodations with students and faculty.

14. Attendance Policy: Professors are required to include the GCC attendance policy for the
course(s) they teach.

15. Grading Policy: Include grading scale and how final grade will be determined.

16. Student Behavior: Describe the expectations for student conduct in maintaining
classroom decorum and attendance, and in promoting learning.

17. Student Academic Integrity Statement.

18. Penalty for Students caught cheating or plagiarizing.

Adjustments in the class syllabus are allowed as long as course consistency is maintained.
Professors should maintain consistency in lab requirements, outside assignments, unit tests,
attendance, final exam, course grade, and mastery requirements. (See Appendix O for sample
course syllabus document)

ACCOMMODATIONS FOR SPECIAL NEEDS STUDENTS
Disability documentation is confidential between the student and Disability Services unless the

student chooses to reveal it. The Academic Success Center has more information about
special accommodations. (See syllabus statement above - #13)
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MAKE-UP TESTS

Testing Centers, located in the Success Centers on both campuses, administer make-up tests

for students enrolled in GO dests &or médmpletédpy | df bt
attached to the test, and delivered to the Testing Center prior to the time the student will be

required to take the test. Hours of operation are posted on the Testing Center website

(www.grayson.edu), click on AGetting Started, o0 click on Te
the Testing Centers. Students will need photo identification and supplies such as scantrons,

pencils, etc. All tests will be kept secure, and professors should pick up tests from the Testing

Center soon after the testing deadline. Professors are encouraged to limit the number of times

students do make-up tests. An incentive could be included in the syllabus to encourage taking

tests during class. Make-Up Test forms are also available on the intranet.

DUAL CREDIT/CONCURRENT ENROLLMENT INSTRUCTION

Courses for which concurrently enrolled high school students may earn credit for both high

school and college (Adual <c¢credit coursesodo) must b
instructional site or delivery method. At a minimum, these courses must include the learning

objectives and competencies included in course sections taught on campus. Additional

objectives necessary to satisfy TEA requirements may be added to particular courses to fulfill

high school requirements. Course exams and other evaluations of student work must, likewise,

be designed for college-level preparation and rigor. Course syllabi for dual credit/concurrent

enrollment classes must demonstrate that students are expected to perform at the college level

and MUST be filed in the Deanést office every seme

Department chairpersons are responsible for conducting annual evaluations of instruction of all
dual credit courses to ensure that instruction provided fulfills college-level requirements. This
evaluation process should include Student Survey of Instruction and, in the case of adjunct
professors, a Professor Classroom Observation and Evaluation. Forms are available on the
intranet.

Professors teaching dual credit students must be aware that under the Federal Family
Education and Right to Privacy Act, (FERPA) students enrolled in college courses are
considered college students under FERPA, even though they may not be 18. Thus, faculty must
protect the privacy of these studentsd grades. Re
information from anyone other than the student or college personnel should be forwarded to the
GCC Director of Admission and Records or to the department chair. (See Policy GH)

To facilitate the sharing of student information with the designated high school dual credit
liaison, professors are required to submit mid-semester grades to the GCC Admissions and
Records office andtouse GCC 6 s B a@pods graales dor all their dual credit sections.
Training in the use of web applications is available from the Director of Distance Learning. Dual
Credit professors not already on a high school faculty must complete finger printing and FBI
background checks.

GRADING SYSTEM AND REPORTING

Final grades are available for students to review by accessing Campus Connect from the

Colleged6s website. Students who wish to receive a pri
requesting the printout from the Admissions Office.

Grayson County College uses the following grading system:
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A1 The student demonstrates mastery of course content and meets course objectives.
The grade of AAO is an exceptional grade att.
exceptional performance of college-level work.
I The student demonstrates mastery of course content and meets selected course
objectives. Tidhaaabgve avdrage grdde attanéd by students
demonstrating above average performance of college-level work.
I The student demonstrates acceptable competency in course work and meets
sel ected course objectives. Theingdbpde of #ACO
students demonstrating average performance of college-level work. Students with
concurrent enrollment for high school and college credit must maintain a minimal
grade of ACO in the course.
T The student demonstrates minimal performance in course work and does not meet
course objectives. The grade of ADO is consi
field of study, and this grade generally does not transfer.
FiFail ure. No credit is given for the grade of
T Incomplete. Thegradeofil 6 i ndi cates that the student ha
to complete the work required during the semester. Incomplete work should be
compl eted within the regular term. Failure t
regul ar ter m ma gingmplacedioh the permanenhrecérd 6 b
P i1 Passing. Used only for orientation course and credit by award.
ST Satisfactory. Used for non-degree courses.
U T Unsatisfactory. Used for non-degree courses.
AU T No-credit. Used for audited courses.
W i Withdrew passing or dropped before deadline for automatic withdrawal date.

w

@]

W)

Reporting Grades

Final grades must be reported to the Admissions Office. Online grade reporting is available
through the GCC Faculty Web Access link.

A separate grade sheet will be provided listing dual credit/concurrent students which require a
numeric and letter grade. Final grades MUST be turned in at the designated time.

ATTENDANCE (STUDENT)

Classroom Participation

Academic success is closely associated with regular classroom attendance. All students are

required to attend classes regularly and punctually. Responsibility for work missed because of

illness or school business is placed upon the student. More than two (2) absences are

considered to be excessive. Professors are required to include in their syllabus the attendance

policy for the courses(s) they teach. When absences in a class amount to 15% or more of the

time during the semester (or quarter) that the class is scheduled to meet, the professor has the

option of initiating an Aadministrative withdrawa
student to contact the professor immediately. The student has a maximum of five (5) working

days to rectify the situation, or administrative withdrawal from the course will be initiated. Since

students failing one or more portions of the THEA are required by law to be in continual

remediation, students withdrawn from developmental activities for nonattendance must be

withdrawn from all other courses intensive in that skill area. Students withdrawn from their only
developmental course will be withdrawn from all academic courses. | n addi ti on, studen
eligibility to receive financial aid or live in a college residence hall may be affected by withdrawal

from courses. When administrative withdrawal occurs, any tuition refund would be made in

accordance with state regulations.
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The Request for Administrative Drop/ Withdrawal fo
completed, the form should be returned to the appropriate administratord6 s of f i ce f or pr oc

Student Absences on Religious Holy Days

Pursuant to House Bill 256 (78th Legislature), students are no longer required to notify the
professor in advance regarding absence due to the observance of a religious holy day. The Bill
requires that a student shall be excused from attending classes or other required activities,
including examinations, during the time needed for travel for the purpose of the observance of a
religious holy day. A student who is excused under this section may not be penalized for the
absence, but the instructor may appropriately respond if the student fails to satisfactorily
complete the assignment or examination.

If a student and an instructor disagree about the nature of the absence being for the observance
of a religious holy day, or if there is similar disagreement about whether the student has been
given a reasonable time to complete any missed assignments or examinations, either the
student or the instructor may request a ruling from the President of the College or his designee.
The President 6s &eedcCollege Boticy FBO(Ldygal)riod ddditignal information

Children and Non-Students on Campus and in Classrooms

Grayson County College prohibits students from bringing infants and small children into the
classroom during class sessions or allowing unsupervised children to remain on campus. GCC
also prohibits persons who are not students from attending class.

Internet Course Participation

Academic success in Internet-based courses is closely associated with regular course

participation, and students taking on-line courses are expected to be highly self-motivated. All

students are required to participate in on-line courses regularly and are obliged to participate in

class activities and complete and submit assignme
Thus, it is imperative the student make the time commitment to check the course website

regularly and complete assignments within the deadlines stated by the professor. Students

should be prepared to spend at least ten hours a week during regular long semesters on course

work and assignments. Students taking Internet courses during compressed semester time

frames such as mini-mesters, summer sessions, and mid-semesters should, of course, plan to

spend significantly more time per week on the course.

Regular and routine participation is required to be "in attendance" in Internet courses. Students

must regularly log in, turn in homework by required dates, complete tests on time, and complete

other course requirements specified by their professors. Students who do not log on to the

course and complete required assignments before the census date for the course will be
reported to the RecordsOf f i ce as ANo Shows. 0 When students do
for 15% or more of the time the class meets*, the professor may initiate an administrative

withdrawal. In such an instance, the dean will notify the student to contact the instructor

immediately. The student has a maximum of five working days to contact the instructor to

rectify the situation, or administrative withdrawal from the course will occur.

I n accordance with the Collegebs Devel opment al Ed
developmental course, including Internet-based developmental courses, will also be withdrawn

from college-level courses intensive in that skill area. Students withdrawn from their only

developmental course will be withdrawn from all academic courses.In  addi t i on, student
eligibility to receive financial aid or live in the dormitory can be affected by withdrawal from

courses. When administrative withdrawal occurs, any tuition refund will be made in accordance
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with state regulations. International students withdrawn for non-participation in Internet classes
could lose their student visas.

*15% of the semester is 2.5 weeks during a regular long semester, 1.25 weeks during a mid-
semester course, 1 week during a summer session day course, 1.25 weeks during a summer
session evening course, and 2 days during a mini-mester course.

WITHDRAWALS, DROPS, GRADES OF INCOMPLETE

Professors may dismiss students from class for short periods of time when, in their estimation, it
is in the best interest of the class. However, a student may not be withdrawn from school or
permanently dismissed from class (for reasons such as poor attitude, scholastic achievement,
or attendance) before the period or term for which the student has paid tuition has expired,
unless the student is afforded due process.

Definitions
1. Withdrawal indicates the student is no longer enrolled in any courses at the College.
2. Drop indicates a student has reduced his/her course load while remaining enrolled in
other courses.
Requests to withdraw or drop must be submitted by the official deadline published in the
academic calendar. Students should complete an official drop or withdrawal form available in
Counseling Services. Students are not considered to be officially withdrawn or dropped until
these forms have been completed and all financial obligations to the College have been met.

A student who does not officiallywi t hdr aw or drop will be given

A student who officially withdraws from college or drops a course on or before the census date
period will not receive a grade and the course will not appear on the permanent record.
Students who withdraw prior to the thirteenth week of a long semester (week before final exams
of a summer day or evening session, or two days before the final exam for a minimester) will
receive a W. The Office of Admissions will not accept Withdrawal Date Deadline appeals.

A student may withdraw from school or drop a course on or before the end of the fourteenth
week of a long semester (week before final exams of a summer day or evening session).
Students who withdraw from the College or drop courses may be reinstated without penalty if
such reinstatement is requested in the Admissions and Records Office within five (5) business
days of the withdrawal or drop date.

Grades of Incomplete

An Al o0 grade indicates incomplete courseworKk
80% or more of the course is completed and only when the student is otherwise earning a
passing grade. Unt i | removed, the A ltidelimisforn ot
removing the Al 6 is no | ater than the end of
l ength of time by the professor by recording
by the end of the time limit specified onthe | ncompl et e form wil | be
of Al 0 are updated to a |l etter grade when th
update before the AF0 deadl i ne.

Students are not required to re-register for courses in which they are only completing previous
course requirements to change an Al o grade.
from repeating the same course in a subsequent semester. However, if a student wants to audit
or retake a course to complete course requirements, full tuition and fees must be paid.

(Students who retake a course will receive a grade for the second attempt unless they drop
before the deadline. Students who retake a
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contractonthei ni t i al course attempt wil!/l receive an nAFO
drops and withdrawals related to repeating courses may count towards the 6-drop limit.

Students initiate the grade of Al odAdsissiomsi ti ati ng
office and by taking the paperwork to the professor. The Incomplete form and accompanying
paperwork must be submitted with the Al 0 request
requests not approved by the appropriate department chair and dean will not be accepted.

SB 1231 State of Texas Limit on Drops

Under section 51.907 of the Texas Education Code,fian i nsti tuti on ofothi gher
permit a student to drop more than six courses, including any course a transfer student has
dropped at another i nst i tTihisstature wasfnadied gyhhe Stateeol uc at i on.

Texas in spring 2007 and applies to students who enroll in a public institution of higher
education as first-time freshmen in fall 2007 or later. Any course that a student drops is counted
toward the six-course limit if (1) the student drops a course after census date or (2) the student
is not dropping the course in order to withdraw from the institution. Some exemptions for good
cause could allow a student to drop a course without having it counted toward this limit, but it is
the responsibility of the student to establish that good cause. Students with questions should
contact the Counseling Office or the Office of Admissions & Records for more information
before dropping a course!

Third Attempt ARider 500

Students of GCC are charged a higher tuition rate for each course they repeat for three or more

times at a rate of $50 per credit hour. The At hir
majority of credit courses counting each time a student has taken a course since fall 2002.
AThardempt o tuition does not apply to devel opment
courses.

A student enrolled in his/her last semester at GCC taking a course required for graduation will

not be charged the higher rate even though the course has been taken three or more times.

The qualifying student should apply for graduation before the beginning of their last semester in

the Office of Admissions and Records. The student must notify the Office of Admissions and

Records of their final semester of attendance before graduation and which course(s) is the

repeated, required course to avoid .the higher fith

ACADEMIC PENALTIES

Scholastic probation
A student shall be placed on academic probation when the cumulative GPA falls below 2.00.

Scholastic suspension

A student who is on academic probation shall be suspended for one long semester when the
cumulative GPA remains below 2.00. However, a student may enroll in summer school or
minimesters in order to improve the GPA to the required 2.00. A student on suspension has the
right to appeal to the director of counseling services, dean of academic instruction, dean of
workforce education, or the director of admissions and records for readmission. After remaining
out of school for one long semester, a student may be readmitted on academic probation.

A student who wishes to appeal an academic discipline decision should refer to policy FLD.
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Academic dismissal
Students who experience their third academic suspension shall be dismissed from the College.

Students who are academically dismissed cannot enroll in courses at the College for a period of

three years. In addition, departments have the prerogative to permanently dismiss students from

particular programs of study based on departmental guidelines. Students who are academically
dismissed are afforded due process rights as outlined in the student grievance procedures.

GCC FACULTY WEB ACCESS

GCC Faculty Web Access is used to report attendance and grades.

TO ACCESS THE SYSTEM:

Turn off any pop up blockers you have active on your system.

Go to http://www.grayson.edu/

Select the Faculty and Staff link

Select Faculty Web Access from the list (immediately above the search box)

Type in your login ID (your first initial of first name and first 7 letters of your last name)
and password, and then select the circle with the yellow arrow

arwnNpE

*FIRST TIME USERS will use the password AOPENDOORO (n
or

wi || be prompted to set up your own passw
recommended password is six to eight letters followed by one number. Make sure it is
something that you can remember and when it expires, you only have to change to the last
number. Example: applel, apple2, apple3)

Two menu options are available: &tudent advisingbor d-aculty Menud

1. &tudent advisingbis available to full-time faculty and staff only. It allows the viewer
access to student demographics, financial aid status, add/drop courses, course
availability, Degree Audits, student schedules, student grades, unofficial transcripts, and
advising notes.

2. draculty Menudis available to full-time and adjunct professors only. The administrative
button gives access to course availability, printing a class roster, submitting official class
rosters, and grade entry for final grade submission.

a. The grade entry option will only be available at the end of the semester. Once the
final submission button is pressed at the bottom, no further changes to the grades
are allowed. Official grade change procedures apply after this point.

b. The grade is directly entered into POISE.

c. Grades of Al 6 and AFO0 wil! require a
appear next to the grade.)

O spac
d usin
il ast d

d Grades of Al o0 require that faculty complete
registrarbds office.

e. If a student was r ep washnaodiopmedfromthdicowse,siseowo and
the first day of class as the | ast date of

f.  Grade reports are E-mailed to the Admissions and Records Office.

g. Students will be able to view their grades after the deadline for faculty grade
submission.

h. More information is available from the Admissions and Records Office.
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COPYRIGHTED MATERIALS

COPYRIGHT INFRINGEMENT

All persons are prohibited from using College technology in violation of any law including

copyright law. Only appropriately licensed programs or software may be used with College

technol ogy. No person shal/l use t hedudicatel egeds t ec
information in violation of copyright law. The Board shall direct the College President or

designee to employ all reasonable measures to prevent the use of College technology in

violation of the law. All persons using College technology in violation of law shall lose user

privileges in addition to other sanctions.

The College shalll notify the U.S. Copyright Offic
Coll egebds Web site shall include informatopyon on h
of the Collegebds copyright policy. Upon notifica

all actions necessary to remedy any violation. The College shall provide the designated agent

appropriate training and resources necessary to protect the College. If a content owner

reasonably believes that the Coll egebds technology
the owner may notify the designated agent.

ELECTRONIC MEDIA

To comply with copyright law, electronic media used in the classroom shall be for educational
purposes only.

COMPUTER SOFTWARE

Unless otherwise provided in the purchase agreement, a purchased computer program shall not

be used to make copies. A computer program may be legally copied only if:

1. making a copy is an essential step in using the program (such as automatic copying into
memory when a program is loaded)

2. the new copy is a backup. Backups cannot be used simultaneously with the original and
must be erased if the original is resold.

College employees shall not use the same program on more than one computer at a time
unless the purchase agreement or written permission from the vendor allows the College to
network the program or allows other specified multiple use of the single copy. (Policy EDD-
Local) Professors should familiarize themselves with the legal framework for use of
copyrighted materials as described in Policy EDD (Legal).

COPYING FOR CLASSROOM INSTRUCTION

Each professor will be given a copy access code by their department chairman or assistant
dean. This code will allow the professor to make copies on any of the copiers located on the
Main campus, West campus, South campus, and the Bonham campus. These numbers are not
to be made available to students. In compliance with the copyright policy, the following
guidelines should be followed:
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Single Copying for Professors
A single copy may be made of any of the following for scholarly research or use in teaching or
preparation to teach a class:

1.

2.
3.
4

A chapter from a book.

An article from a periodical or newspaper.

A short story, short essay, or short poem, whether or not from a collective work.
A chart, graph, diagram, drawing, cartoon, or picture from a book, periodical, or
newspaper.

Multiple Copies for Classroom Use
Multiple copies (not to exceed in any event more than one copy per student in a course) may be
made by or for the professor giving the course for classroom use or discussion, provided that:

PR

The copying meets the test of brevity and spontaneity as defined below.
The copying meets the cumulative effect test as defined below.
Each copy includes a notice of copyright.
Definitions
a. Brevity (Poetry)
o a complete poem if less than 250 words and if printed on not more than two
pages
J a longer poem, an excerpt of not more than 250 words.
b.  Brevity (Prose)
. either a complete article, story, or essay of less than 2,500 words
o an excerpt from any prose work of not more than 1,000 words or 10% of
the work, whichever is less, but in any event a minimum of 500 words.
(Each of numerical limits stated above may be expanded to permit the
completion of an unfinished line of a poem or of an unfinished prose

paragraph.)
o lllustration: One chart, graph, diagram, drawing, cartoon, or picture per
book or per periodical issue.
(ASpecial 6 works: Certain works in poetry,

combine language with illustrations and which are intended sometimes for children
and at other times for a more general audience fall short of 2,500 words in their
entirety. Such fispecial workso may not be
excerpt comprising not more than two of the published pages of such special work
and containing not more than ten percent of the words found in the text thereof,
may be reproduced.)

C. Spontaneity

o The copying is at the instance and inspiration of the individual teacher.

o The inspiration and decision to use the work and the moment of its use for
maximum teaching effectiveness are so close in time that it would be
unreasonable to expect a timely reply to a request for permission.

d. Cumulative Effect

o The copying of the material is for only one course at the location in which
the copies are made.

. Not more than one short poem, article, story, essay, or two excerpts may
be copied from the same author, nor more than three from the same
collective work or periodical volume during one class term

o There shall not be more than nine instances of such multiple copying for
one course during one class term.

(The limitations stated above shall not apply to current news periodicals,
newspaper and current news sections of other periodicals.)
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STUDENTS

ACADEMIC INTEGRITY AND CONDUCT (STUDENT)

Each student shall be charged with notice and knowledge of the contents and provisions of the
Coll egeds rules and regul ations concerning studen
show respect for properly constituted authority, and observe correct standards of conduct. In
addition to activities prohibited by law, the following types of behavior shall be prohibited:
1. Gambling, dishonesty, or the excessive use of intoxicating liquors.
2. The illegal use, possession, and/or sale of a drug or narcotic, as those terms are defined
by the Texas Controlled Substances Act, on campus.
3. Scholastic honesty and integrity are vital to the ongoing interests of any academic
community. Students have a responsibility to protect their work and to report instances
of academic dishonesty to the appropriate professor or administrator. Any instance of a)
plagiarism, b) collusion, c) cheating, or d) falsifying records, will result in an F for the
assignment. Further action may be taken as needed. The same principle of honesty
applies to the use of modern technologies such as the computer.
a. Plagiarism includes:
(1) Using three or more consecutive words of another without placing
quotation marks around the words or without giving credit to the author.
(2) Using anotherperson 6s i deas without giving him or
(3) Submitting another personébés work as ol
b. Collusion is defined as working on any assignment with another person without
the verbal and/or written permission of the professor.
c. Cheating includes:
(1) Copying work from another student.
(2) Using materials during the examination not authorized by the professor/test
administrator.
(3) Substituting for another student, or permitting another student to take an
exam in oneds place.
(4) Using, buying, selling, stealing, giving, or soliciting any assignments or
examination material.
d. Falsifying records or evidence includes furnishing false or misleading information
to any college office or representative.
4. A student who owes a debt to the Collegeorwh o wr i tes an Ainsufficient
the College will be denied official College records until the debt is resolved.
5. Violations of the Penal Statutes of Texas or of the U.S. occurring on College property or
in connection with College-sponsored activities, also constitute violations of the
Co | | edes @nd regulations when such violations affect the educational process and
goals of the College.
6. Possession or use of firearms on College controlled property except for educational
purposes that have the prior approval of the appropriate vice president.

7.1l nterference with teaching, research, administ
responsibilities through Adisorderly conducto
8. Use of alcoholic or intoxicating beverages and use of drugs not prescribed by a
physician.

9. Hazing with or without the consent of a student; a violation of that prohibition renders
both the person inflicting the hazing and the person submitting to the hazing subject to
appropriate discipline.
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10. Initiations by organizations may include no feature that is dangerous, harmful, or
degrading to the student; a violation of this prohibition renders the organization and its
members subject to appropriate discipline.

11. Endangering the health or safety of members of the College community or visitors to the
campus.

12. Damaging or destroying College property.

Discipline: Any student violating this policy shall be subject to disciplines, including suspension,
in accordance with the Policies and Procedures Manual, Section FM.

To assist students in learning and maintaining academic integrity, it is suggested that
professors distribute and have students sign the Academic Integrity Statement found in
Appendix P.

NONDISCRIMINATION

Students shall not be denied enrollment or access to College facilities or campus activities

solely on the ground that the student has a communicable disease. In the case of a medical
determination that restricted aaeaadostheiwslfarad@cessary
the other members of the College community, the College reserves the right to exclude a

student 6s access on the basis of communicable il/]l

ACCOMODATIONS FOR SPECIAL NEEDS

Students with special needs should contact the Disability Services Coordinator in the
learning Assistance Center no later than the first week of classes. Once appropriate
documentation for the disability is received, the Disability Services Coordinator will
coordinate delivery of approved accommodations with students and their professors.

STUDENT COMPLAINT POLICY

Exclusions i Student complaints regarding discipline and sexual harassment are covered by
separate procedures. [See FMA and FLDA, respectively]

The purpose of this policy is to secure at the first possible level prompt and equitable resolution
of student complaints including those alleging discrimination on the basis of race, religion, color,
sex, age, national origin, or disability.

Representation

All students shall be free to make use of the established complaint procedures without fear of
prejudice, discrimination, restraint, coercion, or reprisal of any nature. A student may be
represented at any level of the complaint. If the complaint involves a problem with an instructor,
the student shall discuss the matter with the instructor before requesting a conference with the
department chairman at Level One.

Level One

A student who has a complaint shall request a conference with the department chairman or
student services counselor, who shall schedule and hold a conference with the student.
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Level Two

If the outcome of the Level One conference is not to the student's satisfaction, the student has
15 calendar days to request a conference with the academic dean or vice president as
appropriate, or designee(s), who shall schedule and hold a conference. Prior to or at the
conference, the student shall submit a written complaint that includes a statement of the
complaint and any evidence in its support, the solution sought, the student's signature, and the
date of the conference with the department chairman or student services counselor.

Level Three

If the outcome of the Level Two conference is not to the student's satisfaction, the student has
15 calendar days to request a conference with the College President or designee, who shall
schedule and hold a conference. Prior to or at the conference, the student shall submit the
written statement required at Level Two and the date of the conference with the dean or vice
president.

Level Four

If the outcome of the Level Three conference is not to the student's satisfaction, the student
may submit to the College President a written request, within 15 calendar days, to place the
matter on the agenda of the Board. The College President or designee shall inform the student
of the date, time, and place of the meeting. The Board President shall establish a reasonable
time limit for complaint presentations. The Board shall listen to the student's complaint and take
whatever action is deemed appropriate.

The Board's consideration shall be based on the complaint records developed at the
administrative reviews and no new evidence shall be received by the Board. Each side shall be
entitled to make oral arguments based on the complaint record within the time restrictions
established by the Board.

Closed Meeting

If the complaint involves complaints or charges about an employee, it shall be heard by the
Board in closed meeting unless the employee complained about requests that the meeting be
public.

STUDENT COMPLAINTS- GRADES

The grade appeal process applies only to final course grades and must be initiated within the
first 30 days of the next long semester after the course with the grade in question was held.

Level 1

Any student who believes a final course grade has been inequitably awarded should first
contact the instructor who awarded the grade to discuss the issue and attempt to resolve the
differences. Any instructor no longer associated with GCC at the time of the appeal will be
represented in these proceedings by the chair or program director of the department in
guestion.

Level 2

A student unable to resolve the differences with the instructor has 30 days following the first
class day of the next long semester to file a written appeal with the chair or program director of
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the instructordés department. The written app
ea

documentation to support the studentds app
judgment on the merits of the case and recommend a specific action in regard to the disputed
grade. Either the student or the instructor may appeal the recommendations of the chair or
program director at Level 3. If the grade being appealed is from a course section taught by the
department chair or program director, the complaint moves to Level 3.

Level 3

An ad hoc grade appeal committee will require written statements from each participant in the
dispute. Judgments may be rendered upon the basis of these statements, upon other evidence
submitted in support of the statements and upon the basis of an oral hearing, if such a hearing
seems necessary. A recommendation for disposition of the case will be made within 30 days of
its appointment.

Level 4

Either party to the dispute has 15 working days following the rendering of the ad hoc committee
recommendation to appeal that recommendation to the dean, if the appeal is based solely upon
alleged violations of established procedures. Substantive matters, up to and including the

eal
I

ref usal of the instructor to act i n accoordance
may

the studentodés refusal to accept the verdict
after a review of the submitted written materials (and oral hearings if desired), make within 15
working days a ruling about procedural questions. All rulings made by the dean regarding
procedural questions shall be final. All documents related to the case shall be returned to the
chair of the originating department for departmental files.

STUDENT DISCIPLINE AND PENALTIES

Following an alleged violation of a College policy or administrative rule by a student, a designee
of the College President shall investigate. The preliminary investigation may result in one of the
following:

1. Dismissal of the allegation.

2. Student conference in which the student has the right to be represented by a person of
his or her choice. After conferring with the student, and/or the representative, the
designee shall:

a. Dismiss the allegation.

b. Proceed with the disposition of the violation. If the accused student does not
dispute the facts upon which the charges are based and executes a written
waiver of the hearing procedure, the designee shall assess a penalty appropriate
to the charges and shall inform the student of such action in writing. The decision
of the designee may be appealed as outlined in FMA (LOCAL).

c. Prepare a complaint and proceed as outlined in FMA.

Summary suspension

The designee of the College President may immediately suspend a student pending a hearing,
if the continuing presence of the student poses a danger to persons or property or an ongoing
threat to the academic process.
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Suspended students

No former student who has been suspended for disciplinary reasons from the College shall be
permitted on the campus or other facilities of the College during the period of suspension
without the prior written approval of the College President or a designated representative.
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OFFICES FOR ASSISTANCE

SUCCESS CENTER

The Success Center (SC) offers varied campus and community services. Assessment services
include the THEA Quick Test and Compass for degree majors and WorkKeys for certificate
majors. Students take internet tests as well as make-up tests for campus courses in the SC.
The GED test is offered on most Tuesdays, and the ACT test on designated Saturdays as a
community service.

Tutoring for college level coursework is available at no charge to all enrolled students. Peer
tutors recommended by professors assist students in small groups or individually. Special
accommodations for students with documented disabilities are available through the SC.
Students may request services related to testing, note taking, large print, taping, mobility,
interpreting, etc. SC staff works closely with professors to provide these services effectively.
Professors are advised to include this information in their course syllabus.

The Success Center on the Main and the South campuses provide help with basic skills for
students at the developmental and college level. Students enroll in developmental and video
instruction to fulfill the lab component of their lecture courses. Business, health science and
technical students access the lab to improve foundation skills and work-related competencies.
The computer area also allows students access to computers for word processing, e-mail,
internet research and supplemental software.

The SC on the Main Campus also houses free Education Plus services for people in the
community working on basic skills to prepare for the GED test, to improve performance on the
job or to become better qualified to find a job. Education Plus provides a wide range of Adult
Education services and partners with various agencies and school districts in the area to help
people improve their life situations.

Success Center hours include Monday through Friday daytime and evenings. Hours are posted
at the beginning of each semester. For information, call 903-463-8721.

ADMISSIONS OFFICE

Located in the Administrative Services Building, the Admission and Records Office is open from
8:00 a.m. until 6:00 p.m., Monday through Thursday when regular term classes are in session.
During the summer terms while evening classes are in session, the Admission and Records
Office is open until 6:00 p.m., Monday through Thursday.

Any guestions or problems concerning evening operations of the College should be referred to
the Admission and Records Office, 903-463-8732 or 903-465-6030, or an Assistant Dean or
Department Chair.
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BOOKSTORE

The College Bookstore is located on the first floor of the Student Center and is open from 8:00
a.m. until 6:00 p.m., Monday through Thursday; 8:00 a.m. until 4:00 p.m. on Friday. Summer
hours vary. Call the bookstore to verify times during summer. A bookstore with limited inventory
is also located on the South Campus. Contact the South Campus for access. Employees of the
college receive a 15% discount on bookstore purchases. Complimentary textbooks should be
ordered from the publisher by the Division Dean or Department Chair.

COUNSELING SERVICES

Counseling Services is located in the Administrative Services Building and provides services for
students from 8:00 a.m. to 6:00 p.m., Monday through Thursday, during the long semesters.
During summer sessions the hours of operation are 7:00 a.m. to 6:00 p.m., Monday through
Wednesday and until 4:00 p.m. on Thursdays.

Professional counselors are available to assist students in career planning, selecting programs
of academic studies, job placement and solving problems of personal or social natures.
Counseling Services also provides information for veterans, single parents, and students in
gender equity programs.

Career Services are available to GCC students and alumni seeking off-campus part-time or full-
time job opportunities. Students may also receive help with resume preparation, interviewing
skills and developing successful job search strategies.

GCC Career Services offers local employers the opportunity to connect with students. Full-time
and part-time off-campus positions are listed on the GCC website under career counseling. For
more information regarding job placement services call Susan Lancaster at 903-463-8694.

FOOD SERVICE

A Snack Bar, Cafeteria and vending machines in various locations provide food service to GCC
students, faculty and staff on the main campus. The Snack Bar and Cafeteria are located on
the first floor of the Life Center. Hours of operation are posted. The Cafeteria in not open
during summer sessions.

The consumption of beverages and/or food is not allowed in classrooms.

INTERNATIONAL STUDENTS OFFICE

Grayson County College welcomes international students where they can complete the first two
years of a bachelor®& degree at a relatively low cost and then transfer to many universities.
GCC typically enrolls over 200 students from over 58 countries. The International Students Club
is an active part of the GCC campus. International student advisors are available at
internationalstudents@grayson.edu .
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LIBRARY

The Library is open Mondays through Thursdays, 7:30 a.m. -- 9:00 p.m.; Fridays, 7:30 a.m. i
4:00 p.m.; and Sundays, 1:00 p.m. i 4:00 p.m. Library hours change according to minimesters,
holidays and summer terms.

GCC has incorporated electronic and traditional sources in order to provide the best service to
students. A multitude of databases can be accessed through the library section of the Grayson
website. Many databases may be accessed off campus with the appropriate login and
passwords. Databases include: Britannica Online, Dallas Morning News Archive, American
Historical Newspapers colonial time to early 20" century, Lexis-Nexis legal information, Heritage
Quest and Sanborn Maps, JSTOR, the U.S. History Collection, the Shakespeare Collection,
Ebscohost which includes thousands of journal titles, Gale Group which supports literary
research and Netlibrary a compilation of online book titles, and more.

Library computers have Microsoft Office, Adobe Photoshop, food and nutrition software, and
literature resources including War Poets, Mythology, and Hamlet.

The library is wireless and allows for laptop use and also has laptops available for faculty
checkout for instructional purposes. There is a collection of over 60,000 items including books,
dvds, audio cds and videos for student and faculty use. A scanner, one copier and all
computers are networked to a printer and are available to both professors and students.
Individual study rooms are also available.

In addition to working one-on-one with the students, the Librarian provides tours at which basic
Internet access, introduction to databases, and library collections are covered. Professors may
schedule subject-specific bibliographic instruction sessions for classes.

The GCC library is a member of several organizations that encourage resource sharing and

regional cooperation. Locally, GCC is a member of BARR, the Bibliographical Association of

the Red River, which also includes the Sherman Public Library and Denison Public Library.

On a statewide basi s, GCCbs Learning Resource Cen
membership includes the TexShare card that allows students, staff and faculty to checkout

materials from other TexShare libraries.

Periodical articles and books not available locally can be borrowed from other libraries through

the Interlibrary Loan Program. To all evClCar ti cip
and a member of AMIGOS. Currently, users should allow 2 i 4 weeks for delivery of an

interlibrary loan item.

PUBLIC SAFETY -- CAMPUS POLICE

Grayson County College employs experienced and professional public safety officers and office
staffs to help create a safe environment in which to work, learn, and play. College public safety
officers are certified by the Texas Commission on Law Enforcement Officer Standards and
Education and are commissioned by the college board of trustees as peace officers.
Additionally, most officers are also certified as either Emergency Care Attendants or Emergency
Medical Technicians by the Texas Department of Health and are certified as structural
firefighters by the Texas Commission on Fire Protection.
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Campus Public Safety Officers maintain security coverage of students, faculty, and college
facilities from 7:00 a.m. i 5:00 p.m. Should an emergency arise after 6:00 p.m., the Admissions
Office should be contacted for assistance.

The Public Safety Office is responsible for regulating traffic and parking on campus and for
issuing parking permits. College Public Safety Officers monitor weather conditions at the
college and assist in activation of the weather alert sirens when a tornado is sighted.

Officers render assistance on vehicle lock-outs, boosting of dead vehicle batteries, and assisting
with flat tires. Officers also provide on-site security for athletic and other special events being
held on campus.

LIFE CENTER T OFFICE OF STUDENT PROGRAMS AND ACTIVITIES

TheLifeCent er , fistr es sonrthe @CCcMain campus heusés ¢he Office of
Student Programs and Activities. The objective of this office is to offer a variety of quality
recreational and social experiences that act as a diversion from the inevitable stresses
associated with the college environment. Programs and services are as diverse as the
clientele. Recreational activities are planned to encourage development of healthy lifestyles
outside the classroom, laboratory, office and residence hall.

The Life Center facilities include a T.V. Lounge, Snack/Vending area, Game area (Ping pong,
billiards, electronic games, foosball, etc.), Student/Employee ID card area, and Office of Student
Programs and Activities.

Services

GCC Photo ID cards are produced in the Office of Student Programs and Activities. Hours of
operation are posted on bulletin boards in the Life Center. Employees are encouraged to get an
ID card. Photo ID cards are required for professors with students at clinical sites.

Activities and Special Events

An EVENTS CALENDAR posted on the GCC homepage details the daily, weekly or monthly
activities and special events. GCC employees are encouraged to participate in these activities.
Sample activities include a Welcome Back to School Luncheon, Late Night Student Breakfasts,
Karaoke Sing Along, First Friday Connection (monthly complimentary breakfast for all GCC
employees from 7:30 7 9:00 am in the Cafeteria), International Festival of Cultures, DJ Dance,
Student Night at GCC Golf Course/Driving Range, College Idol/Talent Show, Spring Fest and
much more.
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MEMBERS OF THE BOARD OF TRUSTEES
MrS. RUDY JO WIllIIMS........eiiiiiiiiie et President
(Term expires 2013)
DI, MAIY MOSES... ..ttt bbb aae e s eeseessssessseseseseesesesesesnnssesesees Vice President
(Term expires 2011)
MS. JANEE GOLL.......oeieei e e e e e e e e e e e e e e e e eeeeeeeas Secretary
(Term expires 2011)
Mr. RaAIPN JONES......ccoiiiiee s Member
(Term expires 2013)
MI. BOBDY BIOWN. ....ciiiiiiiiitie et e e e s Member
(Term expires 2009)
YT ST (Y Fod = 1 o [o T TSR UPUR TR Member
(Term expires 2009)
MI. JACK NOIMIBIN. ...ttt e e e e e e e e e e e bne e Member

(Term expires 2011)

Grayson County College Administrators

Dr. Alan Scheibmeir President

Mr. Giles Brown Vice President for Business Services

Dr. Jeanie Hardin Vice Presidenfior Instruction

Mr. Gary Paikowski Vice President foinformation Technology

Dr. Roy Renfro Vice President for Resource and Community Development
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Mr. Wendell Williams Vice President for Student Services

Mr. Steve Davis Dean of Workforce Education

Dr. Ann Kirch Dean of Academic Instruction

Dr. Kim Teel Dean of South Campus

Mr. Mark Taylor Assistant Dean of Academic Instruction / Director of Student

Success Initiative

Dr. Patricia Pool Executive Director of the Center for Workplace Learning
Mr. Mike Brown Director of Network Services

Ms. Shelle Cassell Director, Marketing and Public Information
Ms. Tina Dodson Director, Annual Giving

Ms. Kim Faris Director of Admission and Records

Ms. Jean Flick Director, Associate Degree Nursing
Officer Tim Green Director/Chief, Campus Public Safety

Mr. Mike Hurley Director, Golf Course

Mr. Danny Hyatt Director, Fiscal Services

Ms. Donna King Director of Financial Aid

Ms. Barbara Malone Director, Counseling Services

Mr. Gregg Miles Director,Student Programs and Activities
Dr. Deborah Plyler Director of Institutional Effectiveness
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Dr. Karen Stidham

Dennis Westman

Paula Cavender

Ms. Susan Lancaster

Ms. Jean Metcalf

Ms. Brenda Fox

Ms. Lisa Hebert

Director, Small Business Development Center

Director of Distance Learning

College Connection Coordinator

Counselor

Counselor/Veterans Coordinator

Manager, Book Store

Librarian
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APPENDIX C

GRAYSON COUNTY COLLEGE
PROFESSOR CONTRACT

«Date Issued»

Date Issued

STATE OF TEXAS
COUNTY OF GRAYSON

This contract entered into by and between the Board of Trustees of Grayson County College, hereinafter
called the Employer an&kFIRSTNAMExMIDDLENAME>xLASTNAMEshereinafter called the Professor,
WITNESSETH:

1. The Employer hereby agrees to employ the Professor and the Professor hereby agrees thesEmployer
by engaging in classroom instruction of acaderfitart Date»and ending on or aboukEnd_Date»unless
terminated at an earlier date by the mutual consent of both parties hereto or @umstio the provisions
hereinafter set forth.

2. The Employer agrees to pay to the Professor, per annum for the services rendered by the Professor pursuant
to this ContractgSalary»to be paid inkPayments»equal monthly installments beginning efPay Date»

3. Itis understood and agreed by both parties that a community college, by its very nature is an institution that
operates both day and evenings, on campus as well as affther the regular duties of a Professor may include
the necessity for assignments during any or all of these periods and locations.

4. It is understood and agreed by the parties to this agreement that the Professor shall teach to the best of his
or her «ill and ability, and shall be governed by and discharge the duties required by the school laws of this

State and such local rules and regulations as are in effect at this time or may be adopted by the Employer during
the life of this contract.

5. The Emlpyer may terminate the employment of the Professor at the end of the contract period set forth
herein if, in the judgment of the Employer, the best interest of Grayson County College will be served.

6. SPECIAL PROVISIONS/INFORMATION:
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7. The Professagrees to comply with Employer's policies as promulgated at
http://www.tasb.org/policy/pol/private/091501/and all other official directives, assignments, and institutional
procedures and practices.

8. Pursuant to Employer policy DMAB, professors mayhbeenewed at the end of their contract tern{See
also DMAA). Professors may grieve the action or seek other remedial actions as prescribed by Employer policy
DMAB Local.

9. Pursuant to Employer policy DMAA, professors may be dismissed for good ttanmgdime. Good cause
includes, but is not limited to, the following:

a. Inefficiency or incompetence in performance of duty.

b. Failure to comply with such reasonable requirements as the College District may prescribe for achieving
professional improvementral growth.

c. Failure to comply with official directives, administrative assignments, and established Board policy. This
includes, but is not limited to, the standards of professor conduct articulated in policy DHA.

d. Physical and/or mental incapacity, previeny performance of the contract.

Falsification of pertinent information regarding professor's application for employment, regardless of

when the falsification is discovered.

Excessive absence, tardiness, or premature dismissal of class or depanuedri assignment.

Theft, physical violence, and disruption of working conditions.

Any act or habit rendering the professor ineffective.

Commission of an offense involving moral turpitude. This includes, but is not limited to, conviction of a

felony, alusive use of alcohol and/or illegal drugs.

j. Reduction in force resulting from financial exigency or program change. [See/DMAB

®

Upon notification of dismissal, the professor may grieve the action or perform other remedial actions as
prescribed by Enipyer policy DMAA Local.

10. The Professor may relinquish his/her position and leave the employment of the Employer at the end of any
school year by written resignation addressed to and filed with the Employer prior to the 1st day of May
preceding the enaf the school year that resignation is to be effective. A written resignation mailed by prepaid
certified or registered mail to the President of Grayson County College at the post office address of the College
shall be considered filed at the time of Hiag).

11. This contract shall be void unless signed by the Professor and returned to the Employer within ten (10) days
of the date of issue.

BOARD OF TRUSTEES OF GRAYSON COUNTY COLLEGE

BY:

President of the College
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APPENDIX D

FACULTY SALARY SCHEDULE

20082009 STEPS REPRESENT GRADUATE HOURS EARNED ABOVE MASTERS DEGREE

YEARS OF 0 6 12 18 24 30 36 42 48 54 60 |DOCTOR

EXPERIENCE A B C D E F G H | J K L
0 39,113| 39,232| 39,743 39,926| 40,291| 40,790| 41,461| 42,154| 42,825| 43,495 44,167| 44,904
1 39,752| 39,921| 40,276| 40,613| 40,972| 41,475| 42,145 42,841| 43509 44,182 44,851 45,594
2 40,436| 40,603| 40,960| 41,295| 41,654| 42,159| 42,830| 43,526 44,196 44,868 45536 46,284
3 41,119 41,288| 41,647| 41,984| 42,338| 42,842 43511 44,216| 44,884| 45557| 46,226| 47,140
4 41,806| 41,970| 42,330| 42,665 43,190| 43,695 44,365 45,067| 45,738/ 46,410/ 47,080| 47,995
5 42,490| 42,658| 43,014| 43,352| 44,044| 44,547| 45219 45921| 46,594| 47,264| 47,934| 48,854
6 43,195| 43,362| 43,729 44,064| 44,936 45441| 46,113| 46,839 47,509| 48,180 48,680 49,778
7 43,888| 44,054| 44,421| 44,756| 45,792| 46,296| 46,968| 47,693| 48,365 49,037| 49,706| 50,641
8 44,575 44,744| 45108| 45611 46,651 47,153| 47,822| 48,555| 49,226| 49,897| 50,566| 51,501
9 45261| 45430| 45,796 46,468 47,509 48,012| 48,680 49,415 50,086| 50,756 51,428| 52,364
10 45,953| 46,121| 46,653| 47,327| 48,365 48,869 49,539| 50,273 50,943| 51,613| 52,284| 53,227
11 46,641 46,808| 47,512| 48,184| 49,222| 49,721| 50,394| 51,130| 51,803| 52,473| 53,145 54,256
12 47,497| 47,665 48,369| 49,039| 50,246| 50,749| 51,421| 52,160/ 52,832| 53,500/ 54,173| 55,450
13 48,355 48,524| 49,226| 50,064| 51,268| 51,772| 52,444| 53,184| 53,856| 54,526| 55,363| 56,647
14 49,212| 49,378| 50,250/ 51,089| 52,462| 52,965 53,635/ 54,380 55,050| 55,723| 56,560 57,843
15 50,068| 50,404| 51,273| 52,111| 53,655 54,158| 54,828| 55574| 56,246 56,916/ 57,806| 59,040
16 50,925| 51,260/ 52,130| 52,970| 54,679| 55,183| 55,855| 56,601| 57,273| 57,943 58,948/ 60,405
17 51,780| 52,116/ 52,990| 53,828/ 55,534| 56,037| 56,876| 57,630| 58,298 58,972| 59,976| 61,769
18 52,303| 52,638/ 53,509 54,515| 56,393| 56,896| 57,733| 58,151| 58,823| 59,494 60,498 62,294
19 52,826| 53,161| 54,030| 55,036| 57,083| 57,584| 58,256 58,679| 59,347| 60,019| 61,026] 62,821
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20 53,178| 53,514| 54,385| 55,392| 57,436| 57,940| 58,608 59,031 59,705 60,376 61,547 63,345
21 53,532| 53,870| 54,737| 55,743| 57,793| 58,293| 58,964| 59,387 60,057 60,727 61,901 63,874
22 53,720 54,055 54,924 55,933| 57,973| 58,479| 59,149| 59,575| 60,247| 61,084 62,259 64,398
23 53,903| 54,240, 55,112 56,116] 58,161| 58,663| 59,332| 59,764| 60,436| 61,273| 62,613 64,923
24 54,090 54,428| 55,295 56,301] 58,346] 58,850] 59,520| 59,951| 60,621| 61,461 62,803 65,285
25 54,277| 54,612| 55,481 56,488 58,532| 59,035 59,708 60,141] 60,811 61,650 62,991 65,642
26 54,463| 54,797| 55,669| 56,677 58,718| 59,223| 59,893| 60,330 61,000] 61,838 63,180 66,000
27 54,648 54,982 55,855 56,861 58,906| 59,408| 60,080 60,517 61,190 62,029| 63,370 66,183
28 54,831| 55,167 56,037 57,043] 59,094| 59,597| 60,267 60,704 61,375 62,212| 63,554 66,367
29 55,015 55,350 56,221 57,230 59,277| 59,781| 60,451| 60,886| 61,558| 62,396| 63,742 66,551
30 55,197| 55,533 56,404 57,413] 59,462| 59,965| 60,640 61,077 61,747 62,586| 63,928 66,733
31 55,381 55,717 56,586 57,595| 59,648| 60,150 60,822| 61,257 61,930| 62,769| 64,112 66,914
32 55,561| 55,898, 56,769, 57,779| 59,830 60,336 61,006 61,441| 62,116] 62,953| 64,296 67,095
33 55,742| 56,079 56,949, 57,960 60,015 60,520| 61,192| 61,624| 62,295| 63,139| 64,483 67,279
34 55,922| 56,259 57,131| 58,142 60,197 60,702| 61,377 61,808 62,478 63,319] 64,665 67,462
35 56,100{ 56,441 57,308 58,320 60,380| 60,883] 61,555| 61,987| 62,663| 63,503 64,849 67,642
36 56,200{ 56,541 57,408, 58,420 60,480 60,983| 61,655| 62,087 62,763| 63,603| 64,949 67,742
37 56,300{ 56,641 57,508| 58,520 60,580| 61,083] 61,755| 62,187 62,863| 63,703] 65,049 67,842
38 56,400{ 56,741 57,608, 58,620] 60,680 61,183] 61,855| 62,287| 62,963| 63,803| 65,149 67,942
39 56,500{ 56,841 57,708 58,720 60,780| 61,283] 61,955| 62,387| 63,063| 63,903| 65,249 68,042
40 56,600{ 56,941 57,808, 58,820 60,880| 61,383] 62,055| 62,487| 63,163| 64,003] 65,349 68,142

ADDENDUM TO FACULTY SALARY SCHEDULE

Salary for all faculty at Grayson County College is determined by evaluating teaching and work experience in the fialdybeinthdevel in

which faculty are placed on the Faculty Salary Schedule is determined by the following:
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Academic Instruction:Each year of previous experience will be accepted up to a maximum of 10 $eps10 is the maximum level at which
a new academic irtsuctor can enter the Salary Schedule.

Career and Technical Instructiontf the technica2 OOdzLJ G A2y f Ay AaA(GNHzZOG2NJ R2Sa y20 KI @S | al ads
Faculty Salary Schedule is based on the following: 1) two years experighearea taught will be equated to an Associate Degree; 2) two

additional years of experience in the area taught will be equated to a Baccalaureate Degree; 3) two additional yearcexpérequate to a

al a6 SNDNa 5S3INBSO NBK deaSA yaTh Hi [8ds KNEB oAyt 0 KLEE HOS GKS AyadNdzOG2NI 4 GKS
If the technica2 OO dzLJr GA2Yy I f AyaGNUHzOG2N OFryy2i YSSG GKA&A NBldZANBYSyiliz GKSe@
Degree tus 0 step.

If the Career and Technical instructor has more than the 6 years of experience in the area being taught, equating thent tétheS NDa f S@Sft 3
additional years will be counted on the basis of one year of experience for one year of collelgimgeexperience to a maximum of ten
additional years.Step 10 is the maximum level at which a new Career and Technology instructor can enter the Salary Schedule.
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