
 

 

 

 

 

 

 

  



 

 

GRAYSON COUNTY COLLEGE 

ADJUNCT 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. 

 
This manual does not constitute a contract between Grayson County 

College and the adjunct professor.  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. 

 
This manual provides information on the academic policies and procedures 

of Grayson County College for the term.  This manual is for information 
purposes and is subject to change. 
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HISTORY 
 
Grayson County College is in the heart of Grayson County and provides a vital link for 

higher education.  GCC’s central location makes it easy for high school graduates to 
obtain an affordable education right here at home, or for adults to begin or continue a 
college-bound track and/or meet professional licensing requirements. 

 
GCC’s strongest calling cards are 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 Viking Baseball team earned National Championship 
titles in 1999, 2000 and 2008 and the Lady Viking softball team placed high in 

conference and regional competitions.  The men’s and women’s basketball teams each 
carry a reputation for achievement as they regularly compete for conference, regional 
and national titles. 

 
Unique course and program offerings are among GCC’s diverse curriculum, including 
Viticulture and Enology (grape growing and wine making).  GCC also offers a highly 

respected nursing program as well as the 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 is a gathering place where educators, private 

industry and government in the Texoma region can 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 the 
Rayburn Collegiate Center in Bonham.  The comprehensive college offers a multitude of 

academic and technical programs to more than 5,000 students annually.  Grayson’s 
reputation is highly respected by surrounding universities 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. 

COLLEGE INFORMATION 
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In August 2003 GCC opened its new Administrative Services Building that provides 
students with the convenience of one-stop admissions, career planning, financial aid, 

housing and more.  The renovation of the Science Building, Center for Interdisplinary 
Studies and Liberal Arts Building were completed in 2008 with upgrades to classroom 
technology.  The Arts & Communication Center, Library and Student Center renovations 

are currently underway.  While the college’s physical plant receives an update, the 
technology available to students also continues to expand.  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. 

 
For more information on the educational opportunities at GCC, call the college at 903-
463-6030 or look for us at www.grayson.edu. 

 

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; freshman and sophomore course in arts and sciences; 
3. Continuing adult education programs for occupational skills or cultural 

enrichment; 
4. Developmental education programs designed to fulfill the commitment to an 

open admissions policy; 

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

6. Workforce development programs designed to met local and statewide needs; 

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

http://www.grayson.edu/
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VISION STATEMENT 

 
Grayson County College is a premier learning college that transforms individuals, builds 

communities, and inspires excellence. 

 
MISSION STATEMENT 
 
The mission of Grayson County College is to cultivate student success and community-
building in North Texas by: 

 
 Recognizing our interdependence with various communities. 

 Providing a broad and dynamic curriculum to support university transfer, career 
technical education, developmental, and community education. 

 Developing innovative curricula and services facilitated by appropriate 
technology. 

 Creating a supportive learning environment. 
 Promoting diversity and cultural enrichment. 

 Supporting economic development. 
 Committing to an institutional effectiveness process for continuous improvement 

in the pursuit of excellence. 
 

PHILOSOPHY STATEMENT 
 
Grayson County College, as the community’s college, embraces lifelong learning focused 

on educational, cultural, social, and public service activities designed to tangibly enrich 
the individual and our community. 
 

INSTITUTIONAL GOALS 
 

1. Dream Catchers:  Meet the current and future educational needs of a diverse 
population. 

2. Resource Management Team:  Increase and maximize the use of resources of 

the College. 
3. Recruit and Retain:  Maximize enrollment. 
4. No Job Left Behind:  Attract and retain quality faculty, staff and administration. 

5. Supportive Learning Environment:  Provide a supportive learning environment. 
6. Summit:  To be perceived as an excellent institution of higher education. 

 

FACULTY ASSOCIATION 
 

The Grayson County College Faculty Association exists at the College by the authority 
granted from the Trustees and shall operate within the framework of a constitution 



 
10 

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. 
 
 ARTICLE II – Membership (amended January 2000) 

Professional membership of this association shall be 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 shall enjoy all the privileges of 
the association except voting and holding office. 
 

The Faculty Association President represents the association by sitting on the Executive 
Council, which meets weekly.  In addition, each area of the College has a faculty 

representative who attends a monthly Faculty Council meeting following the GCC Board 
of Trustees’ monthly meeting.  It is through participation in the Faculty Association that 
concerns are addressed and brought to the Executive Council.  

 
Regular meetings are held twice a year prior to the beginning of the academic 
semester.  Additional meetings are called as needed.  Dues are only $5.00 a year and 

can be sent through campus mail to the current treasurer. 
 
 Faculty Association President (2009-2010)  Stanley Henderson 

 Faculty Association Treasurer (2009-2010)  James Dering 

 
ADMINISTRATORS 
 
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. 
 

MEMBERS OF THE BOARD OF TRUSTEES 
 
Mr. Bobby Brown .................................................................................. Member 
(Term expires 2015) 

Ms. Janet Gott .................................................................................... Secretary 
(Term expires 2011) 

Mr. Ralph Jones .................................................................................... Member 
(Term expires 2013) 

Mr. Bill McFatridge ................................................................................ Member 
(Term expires 2015) 

Dr. Mary Moses ............................................................................ Vice President 
(Term expires 2011) 

Mr. Jack Norman ................................................................................... Member 
(Term expires 2011) 

Mrs. Ruby Jo Williams ......................................................................... President 
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(Term expires 2013) 

 

MEMBERS OF THE ADMINISTRATION 
 
Dr. Alan Scheibmeir ............................................................................ President 

Mr. Giles Brown ........................................... Vice President for Business Services 

Mr. Wendell Williams ..................................... Vice President for Student Services 

Dr. Roy Renfro ................ Vice President for Resource & Community Development 

Dr. Jeanie Hardin ................................... Vice President for Instructional Services 

Dr. Ann Kirch ........................................................ Dean of Academic Instruction 

Dr. Kim Teel ................................................................... Dean of South Campus 

Mr. Steve Davis ..................................................... Dean of Workforce Education 

Mr. Gary Paikowski ..............................Vice President for Information Technology 

Dr. Debbie Plyler ........................................... Director, Institutional Effectiveness 

Ms. Shelle Cassell ..................................... Director, Marketing/Public Information 

Mr. Stanley Henderson .......................................... President, Faculty Association 

 
DEPARTMENT OF ACADEMIC STUDIES DIVISION 
 

Open .................................................................... Dean of Academic Instruction 
(Phone:  903-463-8608; e-mail open) 

Mr. Mark Taylor .................................. Assistant to Dean of Academic Instruction 
(Phone: 903-463-8736; e-mail tmarkt@grayson.edu) 

Mr. Steve Black .................................. Department Chair, Arts & Communications 

(Phone: 903-463-8662; e-mail blackst@grayson.edu) 

Ms. MaryYetta McKelva......................... Department Chair, Literature & Language 

(Phone: 903-463-8623; e-mail mckelvam@grayson.edu) 

Ms. Sherre Mercer .............................................. Department Chair, Mathematics 

(Phone: 903-463-8720; e-mail mercers@grayson.edu) 

Ms. Laurie Williams ................................................... Department Chair, Science 
(Phone:  903-463-8702; e-mail williamslaurie@grayson.edu) 

Mr. Ron Velten .........................Department Chair, Behavioral and Social Sciences 
(Phone:  903-463-8755; e-mail veltonr@grayson.edu) 

 
DEPARTMENT OF HEALTH SCIENCES 

mailto:kircha@grayson.edu
mailto:tmarkt@grayson.edu
mailto:blackst@grayson.edu
mailto:mckelvam@grayson.edu
mailto:mercers@grayson.edu
mailto:williamslaurie@grayson.edu
mailto:veltonr@grayson.edu


 
12 

 
Ms. Jean Flick ............................................ Director of Associate Degree Nursing 

(Phone:  903-463-8687; e-mail flickj@grayson.edu) 

Ms. Barbara Roland ........... Program Director, Drug and Alcohol Abuse Counseling 

(Phone:  903-463-8611; e-mail rolandb@grayson.edu) 

Ms. Gwen Kirk ............................................... Program Director, Dental Assisting 
(Phone:  903-463-8780; e-mail kirkg@grayson.edu) 

Ms. Lori LeFevers ......................... Program Director, Emergency Medical Services 
(Phone:  903-463-8785; e-mail lefeversl@grayson.edu) 

Mr. Alan Jackson ...................... Program Director, Medical Laboratory Technology 
(Phone:  903-463-8779; e-mail jacksona@grayson.edu) 

Ms. April Reed ......................................Program Director, Radiologic Technology 
(Phone: 903-463-8686; e-mail reeda@grayson.edu) 

Ms. Kathy Bredberg .................................... Program Director, Vocational Nursing 
(Phone: 903-415-2507; e-mail bredbergk@grayson.edu) 
 

DEPARTMENT OF CAREERS AND TECHNOLOGY 
 
Open ................................................... Department Chair, Advanced Technology 

(Phone:  903-463-8713; e-mail _____________) 

Mr. Wade Graves ................ Department Chair, Business & Computer Technology 

(Phone: 903-463-8665; e-mail gravesw@grayson.edu) 

Mr. Dwayne Barber ........................................ Department Chair, Career Services 
(Phone: 903-463-8703; e-mail barberd@grayson.edu) 

 
DIRECTORS/COORDINCATORS OF SPECIAL SERVICES AND SELECTED 
ADMINISTRATIVE OFFICES: 
 
Ms. Kim Faris ....................................................................... Director, Admisions 

Ms. Tina Dodson ........................................... Director, Annual Giving/Foundation 

Ms. Theresa Barnett ............................................................... Director, Athletics 

Ms. Brenda Fox .................................................................... Director, Bookstore 

Officer Tim Green ........................................Director/Chief Campus Public Safety 

Mr. Ron deCento .................................................. Director, Continuing Education 

Ms. Barbara Malone ............................................... Director, Counseling Services 

Mr. Dennis Westman ................................................. Director, Distance Learning 

mailto:flickj@grayson.edu
mailto:rolandb@grayson.edu
mailto:kirkg@grayson.edu
mailto:lefeversl@grayson.edu
mailto:jacksona@grayson.edu
mailto:reeda@grayson.edu
mailto:bredbergk@grayson.edu
mailto:gravesw@grayson.edu
mailto:barberd@grayson.edu
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Ms. Tana Adams ................................................................... Enrollment Advisor 

Ms. Tanda Nasche ................................................................. Enrollment Advisor 

Mr. Doug Kirby ...................................................................... Director, Facilities 

Ms. Donna King ............................................................... Director, Financial Aid 

Mr. Danny Hyatt ............................................................ Director, Fiscal Services 

Mr. Mike Hurley ................................................................. Director, Golf Course 

Ms. Marilyn Power .................................................. Coordinator, Human Services 

Dr. Debbie Plyler ........................................... Director, Institutional Effectiveness 

Mr. Doug Kirby ................................................... Director, Maintenance Services 

Ms. Shelle Cassell ..................................... Director, Marketing/Public Information 

Ms. Cynthia Taylor ................................................. Coordinator, Residence Halls 

Ms. Karen Stidham .................................... Director, Small Business Development 

Ms. Susan Lancaster ........................................... Coordinator of Special Services 

Mr. Mark Taylor ......................................... Director of Student Success Initiative 

Mr. Gregg Miles ...................................... Director, Student Programs & Activities 

Ms. Donna McKinney ...........................................................Coordinator, Testing 

Ms. Cindy Powell ..................................................... Director, Texoma Tech Prep 

Open ................................ Coordinator, Tutoring/Special Needs Accommodations 

Dr. Patricia Pool ...................... Executive Director, Center for Workplace Learning 

 
 

 
 
  



 
14 

 
 

 
 
  

S
e
c
t
io

n
 
B
 

E
m

p
lo

y
m

e
n
t
 
I
n
f
o

r
m

a
t
io

n
 



 
15 

 
 

 
 
 

ADJUNCT FACULTY TRAINING 
 

Adjunct faculty are encouraged to attend any and all training sessions that are provided 
by the College.  These sessions are scheduled throughout the academic year and cover 
subjects such as student engagement, meeting learning outcome measures, Blackboard 

operations, etc.   
 

HUMAN RESOURCES INFORMATION 
 
Contract 
 

At the beginning of each semester (Fall, Fall Mid-Semester, Fall Mini-Mester, Spring, 
Spring Mid-Semester, Spring Mini-Mester, Summer 1, Summer Evening and Summer 2), 
adjunct faculty teaching in the Academic Studies or Workforce Education areas will be 

issued a contract for that semester.  This contract is initiated out of the dean’s office or 
by a department chair and will be placed in your campus mailbox approximately one 

week after the start of classes.  The current rate of pay for academic and technical 
courses is $535 per load hour with a minimum enrollment of 14.   Continuing Education 
and Contract Training pay rates are handled separately.  Contracts may be prorated for 

classes that do not meet the minimum enrollment requirement.  The contract must be 
signed and question #5 (regarding retirement funds) must be answered and returned 
to the appropriate dean’s office or the CWL office. 

 
The Personnel Action Form is a three-page document.  Page 1 is to be completed by 
the dean or department chair; page 2 is to be completed by the adjunct employee; 

page 3 consists of a list of acceptable documents needed by the Human Resources 
Coordinator to complete the U.S. I-9 Authorization Form.  You should be given page 3 
by the initiating supervisor.  You must bring the appropriate documentation when 

completing your personnel file.  Once the Personnel Action Form is complete, it will be 
sent to the Human Resources Coordinator for processing and he/she will contact you 
with instructions on completing the appropriate documentation for your personnel file.  

You must complete all required personnel documents 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. 
  

EMPLOYMENT INFORMATION 
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Payroll Checks 

 
Payroll checks will be issued in four equal installments for the Fall and Spring semesters 
for academic and technical courses only.  Contracts for the Fall Mid-Semester, Fall Mini-

Mester, Spring Mid-Semester, Spring Mini-Mester, Continuing Education and contract 
training are normally paid upon course completion.  Fall pay will be received September 
through December; Spring pay will be received February through May on the 24th of 

each month.  If the 24th falls on a weekend, pay will be received on the last working 
day of that week. 

 
Payroll check will be mailed unless other arrangements are made.   Automatic payroll 
deposit is available for those who have been employed at GCC for three (3) consecutive 

months.  Forms are available on the College’s intranet (www.grayson.edu/~stark) or in 
the Business Office. 
 

Retirement 
 
Teacher Retirement Systems of Texas (TRS) rules require that when a member of TRS 

is also employed part time at another educational institution that employment must be 
reported 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:  Adjunct professors who teach during the Fall and Spring semesters 
are entitled to free green fees at the GCC Golf Course.  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.  The 
pass must be renewed each semester the adjunct professor is employed by the College.  

Golf course passes are non-transferable. 
 
Ball Games:  All adjunct faculty and family may attend GCC basketball, baseball, and 

softball games without charge. 
 
 

 
  

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


 
17 

 
  

S
e
c
t
io

n
 
C

 

G
e
n
e
r
a
l 
C

a
m

p
u
s
 
P
o

li
c
ie

s
 
&

 

P
r
o

c
e
d
u
r
e
s
 



 
18 

 
 

 
 
 

 
 

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.): 
 

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

 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. 
 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. 
 Appliances are limited to designated break areas only. 

 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 for 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. 
  

GENERAL CAMPUS POLICIES & 

PROCEDURES 
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EMERGENCY PROCEDURES 
 
1. Before An Emergency Occurs 

a. Know the location of phones in your building and or public phones near your 

building. 
b. Know the location of fire extinguishers and fire alarms in your building and 

become familiar with how to use them. 
 
2. Emergency Numbers (Fire, Police, EMS) 

a. East Campus – 9-911 
b. West Campus, All Public Telephones, & All Dorms – 911 
c. South Campus – 9-911 

 
3. Fire Emergencies 

a. Sound an alarm – Alarm pull stations (alarm boxes) are throughout campus 

buildings. 
b. 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 THE BUILDING, STAY OUT! 
c. If possible, with due regard to personal safety, access and attempt use of a 

portable fire extinguisher on small fires. 

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

e. NEVER IGNORE AN ALARM! 
 

4. Police Emergencies 
a. 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 needed to request 
emergency service. 

b. 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. 

c. Return to the scene, out of any danger area, to await the arrival of Campus 
Police and provide necessary information. 
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5. Emergency Medical Situations 
a. 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. 

b. Return to the incident location (if safe conditions exist), stabilize scene and 
await emergency medical personnel arrival. 

 

6. Tornado Warnings 
a. In the 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. 

b. Once the alert is given, persons should take cover on the lower level, interior 

hallway of the building, away from areas containing large amounts of glass.  
STAY OUT of structures with wide, free-span roofs, such a auditoriums, 
cafeterias, and gymnasiums.  Should winds pick up outside the building and a 

roaring sound is heard, like that of a freight train, with falling hail and the 
sound of breaking glass, persons should take a protective kneeling position 
by crouching, with the head between the knees and hands clasped behind 

the head. 
c. 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 shelter, 

while assuming the protective position noted previously. 
d. As the storm passes, persons should remain in shelter areas until weather 

conditions improve. 

 
7. Gas Leaks 

a. Contact Campus Police and College Maintenance for assistance. 

b. If concentration is significant, open windows and doors. 
c. Evacuate to a safe area. 

d. Move upwind from any smell of gas. 
 
8. Hazardous Spills/Materials 

a. Call 911 operator and give location of spill, production information 
(ingredients/contents of material), volume of spill.  Request assistance of 
campus police. 

b. Request advice on evacuating or sheltering in place. 
c. If advised to shelter in place, move all persons from affected area.  Close up 

and secure the area. 

d. Have all persons breathe through a wet paper towel. 
e. Contact College Maintenance to shut down utilities and HVAC system. 
f. If advised to leave the area, move to a safe area, upwind and away from the 

site of the spill. 
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9. Bomb Threats 
a. Don’t hang up on telephoned threats.  Try to keep the caller talking and 

contact the campus police for assistance when permitted.  If the caller hangs 
up, don’t hang up your phone. 

b. Complete a bomb threat checklist to include the exact date and time the 

threat was received, the exact wording of the threat, the estimated age, race, 
sex, and cultural background of person making the threat.  Include your 
name as the person taking the threat. 

c. Document any background noises heard.  Provide all documentation to 
campus police. 

d. A search of the affected premises may be ordered by the President of the 
College (or designee), assisted by Campus Police and College Maintenance. 

e. If a suspicious device has been located, the building shall be evacuated to a 

point not less than 500 feet from the device. 
 
10. Media Procedures 

a. In an emergency or crisis situation, all media releases are channeled through 
the college Director of Public Information or the college president. 

b. If you are pressed to make a statement to the media, simply state that all 

media requests must come through the above noted persons. 
c. Direct media to an established location, as has been decided by the President 

of the College or Public Information Director, for media information. 

d. Never release the names of any victims to the media until any affected 
families have been notified. 

 

11. Police/Public Safety Non-Emergency Contact Numbers 
a. 903-786-9841 – 24 hour dispatcher 
b. 903-463-8619 or extension 8619, 8:00 a.m. to 4:00 p.m. weekdays 

 

FACULTY SELECTION AND QUALIFICATIONS CRITERIA 
 
The selection, development and retention of competent faculty at all academic levels is 
of major importance to the educational quality of an institution.  The commitment of 

faculty to institutional purposes determines in large measure the effectiveness of the 
total educational program.  An institution must provide evidence that is has employed 
faculty members qualified to accomplish its purpose.  Because of the importance of the 

faculty, the commission on Colleges and its committees will give special attention to all 
criteria pertaining to faculty during institutional evaluations. 
 

  



 
22 

SELECTION OF FACULTY 
 

An institution must show that it has an orderly process for recruiting and appointing its 
faculty.  This process will normally involve developing a pool of qualified candidates and 
interviewing those who appear to be best qualified.  Institutions are encouraged to 

recruit and select faculty whose highest degree is earned from a broad representation 
of institutions.  Recruitment and appointment procedures must be described in the 

faculty handbook or other published documents. 
 
It is expected that an institution will employ faculty members whose highest earned 

degree presented as the credential qualifying the faculty member to teach at the 
institution if from a regionally accredited institution.  If an institution employs a faculty 
member whose highest earned degree is from a non-regionally accredited institution 

within the United States or an institution outside the United States, the institution must 
show evidence that the faculty member has appropriate academic preparation. 
 

Institutions must ensure that each faculty member employed is proficient in oral and 
written communication in the language in which assigned courses will be taught. 
 

ACADEMIC AND PROFESSIONAL PREPARATION 
 

For the purpose of applying the Criteria, a full-time faculty member 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 faculty members 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 least a master’s degree, or hold the 
minimum of a master’s degree with a major in the teaching discipline.  In exceptional 
cases outstanding professional experience and demonstrated contributions to the 

teaching discipline may be presented in lieu of formal academic preparation in the 
above areas.  Such cases must be justified by the institution on an individual basis. 
 

The Commission encourages interdisciplinary courses and recognizes that appropriate 
credentials for teaching may vary.  The institution must document and justify the 

academic and professional preparation of faculty members teaching in such courses or 
programs. 
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Each full-time and part-time faculty member 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 discipline and hold at least a master’s 

degree, or hold the minimum of the master’s degree with a major in the teaching 
discipline. 
 

Each full-time and part-time faculty member teaching credit courses in professional, 
occupational and technical areas that are components of associate degree programs not 

usually resulting in college transfer, or in the continuation of students in senior 
institutions, must possess appropriate academic preparation or academic preparation 
coupled with work experience.  The minimum academic degree for faculty 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. 
 

It is the responsibility of the institution to keep on file for all full-time and part-time 
faculty members 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 faculty 
members with some college or specialized training, but with an emphasis on 

competence gained through work experience.  While competency requirements may 
vary, they should be clearly defined by each institution.  In all cases, faculty members 
must have special competence in the fields in which they teach.  It is the responsibility 

of the institution to keep on file documentation of work experience, certifications and 
other qualifications if these are to be substituted for supplemental formal academic 
preparation. 
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Non-Associate Degree Programs 
 

Faculty members who teach basic computation and communication skills in non-degree 
occupational programs must have a baccalaureate degree and, ideally, should have 
work or other experience which helps them relate these skills to the occupational field.  

Faculty members 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. 

 
Faculty members 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. 
 
 

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.  (Except for 
provisions expressly stated in this policy, the Employee Grievances shall be followed.) 
 

The following is the Grayson County College Policies dedicated to 
harassment/discrimination: 
 

 DAA (LEGAL) 
 DEC (LEGAL) 

 DGBA (LEGAL) 
 DGBA (LOCAL) 
 DH (EXHIBIT) 

 

HIV Policy (Acquired Immune Deficiency) 
 

Health Requirements and Services:  Communicable Diseases 
 
Definition 
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. 
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Basis for Action 
The College’s decisions involving persons who have communicable diseases shall be 

based on current and well-informed medical judgments concerning the disease, the 
risks of transmitting the illness to others, the symptoms and special circumstances of 
each individual who has a communicable disease, and a careful weighing of the 

identified risks and the available alternative for responding to a student with a 
communicable disease. 
 

Nondiscrimination 
The College shall not discriminate in enrollment against any student solely on the 

ground that the student has a communicable disease.  Members of the student body of 
the College shall not be denied access to College facilities or campus activities solely on 
the ground that they have communicable disease.  The College reserves the right to 

exclude a person with a communicable disease from College facilities, programs, and 
functions if the College makes a medically based determination that the restriction is 
necessary for the welfare of the person who has the communicable disease and/or the 

welfare of the other members of the College community. 
 
Privacy 
The College shall comply with all pertinent statutes and regulations which protect the 
privacy of persons in the College community who have a communicable disease.  The 
College shall ensure that procedural safeguards sufficient to maintain the strictest 

confidence about persons who have HIV infection are in effect in all offices of the 
College. 
 

Education 
The College shall develop and maintain a comprehensive education program about HIV 
infection for members of the College community.  The program shall address current 

medical opinions about the nature of HIV infection and its symptoms, methods of 
transmission, types of behavior which increase the risk of transmission of the disease, 

and preventive measures for avoiding infection by the HIV virus. 
 

MAIL PROCESSING 
 
All adjunct faculty will have an individual mail folder that is located at the Main Campus 
Admissions Office in the Administrative Services Building.  You may access your folder 

during the following times: 
 

Regular Semesters: Monday-Friday 

8:00 a.m. – 6:00 p.m. 
 

Summer Semesters:  Monday – Thursday 

7:00 a.m. – 6:00 p.m. 
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Faculty teaching on the South Campus may have their mail sent to the South Campus 
by contacting the Mailroom at (903)463-8709 to make arrangements.  If an adjunct 

faculty is teaching on both campuses, mail should be picked up on the Main Campus 
unless other arrangements have been made. 
 

E-MAIL ACCOUNTS 
 

Grayson County College personnel, including adjunct and part-time personnel, are 
provided with e-mail 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 e-mail 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 (e-mail) be an official communication mechanism with 
faculty and staff, and that all faculty and staff are required to maintain a Grayson.edu 
e-mail address.  This is the only e-mail 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 E-mail Account 
 
Official college e-mail 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 e-mail addresses.  Faculty and staff may activate 
their e-mail accounts by contacting the Information Technology department.  Official e-

mail addresses will be maintained in college information systems and will be included in 
the college’s directory. 

 

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, including part-
time adjunct instructional personnel, may register a vehicle by contacting the campus 
police office located in the current Criminal Justice Building (effective June 2009) on the 

college’s main campus or by contacting any staff member on 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 with their driver’s license 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. 
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Parking 
 

Any vehicle operated or 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, defined as those persons with actual teaching responsibilities in the 
classroom, 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 7 AM to 1 PM weekdays. 
 
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 College’s parking rules and regulations.  An employee 

receiving a campus parking citation should contact the campus police office within ten 
days of the citation to resolve the violation.  A delinquent campus violation may result 
in an additional $10 late fee being added and the vehicle involved being removed from 

campus at owner 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 description of the College’s traffic and parking operations, come by the 
campus police 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 
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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.  The 
following guidelines and procedures shall be followed in the release of public 
information: 

 
Policy Publications 

 
The ONLY publication of the College that expresses in writing official college policy shall 
be the Grayson County College Policies and Procedures Manual.  This publication shall 

take precedence over all other manuals, handbooks, catalogs, bulletins, and any other 
type of printed materials. 
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Procedural Publications 
 

These are publications, not generally intended for the general public, that 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, Residence Hall Handbook.  Although these may 
contain summaries, paraphrasings, or even what may appear to be verbatim excerpts 
from the Grayson County College 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 

 
These are publications and/or media contacts whose chief intent are to promote or 
“market” the college in general or specific departmental, instructional, and/or student 

services in particular.  These publications are designed to make students and the 
general public aware of 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. 

 
To assure factual consistency and accuracy, matters related to content, design, printing 
and distribution shall be coordinated with the Director of Marketing and Public 

Information, in consultation with the appropriate dean or vice president.  No such 
publication shall be created or distributed to the public without this involvement and/or 
approval. 

 
The following guidelines and procedures shall be followed in the release of public 

information:  
 

Interviews:  The Director of Marketing and Public Information shall coordinate 

all pre-arranged interviews with the media.  If an individual is contacted directly 
by the media, the Director of Marketing and Public Information shall be 
immediately notified.  All requests from the media for information concerning 

legal or personnel issues shall be referred to the President or his designee. 
 

News Release:  Members of the faculty, staff, and administration will 

periodically have information and materials for release through mass media.  All 
such information or materials shall be submitted in writing to the Marketing and 
Public Information Office a minimum of ten days prior to the planned publication 

or broadcast date for review and approval.  The Director of Marketing and Public 
Information shall review, edit, amend as necessary, and release the item(s) to 
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local, regional and state media, as appropriate.  Such items include, but are not 
limited to, information about faculty and student accomplishments, campus 

activities, courses, registration, and other such announcements. 
 

Exception:  The nature of the activities and timing of events sponsored by 

athletics, theater, visual arts and Humanities Series are such that, through prior 
agreements with the Marketing and Public Information Office, each may work 
directly with area media.  To ensure continuity and prevent mixed 

communications, the Marketing/Pubic Information Office should be informed as 
these contacts are made. 

 
Public Mailings, Flyers:  The college’s initial impression on the public is often 
based on promotional materials or correspondence issued by its employees.  To 

ensure acceptable quality in terms of visual appearance, consistency, and 
conformance with approved usage of the College's logo, brochures, flyers, 
surveys, bulk letters and other materials for public distribution must be approved 

in advance by the appropriate vice president and the Marketing/Public 
Information Office prior to distribution.  The requesting employee should submit 
a Creative Services Request to obtain the necessary approvals.  The Marketing 

and Public Information Office will provide, if desired, design and editorial 
assistance, but employees and their supervisors are responsible for developing 
content and for providing funding for printing, copying, and mailing costs. 

 
Speaking Engagements:  Employees who are asked, as formal representatives 
of the college, to speak to external groups should obtain prior approval from 

their supervisor and the appropriate vice president or dean and inform the 
Marketing and Public Information Office. 

 

Web Pages:  Material readily available to the public through departmental and 
instructional web pages accessed through the college’s website must be 

approved by the appropriate vice president or dean, Director of Marketing and 
Public Information, and/or the College Webmaster prior to posting. 
 

Cultural Publications 
 
These are publications that 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. 
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Paid Advertising 
 

The content and format of all promotional advertising shall be under the direct 
coordination of the Director of Marketing and Public Information.  It shall be his or her 
duty to assure the factual accuracy and general integrity of all such advertising, for 

broadcast as well as print media, and no advertising shall be placed without his or her 
prior approval. 
 

Exception:  Employment or legal notices shall be coordinated through the Human 
Resources Office or the Vice President of Business Services. 
 
Student Publications 
 

The Viking is the only major student publication of Grayson County College.  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  is open to 

all students at Grayson County College.  The newspaper is provided as a forum of public 
opinion, and views expressed in the The Viking  do not necessarily reflect the policies of 
Phi Theta Kappa International, the GCC Board of Trustees, administration, faculty, or 

staff of Grayson County College.  Material for publication may be submitted to The 
Viking  office.  Volunteers for production and writing may also visit The Viking  office.  
All student publications must contain the following disclaimer:   

 

The material contained in this publication is considered a “student publication” and does 
not necessarily reflect the policies of the GCC Board of Trustees, administration, faculty, 
or staff.  For comments, contact us at (name, address, telephone and, if applicable, e-
mail.) 

 

SEVERE WEATHER POLICY 
 

Closing Policy 

 
Whenever there is doubt as to the conditions of roads that must be traveled in order for 
faculty, staff, and students to arrive on campus, a decision will be made at the earliest 

possible time.  Factors to be weighed in this decision will be:  (1) danger of traveling on 
roads in questionable condition, and (2) need to provide educational services for those 
who could safety travel to the campus.  We will err on the side of safety for the 

majority of those who would come on campus for classes. 
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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 our website (www.grayson.edu) before notifying any other 
entity. 

 
Although, we will call local commercial radio and TV stations next with a decision to 

close, we cannot control when they actually make announcements of closings.  
Announcements will be communicated over local stations as listed below: 
 

FM RADIO AM RADIO TELEVISION 
KLAK 97.5 (Denison) KRLD 1080 (Dallas) KXII-TV 12 
KMKT 93.1 (Denison) KJIM 1500 (Sherman) KTEN-TV 10 

KFYZ 98.3 (Bonham) KFYN 1420 (Bonham) (Cable numbers may vary) 
KLBC 107.1 (Durant) KSEO 750 (Durant) KDFW-FOX 4 
 

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 you have not heard an announcement by 

7:00 a.m., you should assume that the College is open.  We will only notify the media 
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 
 
Should you feel that road conditions in your area are too dangerous, then please do not 

take any undue risks to drive to the campus.  In this event, please call your supervisor 
so that others can provide necessary service to your customers. 
 

  

http://www.cancellations.com/
http://www.grayson.edu/
http://www.grayson.edu/
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STANDING COMMITTEES 
 
Executive Council 
 

The purpose of the Executive Council is to consider general recommendations to be 
made to the Board of Trustees and to consider 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 a wide latitude in performing job-related functions; but when 

functions overlap or conflict, the Council resolves the conflict. 
 
The Council is composed of the Faculty Association President, Vice Presidents, Public 

Information Director, Institutional Effectiveness Director and President who serves as 
chairperson. 
 

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

Committee is composed of the Executive Council and the Director of Admissions and 
Records who serves as chairperson.   
 

Curriculum Committee  
 
The purpose of the Curriculum Committee at Grayson County College 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 Executive Council for further approval. 
 
The committee includes the 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  

 
The Discipline Committee is comprised of the Vice President of Student Services or a 
designee, a student representative, and representatives from Student Services and 

faculty.  It is the responsibility of this committee to review the complaint and determine 
penalties as appropriate.  This committee meets on an as needed basis. 
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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 Grayson County College. 

 
The committee is composed of nine employees with a faculty member majority 
appointed by the President. 

 
Records of the meetings are filed with the committee chairperson. 

 
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, Director of Health Sciences, Director of 
Counseling, Director of Annual Giving, Arts and Communication Department Chair, 

Honors College 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 “Development Leaves of Absence” 
(see Section DEC of Policies and Procedures 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. 
 

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. 
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Committee members include the Athletic Director, a coach, four faculty members, two 
staff members and the Vice President of Business Services.  The Vice President of 

Business Services chairs the committee, which meets at least once a semester. 
 
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. 
 

AD HOC COMMITTEES 
 
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. 
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ACADEMIC FREEDOM 
 

American institutions of higher education have long been considered as bastions of 

freedom.  As such, these institutions have been conducted under the premise that it is 
essential to promote the free search for truth and the concomitant free expression. 
 

It is essential to this philosophy that a faculty member 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.  Faculty must 

be free from the corrosive fear that the community may do irreparable damage to one’s 
professional career because scholarly conclusions differ from the standard view. 

 
Each faculty member of the Grayson County College district is entitled to full freedom in 
the classroom in discussing the subject.  Each faculty member 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 in the Grayson County College district is accompanied 
by an equally demanding concept of faculty responsibility as follows: 
 

1. The fundamental responsibilities of a faculty member as a teacher and a scholar 
include a maintenance and exhibition of competence in one’s field of 
specialization. 

 
2. The exercise of professional integrity by the faculty member includes the 

realization that the community will judge the profession and the Grayson County 

College district by statements.  Therefore, one should strive to be accurate in 
statements, to exercise appropriate restraint, to show respect for the opinions of 

others, and to avoid creating the impression that one speaks or acts for the 
Grayson County College district when speaking or acting as a private citizen. 

 

3. A faculty member should be judicious in the use of controversial material in the 
classroom and should introduce such material only as it has been assigned to 
teach.  It is a teacher’s mastery of the subject and one’s own scholarship which 

entitles one to the classroom and to freedom in the presentation of the subject.  
It is improper for a professor to intrude material which has no relation to the 
subject. 

POLICIES & PROCEDURES  

RELEVANT TO INSTRUCTION 
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4. The faculty should be free to participate in professional organizations. 

 
5. The faculty member should not, during the contractual period, undertake for pay 

extensive activities outside the instructional assignments which would interfere 

with the fulfillment of the task assigned by the institution.  One should not 
exploit the position with the institution to secure outside income or favor in 
competition with nonacademic colleagues. 

 
6. Because academic freedom has traditionally included the professor’s full freedom 

as a citizen, most faculty members 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.  If such 

conflicts become acute, and the professor’s attention to one’s obligations as a 
citizen and moral agent precludes the fulfillment of substantial academic 
obligations, one cannot escape the responsibility of that choice, but should either 

request a leave of absence or resign the academic position. 
 

7. Nothing in this statement on academic freedom is intended to protect an 

incompetent or negligent faculty member or to prevent the institution from 
making proper efforts to evaluate the work of each professor. 

 

ACADEMIC INTEGRITY POLICY AND CONDUCT (STUDENT) 
 
Each student shall be charged with notice and knowledge of the contents and 

provisions of the College’s rules and regulations concerning student conduct. 
 
All students shall obey the law, 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. 
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4. Plagiarism includes: 
a. Using three or more consecutive words of another without placing 

quotation marks around the words or without giving credit to the 
author. 

b. Using another person’s ideas without giving him or her credit. 

c. Submitting another person’s work as one’s own. 
 

5. Collusion is defined as working on any assignment with another person without 

the verbal and/or written permission of the professor. 
 

6. Cheating includes: 
a. Copying work from another student. 
b. Using materials during the examination not authorized by the 

professor/test administrator. 
c. Substituting for another student, or permitting another student to 
take an exam in one’s place. 

d. Using, buying, selling, stealing, giving, or soliciting any assignments 
or examination material. 

 

7. Falsifying records or evidence includes furnishing false or misleading 
information to any college office or representative. 

 

8. A student who owes a debt to the College or who writes an “insufficient funds” 
check to the College may be denied official College records. 

 

9. Violations of the Penal Statutes of Texas or of the U.S. occurring on College 
property or in connection with College sponsored activities, constitute also 
violations of the College’s rules and regulations when such violations affect the 

educational process and goals of the College. 
 

10. Possession or use of firearms on College controlled property except for 
educational purposes that have the prior approval of the appropriate vice 
president. 

 
11. Interference with teaching, research, administration, or the College’s subsidiary 

responsibilities through “disorderly conduct” or “disruptive behavior.” 

 
12. Use of alcoholic or intoxicating beverages and use of drugs not prescribed by a 

physician. 

 
13. 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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14. 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. 
 
15. Endangering the health or safety of members of the College community or 

visitors to the campus. 
 
16. 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 student sign the Academic Integrity statement on the 
next page. 
 

Student Academic Integrity Statement 
 
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: 

i. Using three or more consecutive words of another without placing 

quotation marks around the words or without giving credit to the 
author. 

ii. Using another person’s ideas without giving him or her credit. 
iii. Submitting another person’s work as one’s own. 

 

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: 
i. Copying work from another student. 
ii. Using materials during the examination not authorized by the 

professor/test administrator. 
iii. Substituting for another student, or permitting another student to 
take an exam in one’s place. 

iv. Using, buying, selling, stealing, giving, or soliciting any assignments 
or examination material. 
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D. Falsifying records or evidence includes furnishing false or misleading 

information to any college office or representative. 
 
Should you wish to have your students sign this document, a printable page, including a 
place for student’s signature, is located at the end of this document. 
 

ACCOMMODATIONS FOR SPECIAL NEEDS STUDENTS 
 
Occasionally you will have students with learning or physical disabilities who need 

special accommodations.  Faculty are required to include the following disability 
statement in syllabi: 
 

 Students with special needs should contact the Disability Services 
Coordinator in the 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. 

 
Disability documentation is confidential between the student and Disability Services 

unless the student chooses to reveal it.  Any explicit or implicit reference to a particular 
student and the disability is inappropriate.  Call the Success Center (903-463-8751) for 
more information about special accommodations. 

 

ATTENDANCE (PROFESSOR) 
 
Should the professor be unable to meet his/her assigned class for any reason (sickness, 
emergency, etc.) or find that they will be arriving to class late, it is the professor’s 

responsibility to: 
 

 Notify the appropriate department chair as soon as possible advising them that 

you will be late or absent from class so that substitution can be arranged.  
Saturday/Sunday professors should contact the department chair before 3:30 

p.m. on the preceding Friday. 
 

 Notify the Admissions Office (903-463-8732 for the Main Campus or 903-482-

5726 for the South Campus) prior to the start of your class if you will be absent 
because of a late arising emergency or if you will be late in arriving.  The 

administrator on duty or secretary will meet your class until you arrive. 
 
The adjunct professor will be responsible for paying substitutes based on the following 

rates: 
 

$16.72 per lecture hour 

$11.50 per laboratory hour 
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For extended or multiple absences, the Dean may pro-rate your adjunct contract to 

fairly compensate substitute. 
 
ATTENDANCE (STUDENT) 
 
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 “administrative 

withdrawal.”  In such an instance, the dean will notify the 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 (see THECB Rules and Regulations, Chapter 5, 

Subchapter P, and Vernon’s Texas Codes Annotated 51.306(3).)  In addition, students’ 
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. 
 
The Request for Administrative Drop/Withdrawal form is available in the dean’s office. 

Once completed, return to the appropriate dean’s office for processing. 
 
Student Absences On Religious Holy Days 

 
Pursuant to House Bill 256 (78th Legislature), students are no longer required to notify 

their professors in advance regarding absence due to the observance of a religious holy 
day.  The Bill also 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.  It also includes a provision for 
the resolution of any disputes that could arise regarding the nature of an absence under 
this section, or the provision for a reasonable time in which to make up the work that 

was missed during such an absence. 
 
See College Policy FBD (Legal) for additional information. 
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Internet Course Participation Policy 
 

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 assignments following 
their professors’ directions.  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 Records Office as “No Shows.”  When 

students do not participate in the course 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. 
 

When students are dropped from courses or withdrawn from college because of non-
attendance, students’ eligibility to live in campus housing and to receive financial aid 
can be affected.  In accordance with the College’s Developmental Education Plan, 

students withdrawn from a 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.  When administrative withdrawal occurs, any 
tuition refund will be made in accordance 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. 
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CLASS RECORDS 
 

Record class attendance and grades in the grade book provided by your Division office 
or using a spreadsheet or electronic file of your choice.  Be sure that you submit hard 
copies of student records to your department chair at the end of each semester. 

 
Maintain accurate records for each student in a class and be able to verify a student’s 

attendance and/or progress at any time during the semester for financial aid, grants, 
loans, etc. 
 

Rosters MUST be certified on the census date of each semester (usually the 12th class 
day).  You will access your official roster by utilizing the Faculty Web Access of Campus 
Connect (instructions are located in Section E of this document.)   

 
Final Grade Sheets will also be available through Faculty Web Access of Campus 
Connect.  See instructions located in Section E. 

 

COPYRIGHTED MATERIALS  (Policies & Procedures EDD) 
 

Exclusive Rights:  Employees of the District shall comply with the provisions of the 
United States Copyright Law. Subject to certain specific exceptions, as stated below, the 

owner of a copyright has the exclusive rights to reproduce, distribute, perform, or 
display the copyrighted work, or to authorize such reproduction, distribution, 
performance, or display by others. 17 U. S.C. 106 

 
Fair Use:  An exception to the exclusive rights enjoyed by copyright owners is the 
doctrine of fair use. The fair use of a copyrighted work for purposes of teaching, 

scholarship, or research is not an infringement of copyright. The following factors shall 
be considered in determining fair use: 
 

1. The purpose and character of the use, including whether the use is of a 
commercial nature or for nonprofit educational purposes. 

 

2. The nature of the copyrighted work.   
 

3. The amount and importance of the portion used in relation to the copyrighted 

work as a whole. 
 

4. The effect of the use upon the potential market for or value of the copyrighted 

work. 
 

17 U. S.C. 107 
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Displays:  A further exception shall be performance or display of a work by professors 
or students in the course of face-to-face teaching activities in a classroom or other 

similar place devoted to instruction. 17 U.S.C. 110 
 
Guidelines:  Employees who wish to use copyrighted print material and sheet music 

shall follow the guidelines set forth in the "Agreement on Guidelines for Classroom 
Copying in Not-for-Profit Educational Institutions" and "Guidelines for Educational Uses 
of Music." [See EDD (E)] Those guidelines establish a minimum guaranteed fair use, not 

a maximum. Any use that falls within those guidelines is a fair use; any use which 
exceeds these guidelines shall be judged by the four factors stated above and may be 

subject to challenge. Any determination regarding whether a use that exceeds the 
guidelines is a fair use shall rest with an appropriate court of law. 
 

Prohibitions:  Notwithstanding the fair use guidelines, the following shall be 
prohibited: 
 

1. Copying of print materials and sheet music to create or replace or substitute for 
anthologies, compilations, or collective works. This prohibition against 
replacement or substitution applies whether copies of various works or excerpts 

are accumulated, or reproduced and used separately. 
 

2. Copying of or from works intended to be "consumable" in the course of study or 

teaching. These works include workbooks, exercises, standardized tests, test 
booklets, answer sheets, and like consumable material. 

 

Copying shall not substitute for the purchase of books, publishers' reprints, or 
periodicals; be directed by higher authority; or be repeated with respect to the same 
item by the same teacher from term to term. 

 
No charge shall be made to the student beyond the actual cost of the photocopying. 

 
Additional prohibitions regarding the use of music are: 
 

1. Copying for the purpose of performance, except as permitted under the 
"Guidelines for Educational Use of Music." 

 

2. Copying for the purpose of substituting for the purchase of music, except as 
permitted under the "Guidelines for Educational Use of Music." 

 

3. Copying without inclusion of the copyright notice that appears on the printed 
copy. 
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Reference:  "Agreement on Guidelines for Classroom Copying in Not-for-Profit 
Educational Institutions" and "Guidelines for Educational Use of Music" contained in the 

historical note following 17 U.S.C. 107 
 
Broadcast Programs:  Broadcast programs, including commercial and public 

television and radio, shall not be videotaped or tape recorded for reuse without 
permission, except within the following guidelines: 
 

1. A broadcast program may be recorded off-air simultaneously with broadcast 
transmission (including simultaneous cable retransmission) and retained by a 

District school for a period not to exceed the first 45 consecutive calendar days 
after date of recording. At the end of that retention period, off-air recordings 
shall be erased or destroyed. 

 
2. Off-air recordings may be used once by individual teachers in the course of 

relevant teaching activities and repeated once only when instructional 

reinforcement is necessary during the first ten consecutive school days within the 
45-calendar-day retention period. "School days" are actual days of instruction, 
excluding examination periods. 

 
3. Off-air recordings shall be made at the request of and used by individual 

teachers and shall not be regularly recorded in anticipation of requests. No 

broadcast program shall be recorded off-air more than once at the request of the 
same teacher, regardless of the number of times the program is broadcast. 

 

4. A limited number of copies may be reproduced from each off-air recording to 
meet the legitimate needs of teaching under these guidelines. Each such 
additional copy shall be subject to all provisions governing the original recording. 

All copies of off-air recordings shall include the copyright notice on the broadcast 
program as recorded. 

 
5. After the first ten consecutive school days, off-air recordings may be used up to 

the end of the 45-calendar-day retention period only to determine whether or 

not to include the broadcast program in the teaching curriculum and shall not be 
used in the District for student exhibition or any other non-evaluative purpose 
without authorization. 

 
6. Off-air recordings need not be used in their entirety, but the recorded programs 

shall not be altered from their original content. Off-air recordings shall not be 

physically or electronically combined or merged to constitute teaching 
anthologies or compilations. 

 

17 U.S.C. 107 historical note 
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Guidelines For Educational Uses Of Music 
 

Permissible Uses: 
 
Emergency copying to replace purchased copies which for any reason are not available 

for an imminent performance provided purchased replacement copies shall be 
substituted in due course. 
 

For academic purposes other than performance, multiple copies of excerpts of works 
may be made, provided that the excerpts do not comprise a part of the whole which 

would constitute a performable unit such as a section, movement or aria, but in no case 
more than 10% of the whole work.  The number of copies shall not exceed one copy 
per student. 

 
For academic purposes other than performance, a single copy of an entire performable 
unit (section, movement, aria, etc.) that is (a) confirmed by the copyright proprietor to 

be out of print or (b) unavailable except in a larger work, may be made by or for a 
teacher solely for the purpose of his or her scholarly research or in preparation to teach 
a class. 

 
Printed copies which have been purchased may be edited or simplified provided that the 
fundamental character of the work is not distorted or the lyrics, if any altered or lyrics 

added if none exist. 
 
A single copy of recordings of performances by students may be made for evaluation or 

rehearsal purposes and may be retained by the educational institution or individual 
teacher. 
 

A single copy of a sound recording (such as tape, disc or cassette) or copyrighted music 
may be made from sound recordings owned by an educational institution or an 

individual teacher for the purpose of constructing aural exercises or examinations and 
may be retained by the educational institution or individual teacher.  (This pertains only 
to the copyright of the music itself and not to any copyright which may exist in the 

sound recording.) 
 
17 U.S.C. 107 historical note 

 

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.  

Please protect these numbers and do not make them available to students. 
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In compliance with the copyright policy, the following guidelines should be followed: 
 

Single Copying for Teachers 
 

1. A single copy may be made of any of the following by or for a teacher at his or 

her individual request for his or her scholarly research or use in teaching or 
preparation to teach a class: 
 

a. A chapter from a book. 
b. An article from a periodical or newspaper. 

c. A short story, short essay, or short poem, whether or not from a collective 
work. 

d. A chart, graph, diagram, drawing, cartoon, or picture from a book, 

periodical, or newspaper. 
 

2. 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 teacher giving the course for classroom use 

or discussion, provided that: 
 

a. The copying meets the test of brevity and spontaneity as defined below. 

b. The copying meets the cumulative effect test as defined below. 
c. Each copy includes a notice of copyright. 
d. Definitions 

i. Brevity 
ii. Poetry 

1) A complete poem if less than 250 words and if printed on 

not more than two pages or  
2) from a longer poem, an excerpt of not more than 250 

words. 
iii. Prose 

1) either a complete article, story, or essay of less than 2,500 

words, or  
2) 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 in “1)” and “2)” above may be 
expended to permit the completion of an unfinished line of a poem 

or of an unfinished prose paragraph.) 
 

e. Illustration:  One chart, graph, diagram, drawing, cartoon, or picture per 

book or per periodical issue. 
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f. “Special” works:  Certain works in poetry, prose, or in “poetic prose” 
which often 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.  Paragraph (b) above 
notwithstanding such “special works” may not be reproduced in their 

entirety; however, an 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. 

 
g. Spontaneity 

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

ii. 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. 

 
3. Cumulative Effect 

 

a. The copying of the material is for only one course in the school in which 
the copies are made. 

 

b. 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. 

 
c. There shall not be more than nine instances of such multiple copying for 

one course during one class term. 

 
(The limitations stated in “b” and “c” above shall not apply to current 

news periodicals and newspaper and current news sections of other 
periodicals.) 
 

COMPUTER USE POLICY (Policies & Procedures CRA) 
 
Grayson County College provides each of its students, faculty and staff with one or 

more computer accounts that permit use of the college’s computer resources.  Use of 
these resources is a privilege, not a right,  When using these resources, individuals 
agree to abide by the applicable policies of the College, as well as federal, state and 

local laws.  The College 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. 
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Applicable Policies, Procedure And Law 
 

The policies and procedures which apply to users of College computer resources 
include, but are not limited to, this policy, as well as College policies against 
harassment, plagiarism, and unethical conduct and any procedures which govern 

computer usage at a particular facility on campus.  Laws which apply to users of College 
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 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 manuals and  other 
documentation.  Data includes all files, regardless of size or storage media, e-mail 

messages, system logs, and software (commercial or locally developed). 
 
Principles 
 
The following principles address the general philosophy of Grayson County College on 
computer use and security.  These principles apply to and are binding on all users of 

College computer resources: 
 

 Authorized Use:  Grayson County College provides computer resources for the 

purpose of accomplishing tasks related to the College’s mission. 
 

It should be noted that the use of some of the computers, networks, and 
software located on the College campus may be dedicated to specific aspects 
of college missions or that limit their use or access. 

 
 Students, including incoming students who have paid their fees, shall be 

allowed to use the College’s computer resources for school-related and 
incidental purposes, subject to this policy and other applicable College 
policies; state and federal law; and as long as personal use does not result in 

any additional costs to the College.  Graduate students and students who 
leave the College for any reason will 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 shall be allowed to use computer resources in 
accordance with this and other applicable College policies.  Incidental 

personal use of computer resources by employees is permitted, subject to 
review and reasonable restrictions by the employee’s supervisor; adherence 
to applicable College policies and state and federal law; and as long as such 

usage does not interfere with the employee’s accomplishment of his or her 
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job duties and does not result in any additional costs to the College.  When 
an employee terminates employment, his or her access to the College’s 

computer resources will be terminated immediately. 
 
 Freedom of Expression:  Censorship is not compatible with the goals of higher 

education.  Grayson County College 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 College’s computer systems should be aware that 

computer use may be 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 and other users of 

the computer system.  Anyone using the College’s computer systems 
expressly consents to monitoring on the part of the College for these 
purposes and is advised that if such monitoring reveals possible evidence of 

criminal activity, College administration may provide that evidence to law 
enforcement officials.  Further, all users should understand that the College is 

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

 

 Intellectual Property:  All members of the College 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.  Further, computer software purchased or leased by the 

College is the property of the College 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 computer 
resources may not be transported without appropriate authorization. 

 

Misuse of Computing Resources 
 
The following actions constitute misuse of the College’s computer resources and are 

strictly prohibited for all Users: 
 

1. Criminal and Illegal Acts. College computer resources are not to be used in support 

of or for illegal activities. Any such use will be reported and dealt with by the 
appropriate College authorities and/or law enforcement agencies. Criminal and 
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illegal use may involve, but is not limited to, unauthorized access, intentional 
corruption or misuse of computer resources, theft, obscenity, and child 

pornography. 
 
2. Failure to comply with laws, policies, procedures, license agreements, and contracts 

that pertain to and limit the use of the College's computer resources. 
 
3. Abuse of computer resources including, but not limited to, any act which 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 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 which apply at particular computer facilities on campus. 

 

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

 

5. Failure to protect a password or account from unauthorized use. 
 
6. Permitting someone to use another's computer account, or using someone else's 

computer account. 
 
7. Unauthorized use, access or reading of any electronic file, program, network, or the 

system 
 
8. Unauthorized use, access, duplication, disclosure, alteration, damage, or destruction 

of data contained on any electronic file, program, network, or College hardware or 
software. 

 
9. Unauthorized duplication of commercial software. All commercial software is covered 

by a copyright of some form. Duplication of software covered by such copyrights is a 

violation of the copyright law and this policy. 
 
10. Attempting to circumvent, assisting someone else or requesting that someone else 

circumvent any security measure or administrative access control that pertains to 
College computer resources. 

 

11. Use of the College computer system in a manner that violates other College policies 
such as racial, ethnic, religious, sexual or other forms of harassment 
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12. Use of the College's computer system for the transmission of commercial or personal 
advertisements, solicitations, promotions, or political material except as may be 

approved by the Office of the Dean of Information Technology. 
 
Responsibilities of Users 

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

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

others. 
 

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

 

3. A user must report any misuse of computer resources or violations of this Policy to 
their department head or to the Office of the Dean of Information Technology. 

 

4. A user must comply with all reasonable requests and instructions from the computer 
system operator/administrator. 

 

5. When communicating with others via the College computer system, a user's 
communications should reflect high ethical standards, mutual respect and civility. 

 

6. Users are responsible for obtaining and adhering to relevant network acceptable use 
policies. 

 

Responsibilities of Deans, Department Chairs, And Supervisors 
 
1. Ensure that employees within a department receive training to comply with this 

policy. 
 

2. Promptly inform appropriate computer system administrators when employees have 
been terminated so that the terminated employee's access to College computer 
resources may be disabled. 

 
3. Promptly report ongoing or serious problems regarding computer use to the Office 

of the Dean of Information Technology. 

 
Auditor Access of College Computing Resources 
 

Authorized auditors will be provided access to college computer resources and data files 
as needed. 
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Potential Liability for Failure To Adhere To Policy 

 
It is important to note that failure to adhere to this Policy may lead to the cancellation 
of a user's computer access, suspension, dismissal, or other disciplinary action by the 

College, as well as referral to legal and law enforcement agencies. 
 
The following are some 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 computers or 
unauthorized access to stored data, or dissemination of passwords or 
other confidential information to gain access to the College's computer 

system 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 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. 
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 Computer Software Rental Amendments Act of 1990 

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

 

COURSE SYLLABUS 
 

A syllabus is to be developed for each course taught and distributed to all students at 
the FIRST class meeting.  Be sure to give a syllabus to students who may have 
registered late.  A copy of the syllabus and course schedule must be turned in 
to the Dean’s office for each semester.  The copy may be submitted electronically 
to the administrative assistant for the division you are assigned to. 

 
The course syllabus should include at least the following information: 
 

1. Course title, number, and section 
 

2. Professor’s name  

 
3. Means by which students can contact the professor 

 

 Evening Office (903-465-6030).  Messages will be placed in the professor’s 
assigned mailbox. 

 Professor’s home phone number: optional 
 Professor’s business phone number: optional 

 Professor’s e-mail address: optional 
 

*Even though home and business phone numbers and e-mail address are 
optional, it is very beneficial to the professor, the student and support 
staff for the student to have a way to contact you other than leaving a 
message in your mailbox.  You may obtain a GCC e-mail address by 
contacting Frances Haratyk at (903)463-8788 or haratykf@grayson.edu. 

 
4. Textbook, supplies, special equipment 

 

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

 

6. Exemplary objectives, SCANS and institutional learning objectives 
 

7. 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. 
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8. Evaluation Methods:  Describe your class attendance policy if it affects the 
student’s grade.  Make sure you class attendance policy is 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. 

 
9. Special Accommodations Statement:  Students with special needs should contact 

the Disabilities Services Coordinator in the Learning Assistance Center no later 
than the first week of classes.  Once appropriate documentation for the disability 
is received, the Disabilities Services Coordinator will coordinate delivery of 
approved accommodations with students and their instructors. 

 
10. Attendance Policy:  Professors are required to include in their syllabus the 

attendance policy for the course(s) they teach.  This attendance policy must be 
consistent with the GCC Attendance Policy (see Attendance (Student), p. D-6).   
Internet courses should include the Internet course participation policy. 

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

12. Student Behavior:  Describe your expectations for student in maintaining 
classroom decorum and attendance, and in promoting learning. 

 

13. Student Academic Integrity Statement (see page D-5). 
 
14. Prepare a course schedule.  Warn students if the course schedule is subject to 

change. 
 
If you wish to make adjustments in the class syllabus, you may do so as long as you 

maintain course consistency.  You must check with your department chair/program 
director or a full-time professor for your course to get help in making major 

adjustments.  Professors should maintain consistency in lab requirements, outside 
assignments, unit tests, attendance, final exam, course grade, and mastery 
requirements. 
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SAMPLE COURSE SYLLABUS OUTLINE 
 

COURSE SYLLABUS 
COURSE TITLE AND NUMBER (exactly as it appears in the GCC catalog) 

TERM (FALL YEAR, SPRING YEAR, ETC.) 
 
PROFESSOR INFORMATION: Name 
 Phone Number 
 E-Mail Address 
 Hours Available for Consultation 
 Location for Consultation 
 
TEXT(S):  (Name of textbook, author(s), publisher) 

 
COURSE DESCRIPTION:  (Refer to course description in the GCC College Catalog.) 
 
GENERAL COURSE OBJECTIVES:  (Contact your department chair for approved SCANS, EEO’s and 
Institutional Learning Outcomes appropriate for this course.) 
 
METHODS OF INSTRUCTION:  (Lecture, audio visuals, group projects, field trips, lab exercises, special 

assignments, etc.) 
 
EVALUATION METHODS:  (Describe examination policy [including types of exams and approximate 
number] and any additional activities or considerations that affect the course grade.) 
 
GRADING POLICY:  (Include grading scale and how final grade will be determined.) 
 
ATTENDANCE POLICY:  (Policy should at least refer students to the college policy as printed in the 
catalog.  Also, for on-line and hybrid courses, include the Internet Course Participation Policy.) 
 
Students with special needs should contact the Disability Services Coordinator in the Success 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. 
 
Students are expected to maintain classroom decorum that includes respect for other students and the 
professor, prompt and regular attendance and an attitude that seeks to take full advantage of the 
education opportunity. 
 
Student Academic Integrity Statement should be attached on a separate page.  Student signature is 
optional. 
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DUAL CREDIT/CONCURRENT ENROLLMENT INSTRUCTION 

POLICY 
 

Courses for which concurrently enrolled high school students may earn credit for both 
high school and college (“dual credit courses”) must be taught at the college level 
regardless of 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 Dean’s office every semester they are taught. 
 
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. 
 

Faculty 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, even though they may not be 18.  Thus, faculty must 

protect the privacy of these students’ grades.  Requests for private grade or attendance 
information from anyone other than the student or college personnel should be 
forwarded to the GCC Director of Admissions and Records, Kim Faris, at (903)463-8650, 

or to the instructor’s department chair. 
 
To facilitate the sharing of student information with the designated high school dual 

credit liaison, faculty are strongly encouraged to use Blackboard to post grades for all 
their sections.  Training in the use of Blackboard can be arranged by calling Dennis 
Westman at (903)463-2549. 

 

GRADING SYSTEM AND REPORTING 
 

Final grades are mailed to students and recorded on permanent record cards.  Students 
in academic difficulty at mid-term are notified by the professor. 

 
Grayson County College uses the following grading system: 
 

A – The student demonstrates mastery of course content and meets course 
objectives.  The grade of “A” is an exceptional grade attained by students 
demonstrating exceptional performance of college-level work. 
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B – The student demonstrates mastery of course content and meets selected 

course objectives.  The grade of “B” is an above average grade attained by 
students demonstrating above average performance of college-level work. 

 

C – The student demonstrates acceptable competency in course work and meets 
selected course objectives.  The grade of “C” is an average grade attained by 
students demonstrating average performance of college-level work.  Students 

with concurrent enrollment for high school and college credit must maintain a 
minimal grade of “C” in the course. 

 
D – The student demonstrates minimal performance in course work and does 
not meet course objectives.  The grade of “D” is considered unsatisfactory in a 

student’s major field of study, and this grade generally does not transfer. 
 
 F – Failure.  No credit is given for the grade of “F.” 

 
 I –  Incomplete.  The grade of “I” indicates that the student has a valid excuse 

for failure to complete the work required during the semester.  Incomplete work 

should be completed within the regular term.  Failure to remove and “I” during 
the succeeding regular term may result in an “F” being placed on the permanent 
record. 

 
 P – Passing.  Used only for orientation course an credit by award. 
 

 S – Satisfactory.  Used for non-degree courses. 
 
 U – Unsatisfactory.  Used for non-degree courses. 

 
 AU – No-credit.  Used for audited courses. 

 
W – Withdrew passing or dropped before deadline for automatic withdrawal 
date. 

 
Reporting Grades 
 

Final grades are reported using Faculty WebAccess of Campus Connect and must be 
completed by 12:00 noon on the Friday of finals week.  See Section F for instructions 
on using the Faculty WebAccess. 
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MAKE-UP TESTS 
 

The Testing Center in the Success Center on both campuses is a place for students to 
take make-up tests.  Information on the procedures and rules as well as the testing 
forms will be provided to you through your mailbox.  Additional copies are available 

through the Testing Center.  A copy of the “Make-Up Test Form” needs to be filled out, 
attached to the test, and sent to the Testing Center prior to the time the student will be 

required to take the test.  Students will need photo identification and will be required to 
sign the make-up test form.  All tests and materials will be kept safe and will be 
returned to the professors.  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. 
 

PROFESSIONALISM 
 
Faculty Code of Professional Ethics 

 
Professional educators affirm the inherent worth and dignity of all persons and the right 
of all persons to learn.  Learning best occurs in an environment devoted to the pursuit 

of truth, excellence, and liberty.  These flourish where both freedom and responsibility 
are esteemed. 

 
In order to express more adequately the affirmation of our professional responsibilities, 
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. treat all persons with respect, dignity, and justice, discriminating against no one 

on any arbitrary basis such as ethnicity, creed, gender, disability, or age. 

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

3. by example and action encourage and defend the unfettered pursuit of truth by 

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

4. work to enhance cooperation 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 
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performance, and shall seek to enhance that competence by accepting and 
appropriating constructive criticism and evaluation. 

7. make the most judicious and effective use of the college’s time and resources. 
8. fulfill the employment agreement both in spirit and in fact, shall give reasonable 

notice upon resignation, and shall neither accept tasks for which he or she is not 

qualified nor assign tasks to unqualified persons. 
9. support 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 engage in sexual harassment of students or colleagues and shall adhere to 
the college’s policy on sexual conduct. 

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

12. participate in the governance of the college by accepting a fair share of 

committee and institutional responsibilities. 
13. support the right of all colleagues to academic freedom and due process and 

defend and assist a professional colleague accused of wrongdoing, 

incompetence, or other serious offense so long as the colleague’s innocence may 
reasonably be maintained. 

14. not support a colleague whose persistently unethical conduct or professional 

incompetence has been demonstrated through due process. 
15. accept all rights and responsibilities of citizenship, always avoiding use of the 

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

 
*In this code the term “colleague” refers to all persons employed by colleges in the 
educational enterprise. 

 
REFERENCE:  Texas Community College Teachers Association, February 20, 1997. 
 

Professional Attitude 
 

The following list is a guideline for maintaining a professional attitude: 
 
ü Limit your number absences and tardies.  Set a good example for your students. 

ü Maintain boundaries between students and your personal life. 
ü Dress professionally.  Dress and appearance should always be in good taste, 

modest, and not extreme. 

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

ü Model an accepting attitude towards people of different genders, ethnicities, 

religions, races, and cultural backgrounds. 
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Professional Teaching Standards 
 

Grayson County College wants all professors to maintain the highest professional 
teaching standards by following these guidelines: 
 

ü Aim to teach students to master the subject matter and the attitudes appropriate 
to each course taught at the College. 

ü Develop your most effective techniques. 

ü Be receptive to new techniques as necessary to reach the learning styles and 
objectives of all students. 

ü Be knowledgeable about student engagement and active learning techniques.  
Do not limit yourself and your students to traditional lecture styles. 

ü Be aware of and concerned with the broad range of objectives and capabilities of 

the students. 
ü Seek to access learning through more than one of the senses; include audio, 

visual, kinesthetic, and tactile techniques in your class. 

ü Be willing to provide students with advice that promotes their welfare and proper 
educational development. 

ü Make referrals to Student Services as needed. 

ü Meet class promptly and regularly, and expect your students to do the same. 
ü 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.   
ü Unless approved by your department chair, do not administer final exams until 

finals week. 

ü Do not change published meeting times or meeting places unless approved by 
the Assistant Dean or department chair. 

ü Notify the Admissions Office (or the South Campus Administrator) of any 

changes in published meeting times or meeting places. 
ü Be in your classroom and available for conferences with students at least 10 

minutes before formal class begins. 
 

STUDENT COMPLAINT POLICIES 
 
Exclusions – Student complaints regarding discipline and sexual harassment are 
covered by separate procedures.  (See FMA and FLDA, respectively.) 

Purpose – The purpose of this police 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 
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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. 
 

Level Two – If the outcome of the conference with the department chairman or 
student services counselor 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 it 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 conference with the dean or vice president 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 conference with the College President or designee 
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 it to be public. 
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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 One – 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 question. 
 
Level Two – 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 the instructor’s department.  The written appeal should 
contain specific evidence, facts, and documentation to support the student’s appeal.  

The chair or program director should make a 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 

Three.  If the grade being appealed is from a course section taught by the department 
chair or program director, the complaint moves to Level Three. 
 

Level Three – The ad hoc grade appeal committee will hear cases sent directly to it by 
the chair or program director or appealed to it by either the student or the instructor 
and shall be constituted as follows and shall perform the following duties: 

 
a. It shall be an ad hoc committee consisting of three faculty members.  Two 

of the members will be chosen from the field in which the grade is being 

questioned.  The third faculty member of the committee, who shall serve 
as chair, will be appointed by the President of the Faculty Association. 

 
b. The ad hoc 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. 

 
c. The committee must make a recommendation for disposition of the case 

within 30 days of its appointment. 

 
d. All records in the case will be filed with the chair of the department in 

which the grade was originally awarded. 
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Level Four -  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 refusal of the instructor to act in 
accordance with the ad hoc committee’s recommendation or the student’s refusal to 

accept the verdict, may not be appealed to the dean.  The dean shall, 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 Disciplinary Policy 
 

When the dean of students or other designee of the College President receives 
information that a student has allegedly violated a College District policy or 
administrative rule, the dean or designee shall investigate the alleged violation.  After 

completing a preliminary investigation, he or she may: 
 

1. Dismiss the allegation. 

 
2. Summon the student for a conference and notify the student of the right to be 

represented by a person of this or her choice.  If the student wishes to be 

assisted by a representative, the conference shall be postponed until the 
representative can be present; otherwise, the conference shall proceed.  After 
conferring with the student, and/or the representative if necessary, the dean or 

designee shall: 
 

a. Dismiss the allegation. 
 

b. Proceed with the disposition of the violation.  In any case where the accused 

student does not dispute the facts upon which the charges are based and 
executes a written waiver of the hearing procedure, the dean or designee 
shall assess a penalty appropriate to the charges and shall inform the student 

of such action in writing.  The decision of the dean or designee may be 
appealed as outlined in FMA (Local). 

 

c. Prepare a complaint and proceed as outlined in FMA 
 
Summary Suspension 
 
The dean or designee of the College President may take immediate disciplinary action, 
including suspension pending a hearing, against a student for policy violations if the 

continuing presence of the student poses a danger to persons or property or an 
ongoing threat of disrupting the academic process. 
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Suspended Students 
 
No former student who has been suspended for disciplinary reasons from the College 
District shall be permitted on the campus or other facilities of the College District during 

the period of suspension without the prior written approval of the College President or a 
designated representative. 
 

Scholastic Probation 
 

A student shall be placed on academic probation when the cumulative GPA falls below 
2.0. 
 

Scholastic Suspension 
 
A student who is on academic probation shall be suspended for one long semester 

when the cumulative GPA remains below 2.0.  However, a student may enroll in 
summer school or mini-mesters in order to improve the GPA to the required 2.0 to be in 
good standing.  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. 
 
 Exclusions - A student may be removed from scholastic probation during a 

regular semester by maintaining at least a 1.4 grade point average during that 
semester. 

 

Academic Dismissal 
 
Students who experience their third academic suspension shall be dismissed from the 

College District.  Students who are academically dismissed cannot enroll in courses at 
the College District 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. 
 

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 
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Test, passed other approved tests, or if they qualify for an exemption or a waiver, they 
are required under the Texas Success Initiative 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 programs use WorkKeys to 
assess students’ reading and math skills via multiple-choice questions that are work-
related.  WorkKeys takes approximately two hours and currently costs $10.  The 

WorkKeys test is given in the Testing Center on the main GCC campus on Mondays at 
9:30 a.m. and 5:30 p.m. 

 
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.  Faculty teaching developmental courses MUST monitor student attendance 
and administratively withdraw students with excessive absences.  Students are advised 
that withdrawal from their 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.  First, students may achieve a passing score on the THEA Test – 230 for 
reading, 230 for math, and 220 for writing. 

 
A second option is open to students who complete the developmental “exit” course 
(Math 0330; Read 0320; Engl 0320) with a grade of “B” or better.  Students with initial 

assessments that are close to passing are not required to retest and may exit 
developmental work with a grade pf “B” or better in their developmental exit-level 
courses.  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.  Most GCC students take either the THEA Quick Test of 
Compass. 

 
GCC administers the THEA Quick Test on a frequent basis.  Information about 
schedules and procedures is available in both Testing Centers.  Students must pre-

register by paying $10 administration fee; $29 testing fee for National Evaluation 
Systems is due on the test date.  THEA Quick Test scores are available about one week 
after testing.  Passing scores are as follows: 
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   (Scale:  100-300, 2-8 for essay) 

   Reading:  230  
   Math:  230 
   Writing:  6+ on essay or 5 on essay with 59+ ojectives 

 
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 “peak” enrollment times.  The cost of the test if $40. 
 

GCC administers the regular THEA twice a year.  Students may register by obtaining the 
THEA Registration Bulletin or online at 222.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), click on “Quick Links,”; click on “Steps to Register;” click on 

“Testing.” 
 
Exemptions and waivers from Texas Success Initiative requirements are listed in the 

Schedule of Classes under “Assessment Information.” 
 
Students with physical or learning disabilities are not exempt from placement testing 

but may receive testing accommodations by providing appropriate documentation to the 
Special Services Coordinator in Room SC 115. 
 

Contact the Testing Center on the Main Campus (ext. 8724) for more information. 
 

WITHDRAWALS AND DROPS 
 

Withdrawals and Drops (Policies and Procedures FBE-Local) 

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. 

A withdrawal indicates the student is no longer enrolled in any courses at the College. 

A 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. 

http://www.grayson.edu/
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Students who withdraw from the college or drop courses 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 turned 
in to the Admissions & Records Office and all financial obligations to the College have 
been met. 

A student who does not officially withdraw or drop will be given a grade of “F.” 

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. 

Grayson County College will no longer utilize the grades of WP or WF.  

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 mini-mester) will receive a W.  The Office of Admissions will no longer 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. 

Official transcripts of work completed will not be issued unless all obligations to the 
College have been met. 

SB 1231 State of Texas Limit on Drops (Only affects drops occurring after census date) 

Under §51.907 of the Texas Education Code, “an institution of higher education may 

not permit student to drop more than six courses, including any course a transfer 
student has dropped at another institution of higher education.”  This statue was 
enacted by the State of 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 before the drop.  Students 
with questions should contact the Counseling Office or the Office of Admissions & 
Records for more information before dropping a course. 
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Grades of Incomplete 

An “I” grade indicates incomplete coursework.  It may be awarded only when 
approximately 80% or more of the course is completed and only when the student is 
otherwise earning a passing grade.  Until removed, the “I” is not computed in the 

student’s GPA.  The time limit for removing the “I” is no later than the end of the next 
long semester, but may be set for a shorter length of time by the professor by 
recording it on the Incomplete form.  An “I” grade not removed by the end of the time 

limit specified on the Incomplete form will be changed to an “F”.  Grades of “I” are 
updated to a letter grade when the professor notifies the Records Office about the 
grade update before the “F” deadline. 

Students are not required to re-register for courses in which they are only completing 

previous course requirements to change an “I” grade.  In fact, students completing an 
“I” are discouraged 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 course but do not fulfill the requirements for the “I” contract on the initial 
course attempt will receive an “F” as the grade for the initial attempt.)  All drops and 
withdrawals related to repeating courses may count towards the 6-drop limit. 

Students initiate the grade of “I” by initiating the paperwork in the Records and 

Admissions Office and by taking the paperwork to the professor.  The Incomplete form 
and accompanying paperwork must be submitted with the “I” request to the 
department chair and dean.  “I” requests not approved by the appropriate department 

chair and dean will not be accepted. 
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On-line faculty and advisor services: 
 

To Access the System: 
 

1. Turn off any pop up blockers you have active on your system. 
2. Go to http://www.grayson.edu/ 
3. Select the Faculty and Staff Link 

4. Select Faculty Web Access from the list (immediately above the search box) 
5. 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 

 Examples: Administrative Login: ADN_USERNAME (first box) 
       Your Password (second box)* 
 

   Faculty Login:  ADV_USERNAME (first box) 
        (example:  adv_tsmith) 
       Your Password (second box)* 

 
   Adjunct Login:  ADJ_USERNAME (first box) 
        (example:  adj_tsmith) 

       Your Password (second box)* 
 

*First Time Users will use the password “OPENDOOR” (no spaces or dashes) and 
then you will be prompted to set up your own password using the “opendoor” as 
the old password.  (A 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 the last number.  Example:  apple1, apple2, 
apple3) 

 
Available Options 
 

Available options (on left side of screen).  Drop down box should appear once you 
mouse over the menu item. 
 

Two Options Available:  (Menu-bar buttons will change based on whether you select 
“Student Advising” or “Faculty Menu.”) 
  

Faculty Web Access 

http://www.grayson.edu/
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Student Advising (full-time faculty and staff only) 
 

1. View demographics 
2. Review financial aid 
3. Add/drop courses 

4. Course availability 
5. Degree Audit 
6. View schedule 

7. View grades 
8. Unofficial transcript 

9. Advising notes 
 

Faculty Menu (full-time and adjunct faculty only) – Under “ADMINISTRATIVE” 

menu button 
 

1. Course availability 

2. Print a class roster 
3. Submit official class roster (certified roster for day after census) 
4. Grade entry-to-submit your final grades (You will be asked to select the 

term you need for rosters or grades.  Then hit the GO button.  You will 
see a box with your courses listed.  Hit the arrow to the right hand side 
and it will show you all of your courses.  Select the course you want and 

hit the GO button again.  For course availability, you will need to select an 
academic department.) 

 

Certified Rosters 
 
YOU WILL ONLY BE ABLE TO PRINT A CLASS ROSTER OR CERTIFY A ROSTER FOR 

COURSES YOU ARE ASSIGNED TO TEACH. 
 

1. Once your roster is pulled up, you can print it through your browser window. 
2. Option will only be available immediately after census date. 
3. Once the submit button is pressed, the roster is e-mailed to the Registrar’s Office 

as the CERTIFIED ROSTER. 
4. To the right hand side of the student’s name is the box to mark for a student 

that has not attended, previously known as “NO SHOW.”  Please be very careful 
in marking each student’s attendance. 

5. Definition of a “No Show”:  A student who has never attended class or has never 
logged into the internet for the duration of a class period. 

 
Grade Entry 
 

1. Select Grade Entry 
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2. A drop down list box should appear.  Please check to see if your courses are 
listed. 

3. You may enter grades of A, B, C, D, F or I. 
a. The “grades” option will only be available at the end of the semester. 
b. Once the final submission button is pressed at the bottom, you can make 

no changes to the grades.  Official grade change procedures apply after 
this point. 

c. Your grade is directly entered into POISE. 

d. Grades of “I” and “F” will required a “last date of attendance.”  (A box for 
the date will appear next to the grade.  Use date format of mmddyyyy (no 

spaces or dashes). 
e. Grades of “I” require that an “Incomplete Grade” from be on file in the 
Registrar’s Office. 

f. If a student was reported as a “no show” and was not dropped from the 
course, use the first day of class as the last date of attendance for the “F” 
grade. 

g. Grade reports are e-mailed to the Registrar’s Office. 
h. Students will be able to view their grades after the deadline for faculty.  
(“Viewing Grades” and “Posting Grades” will not be open at the same 

time.) 
 
If you have any problems, don’t give up!  Call of e-mail the Admissions & Records Office 

for help! 
 
 williamsje@grayson.edu  or  farisk@grayson.edu 

 Jeanne Williams     Kim Faris 
 (903)463-8732     (903)463-8650 
 

 
 

  

mailto:williamsje@grayson.edu
mailto:farisk@grayson.edu
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Continuing Education 

The Office of Continuing Education provides opportunities for adults and children ages 

newborn to 18 to continue or develop their educational interests.  Children may begin 
their educational exploration through a series of courses that are offered throughout 
the year and each summer at GCC.  Adults may also develop new educational interests, 

as well as acquire new vocational skills or their intellectual interests may be pursued.  
The Office of Continuing Education offers continuing education units (CEU) for credit 
and non-credit courses, conferences, workshops, seminars, and short courses.  Many of 

the courses are community service oriented.  For area seniors, aged 50 and above, the 
Senior Avocational Vocational Education (SAVE) program is available each fall and 
spring semester.  All facilities provided by the College for its credit courses are available 

for SAVE enrollees. 

Admission Requirements 

Admission to the CE program is “first come, first served” regardless of educational 
background by completing the CE enrollment form.  The Texas Higher Education 
Assessment, or THEA, is not required for program entry.  Registration is through the 

CWL Office at (903)463-8765. 

Continuing Education Unit (CEU) Credits 

A CEU is defined as “ten contact hours of participation in an organized Continuing 
Education adult or extension experience under responsible sponsorship, capable 

directions, and qualified instruction.”  For CEU transcripts contact the Registrar’s Office 
at (903)463-8691. 

Course and Instructor Assessment 
 

At the conclusion of each course the instructor will insure that each student completes a 
course assessment using the form to be provided. 
 

Instructor evaluations will be conducted by the Director of Continuing Education on a 
random basis using the CWL Training Evaluation. 
 

  

Continuing Education and 

Center for Workplace Learning 
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Faculty 
CE faculty are adjunct instructors who are professional people from business, 

government, industry, or other colleges and universities with exceptional experience in 
their profession or avocation.  As a general rule adjunct faculty are required to sign an 
adjunct contract.   Adjuncts should note that as a condition of employment this 

handbook must be read and complied with. 
 
Grades 

 
CE Course work is to be graded as either “S” (Satisfactory) or “U” (unsatisfactory).  

Grades will be assigned by the instructor or, in special cases, by the Director of 
Continuing Education. 
 

Graded class rosters are to be turned in by the instructor to the CWL Office no later 
than the first day after course completion. 
 

Payroll 
 
Payroll checks will be mailed out on the 24th of each month if the instruction has been 

completed.  All payroll questions should be directed to the Business Office at (903)463-
8726. 
 

Personnel Action 
 
The Personnel Action form is a three-page document.  Page 1 is to be completed by the 

dean or department chair.  Page 2 is to be completed by the adjunct employee.  Page 3 
consists of a list of acceptable documents needed by the Human Resources Coordinator 
to complete the U.S. I-9 Authorization form.  You should be given page 3 by the 

initiating supervisor.  You must bring the appropriate documentation when completing 
your Personnel File.  Once the Personnel Action Form is complete, it will be sent to the 

Human Resources Coordinator for processing and he/she will contact you with 
instructions on completing the appropriate documentation for your personnel file.  You 
must complete all required personnel documents prior to assumption of teaching duties. 

 
Refunds 
 

A 100% refund is given if the College cancels a class or if a student officially 
withdraws and requests a refund prior to the first class meeting. 
 

Syllabi 
 
Instructors will prepare a course syllabi for their respective course and provide one copy 

for file with the Director of Continuing Education.  See 56 for a sample syllabus. 
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Tuition 
 

Unless specifically authorized by the Director of Continuing Education adjunct 
instructors are not allowed to enroll students or accept tuition payment.  Registration is 
to be only through the CWL Office with payment in the Business Office. 

 

Center for Workplace Learning 
 
The Center for Workplace Learning (CWL) is a non-profit partnership between Grayson 
County College, Texas A&M University, Workforce Texoma, SEDCO, and DDA economic 

development corporations.  This collaboration between education, business/industry, 
workforce, and economic development allows the center to leverage the resources of 
the partners to more effectively deliver workforce training and professional 

development.  CWL facilities include a conference center, seminar training rooms, and 
fixed and portable computers.  Services that the center provides include training 
assessments and corporate training services.  The Small Business Development Center 

at GCC also is affiliated with the CWL and offers additional management counseling. 
 

Points of Contact – Continuing Education Adjunct Instructors 
 
Admissions CE Point of Contact/Registration, Ms. Lila Myser ......................... (903)463-8731 

Campus Security ........................................................................................ (903)463-8619 
 24 hour emergency .......................................................................... (903)786-9841 

Center for Workplace Learning Grant Specialist ............................................ (903)463-8750 

Center for Workplace Learning Program Assistant, Ms. Judy Ellis .................. (903)463-8750 

Center for Workplace Learning Program Coordinator, Mr. Ron DeCento ......... (903)463-8669 

Director of Continuing Education, Mr. Ron DeCento ...................................... (903)463-8653 

Director of Fiscal Services, Mr. Danny Hyatt ................................................. (903)463-8622 

Evening Administrator ................................................................................ (903)463-8603 

Executive Director, Center for Workplace Learning, Dr. Patricia Pool ............. (903)463-8759 

GCC Rayburn Collegiate Center ................................................................... (903)583-1116 

GCC South Campus (Van Alstyne) ............................................................... (903)415-2500 

Human Resources Coordinator, Ms. Marilyn Power ....................................... (903)463-8650 

Library ...........................................................................(903)463-8788 or (903)463-8637 

Maintenance ...................................................................(903)463-8796 or (903)463-8638 

Payroll Specialist, Ms. Raylene Vickrey ......................................................... (903)463-8726 
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Snack Bar .................................................................................................. (903)463-8632 

Vice President for Instructional Services, Dr. Jeanie Hardin ........................... (903)463-8634 
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Admissions Ofice 

Located in the Administrative Services building, the Admissions & Records Office is open 
until 6:00 p.m., Monday through Thursday when regular term classes and summer 

evening classes are in session.   
 

Support services are provided for you and for evening students who are unable to 
conduct college business during the day. 
 

You can get help with typing and duplication through the division in which you work.  
Contact the Dean, Department Chair or Program Director. 
 

You should ask the Department Chair, Program Director, administrative assistant, 
program assistant or professor in the department in which you work for a copy access 
code to use when making copies.  Copy machines are located in the Liberal Arts 

Building, Health Science Building, and the Admissions Office. 
 
Your mail is located in the Administrative Services Building in the Admissions Office until 

6:00 p.m. Monday through Thursday for Academic Studies and Workforce Education 
Division adjuncts.  You should check your mailbox before each class meeting as 
this is the primary means of communication between the evening professor 
and various college offices.  Your box will be used to deliver drop notices and 
messages from students. 

 
Any questions or problems concerning evening operations of the College should be 
referred to the Admissions & Records Office, (903)463-8732 or (903)463-8650, or your 

Dean, Assistant Dean, Department Chair, or Program Director. 
 

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, (903)463-8631, to verify times during 
the summer. 
 

A bookstore with limited inventory is also located on the South Campus.  Contact the 
South Campus, (903)415-2500, for access. 
 

Offices for Assistance 
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Complimentary textbooks should be ordered from the publisher by the Division Dean, 
Department Chair or Program Director. 

 

Counseling Services 
 

Counseling Services is located in the Administrative Services Building and provdes 
services for evening students from 4:00 p.m. to 6:00 p.m., Monday through Thursday, 

during the long semesters.  Counseling Services is open until 6:00 p.m. Monday through 
Wednesday and until 4:00 p.m. on Thursdays during the summer evening session. 
 

Professional counselors are available to assist students in career planning, selecting 
programs or 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 Grayson County College 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 our 
students.  Full-time and part-time, off-campus positions are listed on the GCC website 
under Career counseling at http://www.grayson.edu/update/counseling_jobplacement.asp.  

For more information regarding job placement services call (903)463-8694. 
 

Food Service 
 
The Main Campus Snack Bar is located on the first floor of the Student Center and 

serves beverages, sandwiches and snacks.  The Cafeteria is also located on the first 
floor of the Student Center and provides dinner selections, side items, salad bar and 
beverages.  The Cafeteria and Snack Bar are not open during summer sessions. 

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

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 Success Center.  The GED test is offered on most Tuesdays, and the ACT 
test on designated Saturdays as a community service. 
 

http://www.grayson.edu/update/counseling_jobplacement.asp
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Tutoring for college level coursework is available at no charge to all enrolled students.  
Peer tutors recommended by faculty assist students in small groups or individually.  

Special accommodations for students with documented disabilities are available through 
the Success Center.  Students may request services related to testing, note take, large 
print, taping, mobility, interpreting, etc.  Success Center staff works closely with faculty 

to provide these services effectively.  Faculty are advised to include this information in 
their course syllabus. 
 

The Success Center on the Main and the South campuses provide help with basis skills 
for students at the developmental and college level.  Students enrolled in 

developmental level reading, writing and math courses and freshman level math 
courses access the computer 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 Success Center on the Main Campus also houses free Adult Basic Education 
services for people in our 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.  
Adult Basic Education 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. 
 
The Success Centers are open Monday through Friday and in the evenings.  Hours are 

posted at the beginning of each semester.  For information, call (903)463-8721. 
 
The Success Center – Main Campus is located in Room SC 114; the Success Center – 

South Campus is located in Room SB 121.  Hours of operation vary; instructors may 
obtain a listing of hours of operation from each Center. 

 
The Testing and Tutoring Center provides free tutoring and make-up test facilities.  
Additionally, the Testing Center has registration and study materials for the GED, THEA, 

THEA Quick Test, and ACT tests. 
 
For more information on services provided by the Success Center call: 

 
Main Campus     South Campus 
Special Accommodations: (903)463-8751 All services:  (903)415-2509 

Testing:  (903)463-8724 
Tutoring:  (903)463-8751 
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Learning Resource Center (Library) 
 

The Library is open 65.5 hours per week:  Monday through Thursday, 7:30 a.m. – 9:00 
p.m.; Friday, 7:30 a.m. – 4:00 p.m.; and Sunday, 1:00 p.m. – 4:00 p.m.  Library hours 
change according to minimesters, holidays and summer terms. 

 
Grayson County College 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 (www.grayson.edu).  Many databases may 
be accessed off campus with the appropriate login and passwords.  Databases include:  

Britannica Online, Dallas Morning New Archive, American Historical Newspapers 
(Colonial Times to Early 20th 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 Netilbrary a compilation of online book titles are a few of the resources. 
 

Library computers have Microsoft Office, Adobe Photoshop, food and nutrition CD, 
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.  In addition 

there is a scanner, one copier and all computers are networked to a printer and is 
available to both faculty and students.  Individual study rooms are also available. 
 

In addition working one-on-one with the students, the Librarian provides tours at which 
basic Internet, introduction to databases, and library collections are covered.  Please 

call the Library to schedule bibliographic instruction sessions for your classes.  Subject-
specific bibliographic instruction is available.  If you plan to assign a library project, 
please consult with the Librarian at (903)463-8651. 

 
The Van Alstyne Public Library is the South Campus branch library of GCC.  Contact the 
public library for hours of operation.  The number is (903)482-5991. 

 
The GCC Library is a member of several organizations that encourage resource sharing 
and regional cooperation.  Locally, Grayson County College 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 basis, GCC’s Learning Resource Center is a member of TexShare.  
TexShare membership includes the TexShare card that slows students, staff and faculty 
of TexShare colleges and universities to checkout materials from other TexShare 

libraries. 
 

http://www.grayson.edu/
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To allow participation in the interlibrary loan process, GCC’s library is a selective user of 
OCLC, and a member of AMIGOS.  Periodical articles and books not available locally can 

be borrowed from other libraries through the Interlibrary Loan Program.  Currently, 
users should allow 2-4 weeks for delivery of an interlibrary loan item. 
 

Maintenance 
 

Any maintenance problems experienced by evening professors should be reported 
promptly to the Admissions Office, (903)463-8731.  Saturday/Sunday professors should 
contact Campus Security at (903)463-8619. 

 

Campus Police-Public Safety 
 

The Campus Police Office maintains evening coverage for security of students, faculty 
and college facilities.  The Campus Police Office is located in the former Criminal Justice 
Building (between the Gym and the Viking Dorm).  Should an emergency arise after 

6:00 p.m., you should report to the Admissions Office for assistance. 
 
Emergency numbers are: 

 
 From the Main Campus – Dial 9 for an outside line and then dial 911 

 From the South and West Campuses – Dial 911 
 
To contact a campus police office for a non-emergency: 

 
 Dial (903)786-9841 or (903)463-8619 [extension 8619] from the Main Campus 
 Page (903)415-5444 

 

Office of Student Activities 
 

The Office of Student Activities is temporarily located in the Baptist Student Center 
(located between the Gym and Viking Dorm).  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.   
 
The varied programs and services offered through the Office of Student Activities are as 

diverse as its clientele.  Recreational activities are planned to encourage the 
development of healthy lifestyles outside the classroom, laboratory, office and residence 

hall. 
 
We encourage your awareness of the programs and services offered and look forward 

to your healthy participation. 
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Facilities 
  

ü TV Lounge 
ü Snack/Vending Area 
ü Game Area (Ping Pong, billiards, electronic games, foosball, etc.) 

ü Student/Employee ID Card Area 
ü Office of Student Activities 

 

Services 
 

GCC photo ID cards are produced in the Office of Student Activities.  Check bulletin 
boards and other message boards for hours of operation.  Employees are encouraged 
to get an ID card.  SPECIAL NOTICE:  hats, caps or sunglasses are not to be worn 

when photos are taken.  ID cards may be slot punched and a clip added.  This allows 
for the ID card to also serve as a name badge.  Please make your interests known at 
the time or production. 

 
Activities and Special Events 
 

Activities and special events are scheduled weekly and monthly through the Fall and 
Spring semesters.  Contact the Office of Student Activities at (903)463-8693 or visit the 
GCC homepage (www.grayson.edu) and click on the Events Calendar to view or print 

the daily, weekly or monthly list of activities, special events, etc.  GCC employees are 
encouraged to participate in these activities. 
 

Sample activities are: 
 

ü Recreational sports (flag football, 3-on-3 basketball, 4-on-4 volleyball, 

etc.) 
ü Ping pong, pool, foosball and air hockey tournaments 

ü Welcome Back to School Luncheon 
ü GCC Student/Employee Welcome Party 
ü Late Night Student Breakfast(s) 

ü Karoke Sing Along 
ü First Friday Connection (complimentary breakfast for all GCC employees 

the first Friday of each month from 7:30 a.m. – 9:00 a.m.) 

ü DJ Dance(s) – Post Basketball Game(s) 
 
 

 
 
Grayson County College will take positive actions to ensure that all people regardless of race, creed, 
color, religion, national origin, age, gender, or disability are given an opportunity of sharing in the 
educational, employment and business activities of the College. 

 

http://www.grayson.edu/

