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Policy 105: BY-LAWS of the BOARD of TRUSTEES of GLEN OAKS
COMMUNITY COLLEGE

Membership

Selection and Number
The Board of Trustees shall number seven, elected at large on staggered six-year terms.

Vacancies

Wheneveravacancyinthe Board of Trustees occurs, the remaining Board members, by majorityvote,
shallimmediately fill the vacancy with a qualified and registered elector of the community college
district. Any person, so appointed, shall file his acceptance and affidavit of eligibility, and qualify by
taking the oath of office. He shall hold office until the next regular community college election held
for the selection of members of the Board of Trustees.

Authority of the Board

The Board of Trustees has the power to plan, promote, develop, acquire, construct, own, equip,
maintain and operate a community college and an area vocational-technical education program.
Further, the Board of Trustees shall have all additional authority and power to act as stated by law.

Conflict of Interest

All Board Members will be required to sign Conflict of Interest Policy 106 annually —in June.

Authority of Individual Board Members

A Board member has the authority to present motions and resolutions, to vote on motions and
resolutions, and to call special meetings in accordance with Article IV, Section 3. A Board member
shall have the power to act in the name of the Board of Trustees outside regular or special Board
meetings only as directed by the Board of Trustees.

Duties of the Board

The duties of the Board of Trustees shall include, but are not limited to, the following:

A. The establishment of policies, by-laws, rules and regulations for its own government.

The appointment of a President for the college district.

The appointment of other administrators and faculty to the college staff.

The keeping of a written public record of all meetings.

The establishment of tuition and fees.

The final responsibility for the acquisition, conservation and management of community

college funds and property, including all gifts to the college.

G. Thereviewandfinaldecisionconcerningall curricula offered through the community college
district.

H. Thereviewandfinaldecisiononallrecommendations of the Presidentinregardtothe college
personnel and related policies.

TMOOW®



Duties of Individual Board Members

Each member of the Board of Trustees has the duty to attend the Board meetings, both regular and
special; to serve on committees as directed by the Chairperson; to perform special duties as
authorized by the Board and directed by the Chairperson; to support the interest of the college to the
public; and to faithfully represent the district in all matters before the public.

Election of Officers

The Trustees shall elect a Chairperson. Vice-Chairperson, Treasurer, and Secretary. While it is
recommendedthataBoard Member must serve atleast one yearonthe Board prior to being elected
to any of the aforementioned leadership positions, the Board may choose to electa board member
who has servedfor lessthan one year on the Board in the event that the board does/could have four
or more newer memberswith lessthanone year of service, and to ensure that the Board would have
four elected office positions. Leadership positions shall be elected in odd numberyears. The term of
office of all officers shall be two years, subject to change of officers by resolution of the Board.

Policy History: Original By-Laws adopted by Board of Trustees 7/65; revised 12/5/66; 3/12/75;
11/10/99, Conflict of Interest added 6/13/19, reviewed updated 11/2022



Policy 106: CONFLICT of INTEREST

Purpose

The purpose of the conflict-of-interest policy is to protect Glen Oaks Community College’s (“the
College”) interest when it is contemplating entering into a transaction or arrangement that might
benefit the private interest of a Board of Trustees member or might result in a possible excess benefit
transaction. This policy is intended to supplement but not replace any applicable state and federal
laws governing conflict of interest applicable to non-profit and charitable corporations. The signed
conflict of interest is to be completed by each board member annually in June.

Definitions

Interested Person: Any Board of Trustees member with governing board delegated powers, who has
adirect orindirect financial interest, as defined below, is an interested person.

Financial Interest: A person has a financial interest if the person has, directly or indirectly, through
business, investment, or family:

A. Anownershiporinvestmentinterestinany entity withwhichthe College hasatransactionor
arrangement,

B. Acompensationarrangementwiththe College orwith any entity orindividualwith which the
College has a transaction or arrangement, or

C. A potential ownership or investment interestin, or compensation arrangement with, any
entity or individual with which the College is negotiating a transaction or arrangement.
Compensationincludesdirectandindirectremuneration aswell as gifts or favors that are not
insubstantial. Afinancialinterestis not necessarily a conflict of interest. A person who hasa
financial interest may have a conflict of interest only if the appropriate governing board or
committee decides that a conflict of interest exists.

Procedures

Duty to Disclose: In connectionwith any actual or possible conflict of interest, aninterested person
must disclose the existence of the financial interest and be given the opportunity to disclose all
materialfactsto the directorsand members of committees with governing board delegated powers
considering the proposed transaction or arrangement.

Determining Whether a Conflict of Interest Exists: After disclosure of the financial interest and all
materialfacts, and afterany discussionwiththe interested person, he/she shall leave the governing
board or committee meetingwhile the determination of a conflict of interestis discussed and voted
upon. The remaining board or committee members shall decide if a conflict of interest exists.

Procedures for Addressing the Conflict of Interest:

A. Aninterested person may make a presentation atthe governing board or committee meeting,
but after the presentation, he/she shall leave the meeting during the discussion of, and the
vote on, the transaction or arrangement involving the possible conflict of interest.

B. The chairperson of the Board of Trustees shall, if appropriate, appoint a disinterested person
or committee to investigate alternatives to the proposed transaction or arrangement.



C. Afterexercisingdue diligence, the Board of Trustees shall determine whether the College can

obtain with reasonable efforts a more advantageous transaction or arrangement from a
person or entity that would not give rise to a conflict of interest.

If a more advantageous transaction or arrangement is not reasonably possible under
circumstances not producing a conflict of interest, the governing board or committee shall
determine by a majority vote of the disinterested directors whether the transaction

or arrangementisin the College’s best interest, for its own benefit, and whetherit is fairand
reasonable. In conformity with the above determination, it shall make its decision as to
whether to enter into the transaction or arrangement.

Violations of the Conflicts of Interest Policy:

A.

If the Board of Trustees has reasonable cause to believe a member has failed to disclose
actual or possible conflicts of interest, it shallinform the member of the basis for such belief
and afford the member an opportunity to explain the alleged failure to disclose.

If, after hearing the member’s response and after making further investigation as warranted
by the circumstances, the Board of Trustees determines the member has failed to disclose
an actual or possible conflict of interest, it shall take appropriate disciplinary and corrective
action.

Records of Proceedings

The minutes of the Board of Trustees with board delegated powers shall contain:

A.

B.

The names of the persons who disclosed or otherwise were found to have a financial interest
in connection with an actual or possible conflict of interest, the nature of the financial
interest, any action taken to determine whether a conflict of interest was present, and the
Board of Trustees decision as to whether a conflict of interest in fact existed.

The names of the persons who were present for discussions and votes relating to the
transaction or arrangement, the content of the discussion, including any alternatives to the
proposed transaction orarrangement, and arecord of any votestakenin connectionwith the
proceedings.

Compensation

Avotingmember of the Board of Trusteeswhoreceives compensation, directly orindirectly, from the
College for servicesis precluded from voting on matters pertainingtothat member’s compensation.

Annual Statements

Each Board of Trustees Memberwith board delegated powers shall annually sign a statement which
affirms such person:

A
B.
C.
D

Has received a copy of the conflicts of interest policy,
Has read and understands the policy,

Has agreed to comply with the policy, and

Understands the College is a public community college.



| do hereby certify that the above stated Conflict of Interest Policy for Glen Oaks Community
College constitutes a complete copy of the Conflict-of-Interest Policy of the Corporation.

List any potential conflicts below:

| understand and acknowledge that | am obligated to adhere to this Policy 106

Signature: Date:

Printed Name:

Policy History: Adopted by Board of Trustees 6/13/19, reviewed/updated 11/22



Policy 110: OFFICERS

Each officer shall perform the legal duties of the office to which elected and such other functions as
are designated by the Board of Trustees.

Chairperson

The duties of the Chairperson of the Board shall be as follows:

A.

moow

To preside, according to the usual rules of parliamentary procedure, and "Robert's Rules of
Order, Revised," at all meetings of the Board of Trustees.

To perform all duties prescribed by law and as directed by the Board of Trustees.

To call all special meetings.

To appoint committee members and to serve as an ex-officio member on all committees.
To represent the Board in all contractual matters.

Vice-Chairperson

The duties of the Vice-Chairperson of the Board shall be as follows:

A. To act on behalf of the Chairperson in his/her absence, or to act on his/her behalf upon his
request.
Secretary

The duties of the Secretary of the Board shall be as follows:

A.

TMO O

G.

To exercise the responsibility for the followingin concert withthe Executive Associate tothe
College President:

Maintaining records of all the meetings of the Board of Trustees.

Posting all legal notices.

Signing all regular documents of the Board.

Maintaining all records of the Board for public inspection.

Sending each member of the Board, prior to the regular meetings, a copy of the minutes of
the preceding Board meetings.

Notifying Trustees of the Board of all meetings.

Treasurer

The duties of the Treasurer of the Board shall be as follows:

A.
B.
C.

D.
E.

To exercise the responsibility for the following in concert with the CFO/Controller.
Receiving, safeguarding and expending funds as directed by the Board of Trustees.
Maintaining financial records belonging to the Board, including a full and accurate account
of all transactions.

Reporting to the Board all transactions of funds as directed.

Signing documents for financial transactions as directed.

PolicyHistory: Original By-Laws adopted by Board of Trustees 7/65, revised 12/5/66, revised 9/8/04,
revised 4/9/14, Updated Titles to Chairperson/Vice-Chairperson 6/16/20, reviewed 11/22



Policy 115: QUORUM

A majority of the Board of Trustees present or via internet or telephone conferencing constitutes a
quorum. No act of the Board is valid, however, unless voted by a majority vote of the members
elected to and serving the Board. Board of Trustees members may attend meetings via internet —
ZOOM or telephone, however remote attendees’ votes will not be counted.

PolicyHistory: Original By-Laws adopted by Board of Trustees 7/65, revised 12/5/66, revised 9/8/04,
reviewed April 9, 201, updated 11/22



Policy 120: MEETINGS

The Board of Trustees Meetings shall be held in the college boardroom (unless otherwise noted) of
the college on the second Thursday of each month at 8:00 a.m., Eastern Time, and no further notice
of such meetings to the members shall be required. The order of business shall be as follows:

N O ALDhd=

Callto Order

Approval of Agenda

Introduction of Attendees

Moment of Silence

Approve previous month’s Board of Trustees Meeting Minutes
FOCUSTOPIC

Treasurer’s Report

Audit/Finance Committee Update

State/National Legislative Update

. Visitor Comments

. Discussion Items

. Action Items

. Administrative Reports

. Closed Session (rolling/standing line item each month but may not be needed every month)
. Adjournment

Work Sessions

The Board of Trustees may meet for extended work sessions when deemed necessary during the
calendar year. These meetings may begin with a brief meeting and will then adjourn to a planning
session.

Special Meetings

Special meetings of the Board of Trustees may be called by the Chairperson of the Board, or Vice-
Chairperson of the Board, by servingthe other memberswritten notice of the time, date and place of
such meetings. Services of the notices shall be by:

A.

Deliveringthe noticestothe members personally at least twenty-four (24) hours before such
meetingis to take place, or

Leavingthe notice atthe member'sresidence with an adult person of the household at least
twenty-four (24) hours before such meeting is to take place, or

Depositingthe notice in a government mailreceptacle enclosedin a sealed envelope plainly
addressedto such memberat hislast knownresidence address at least forty-eight (48) hours
before such meeting is to take place.

E-mailingthe notice to eachlastknown e-mail address at least forty-eight (48) hours prior to
the meeting time

Service may be made by amember of the Board, the Secretary of the Board, or any employee
of the Board.



Meetings Open to the Public

Allregular and special meetings of the Board of Trustees shall be open to the public. Allrecordsand
minutes of the meetings of the Board of Trustees shall be available for public inspection during
regular college office hours. The official minutes shallbe bound and kept in the president’s office of
the college.

Policy History: Original By-Laws adopted by Board of Trustees7/65, revised 1/13/93, 5/12/99,
revised 9/8/04, revised 4/9/14, revised 6/16/20, reviewed/updated 11/22

Board of Trustees Meeting Dates: 2024-25
Time: 8:00 - 10:00a.m.

Location: Boardroom

e Board Retreat Date - TBD
e August8, 2024

e September 12,2024
e October 17,2024

e November 14, 2024
e December 12,2024
e January9, 2025

e February 13,2025

e March 13,2025

e April10,2025

e May 15,2025

e June 12,2025

10



Policy 125: COMMITTEES

Standing Committees

The Board of Trustees may organize standing committees. Members shall be appointed by the
Chairperson of the Board. Membership on standing committees shall terminate with the term of
office of the Chairperson of the Board.

Temporary Committees

The Chairperson of the Board of Trustees may organize temporary committees. Members shall be
appointed by the Chairperson of the Board. Such committees shall be dissolved at suchtimeas their
assignmentis completed, or at the discretion of the Board. Membership on temporary committees,
however, shall not exceed the term of office of the Chairperson of the Board.

Policy History: Original By-Laws adopted by Board of Trustees7/65, revised 12/5/66, revised 9/8/04,
reviewed 4/9/14, Title updated to Chairperson, reviewed 11/22
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Policy 130: AMENDMENTS

Any member of the Board of Trustees may propose an amendment.
The following procedures shall be used to bring a proposed amendment before the Board:

A. The proposed amendment shallreceive aformalreading at two consecutive Board meetings
and be acted upon following the second reading: or

If the above procedure is not feasible, the alternate procedure may be used. The alternate procedure
is as follows:

B. The proposed amendment shall be made in writing and conveyed to each member of the
Board of Trustees at least forty-eight (48) hours preceding one formal reading and final Board
action.

Policy History: Original By-Laws adopted by Board of Trustees 7/65,rRevised 12/5/66, reviewed by
Board of Trustees 9/8/04, reviewed 4/9/14, reviewed 11/22
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Policy 152: JOINT CAPITAL OUTLAY

Whereas, the State of Michigan Joint CapitalOutlay Subcommittee hasrequestedthat all universities
and community colleges accept the Use and Finance State requirements as promulgated in policy
and law; now therefore, be it

Resolved, That the board of Glen Oaks Community College hasread andreviewedthe policies of the
Joint Capital Outlay Subcommittee and applicable sections of law relatingto the requirementsand
penalties of the Use and Finance Statement approval process, has establishedinternal procedures
to ensure compliance, and will monitor the Glen Oaks’s Capital changes to remain in compliance.

Date:

Chairperson, GOCC Board of Trustees

Secretary, GOCC Board of Trustees

President, Glen Oaks Community College

Policy History: Approved by Board of Trustees 4/14, reviewed 11/22
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Policy 153: INVESTMENTS

Investments

A.
B.

Investments will be made in conformance with Michigan Law.

Cash flow analysis will be used to determine the balance of short versus long-term
investments.

Long-term investments (longerthanoneyear) are used to ensure overallfund security and to
provide areasonable returnon the investment. Bonds will be investedinreasonable nominal
amounts with various maturity datesto avoid premature liquidation, and to provide minimal
administrative costs.

Short-term investments (one year or shorter) are used to ensure maximum liquidity and
security of funds. The rate of return should be maximized to the extent possible.

a. Certificatesof deposit (CD) purchasesare limitedto $250,000 from federally insured
(FDIC, FSLIC) institutions with at least one office located in St. Joseph County and
$100,000 from all other institutions.

b. Treasury bills (T-Bills) and other similar obligations of the United States Government
may be purchased in any amount.

The investmentslisted above, aswell as any other types of investments will be reviewed and
approved by the finance and audit committee of the Board of Trustees prior to anycompletion
of transactions. The signers on the investments will be the College President and the
CFO/Controller.

Policy History: Adopted by the Board of Trustees 4/11/12, revised 4/9/14, Title update Vice-President
of Finance 6/16/20, reviewed 11/22, title updated CFO/Controller 8/8/24.
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Policy 160: VISION, MISSION and VALUES STATEMENT
Vision
Transforming Lives and Advancing Communities

Mission
The mission of Glen Oaks Community College is to provide quality opportunities for academic and

lifelong successthrough excellence inteachingand comprehensive support servicesthat meet our
community’s diverse educational needs.

Values

“Glen Oaks CARES”
The core values guiding Glen Oaks Community College’s internal and external interactions:

C —-Communicationand Civility: Glen Oaks valuesthe open and responsible exchange of ideas. We
uphold the importance of interacting in ways that demonstrate caring, civility, and respect while
encouraging improved models for using technology to connect and improve the linkages among
individuals and groups.

A - Access and Academic Success: Glen Oaks values having an open door to all students and
believes that appropriate support is vital to the success of all students. Holding students and
ourselves to high expectations, we celebrate learning within an educationally transformative
environment: onethatembraces diverse perspectives and creates meaningful connections between
students, faculty, and student affairs professionals.

R - Responsiveness and Service: Glen Oaks values targeted actions to address area needs and
internal needs within available resources. Recognizing that existing needs change dynamically, we
value the role of the college in helping our communities prepare for the future as they develop,
succeed, and prosper.

E - Ethical Conduct and Transparency: Glen Oaks values actingon the basis of mutualrespect. We
hold ourselves accountable to the communities we serve and seek to model integrity in all we do.
Information related to the college and its performance is understood as public and is made
accessible and transparent.

S- Sustainability and Stewardship: Glen Oaks values habits and skills to improve our ability to
acquire, develop, use, and manage resources to sustain the college’s mission. We exercise
appropriate control over the college’s human, financial, academic, support services, and physical
plant as essential to effective public stewardship.

Policy History: Original Vision, Mission & Values approved by Board of Trustees 9/09, reviewed/
approved by College Council 8/12, reaffirmation by Board of Trustees 4/9/14, reviewed/updated
10/22
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Policy 170: BOARD PRESS INVITATION

The media are invited to attend all regular and special meetings of the Board of Trustees. The
meetings will conform to the Open Meetings Act.

Policy History: Adopted by Board of Trustees 1/13/93, reviewed 9/8/04, reviewed 4/9/14, reviewed
11/22
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Policy 171: PUBLIC PARTICIPATION at OPEN MEETINGS

Specifictime shall be allottedto visitorsfor comments during regular meetings, incompliance with
the provisions of Michigan's Open Meetings Act, Public Act 267 of 1976, as amended.

Policy History: Adopted by Board of Trustees 11/12/97, revised 9/8/04, reviewed 4/9/14, reviewed
11/22
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Policy 180: FREEDOM of INFORMATION ACT COMPLIANCE
Can be found on J Drive — Policy & Procedure Manual - ADOBE File

Policy History: Adopted by Board of Trustees 6/11/97,revised 9/8/04, 4/9/14, 9/9/15, reviewed
11/22
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Policy 181: OTHER REQUESTS FOR INFORMATION

Purpose:

This policy outlines the procedures for the College to respond to information requests, including
subpoenas, warrants, and other law enforcement agency actions (including but not limited to local,
state, or federal agencies) actions, while ensuring compliance with applicable laws, and protecting
the rights and privacy of students, faculty, and staff.

General Principles:

1. Compliance with Law: The College will comply with all applicable federal and state laws
regarding information requests.

2. Protection of Privacy: The College is committed to protecting the privacy of student,
faculty, and staff records as required by law, including the Family Educational Rights and
Privacy Act (FERPA).

3. Transparency and Due Process: The College will strive to be transparent in its responses
to information requests while ensuring due process and fairness.

Section 1.

Section 2.

Section 3.

Section 4.

FOIA (Freedom of Information Act) Requests: For FOIA Requests, please refer to
policy 180. The Executive Associate to the President is the designated FOIA Officer
for the College. All FOIA requests must be directed to the FOIA Officer.

Employment Verifications and/or References: All requests for employment
verifications, wages, or other employment information must be directed to the
Human Resources Department. Glen Oaks Community College will only provide
positions held and dates of employment. A release/waiver signed by the employee,
or a FOIA request is required if the requester wishes to obtain additional
information such as wages. Employees are not authorized provide references on
behalf of the College (on Glen Oaks letterhead) but may act as a personal reference
if they so choose.

Personnel Records: Requests for current or former employee personnel records
must be directed to the Human Resources Department. Requests for personnel
records will be handled in accordance with the Bullard-Plawecki Employee Right
to Know Act. Employees shall not divulge a disciplinary report, letter of reprimand,
or other disciplinary action to a third party, without providing the employee or
former employee written notice by first-class mail to the employee or former
employee’s last known address, prior to divulging the information.

Subpoenas and Warrants: Employees should not take possession of or sign any legal
documents such as subpoenas or warrants. These should be directed to the Campus
Safety Director (Ext 261), or a member of the President’s Cabinet. The Campus
Safety Director or Cabinet Member (or designee) will consult with the College’s
legal counsel to verify its authenticity and legality. The individual or department,
whose information is being sought, will be notified, if legally permissible. Requests

19



Section 5:

for personnel information must be directed to the Human Resources Department.
Requests for student information must be directed to the Registrar’s Office. The
College will comply with the legal requirements of the subpoena or warrant while
minimizing the disclosure of information.

Law Enforcement Agency Action: In the event of any local, state, or federal law
enforcement officer’s presence at the College, request for information or inspection,
a member of the President’s Cabinet shall be notified immediately. The College
will consult with legal counsel to determine the appropriate response and ensure
compliance with applicable laws. Access to student and employee records will be
limited to those legally authorized to receive them.

Law Enforcement officers, like other guests, are permitted to enter public areas of
the College (concourse, hallways, parking lots, learning commons, etc). However,
they are not authorized to enter/search private areas without presenting a judicial
warrant to the appropriate member of the President’s Cabinet. Private areas include
offices, meeting rooms, classrooms, and the Devier Student Suites Residence Hall.
Employees shall obtain documentation from the law enforcement officer (e.g.,
identification, business card, any warrants, or subpoenas) and make copies or clear
photos.

Employees shall read the contents of any warrant presented. A warrant signed by a
judge or magistrate in a federal or state court (Judicial Warrant) is required for law
enforcement officers to proceed beyond public areas and into the private areas of
the College. A warrant signed by an employee of Immigration and Customs
Enforcement (ICE) or Department of Homeland Security (DHS) (Administrative
Warrant) are merely requests and do not have the same effect as a Judicial Warrant.

If a member of law enforcement attempts to enter a private area of the College with
a Judicial Warrant, employees shall comply and may say, “a Member of the
President’s Cabinet will arrive shortly to assist you.” If a member of law
enforcement attempts to enter a private area of the College with an Administrative
Warrant, employees may say, “I cannot give you permission to enter this area, you
must speak with a Member of the President’s Cabinet, who shall arrive shortly.”

Being in a public area does not give law enforcement the authority to
detain/question anyone. Employees should not disclose any personnel or student
information not specifically requested by a Judicial Warrant.

Policy History: Adopted by Board of Trustees 4/10/25
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Policy 182: EMPLOYEE EVALUATIONS

The Board of Trustees exempts from disclosure as a public record any and all evaluations made of
employees of the Community College District, except where otherwise requested by the employee
in accordance with Section 13(1)(a) and Section 13(1)(m) of Act No. 442 of the Public Acts of 1976
(Freedom of Information Act).

Section 13(1)(a): Information of a personal nature where the public disclosure of the information
would constitute a clearly unwarranted invasion of an individual's privacy.

Section 13(1)(m): Medical, counseling, or psychological facts or evaluations concerning an
individualif the individual's identity would be revealed by a disclosure of those facts or evaluation.

Policy History: Adopted by Board of Trustees 5/10/78, revised 9/8/04, reviewed 4/9/14,11/22
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Policy 190: BOARD of TRUSTEES TRAVEL REIMBURSEMENT

Expense reimbursements may be authorized by the Board Chairperson, College President, Vice-
President of Academics, Vice-President of Student Service or CFO/Controller. To be eligible for
reimbursement, expenses must be directly related to the conduct of College business. For the
protection of the Board of Trustees member and the College, expenses generally must be receipted
and documented in conformation with IRS standards.

Reimbursable Expenses

Only the actual and necessary expenses essential to the ordinary comforts of a traveler in the
performance of official duties will be reimbursed. Travel shall be by the most direct route possible
and any person traveling by an indirect route shall assume extra expenses incurred thereby.
Expenditures for laundry, valet service, alcoholic beverages, typing, personal telephone calls,
entertainment, theater and/or banquet tickets, etc. (except when banquet costs appear on the
program and are a part of the meeting) are considered personal costs and will not be reimbursed.
Trustees may obtain a Tax Exemption Form from the GOCC Business Office or GOCC President’s
Office. This form can be used to deduct hotel taxes when overnight accommodations are required.
Any exceptionstothe above must be approvedinwriting by the Board Chairperson, College President
or CFO/Controller.

Transportation by Common Carrier

Whether travel is by air or other means, persons in official travel status for Glen Oaks Community
College are entitled to transportation and service that meet reasonable and adequate quality
standards for convenience, safety, and comfort. Thisgeneral policy meansthat a traveler should use
the same care in incurring expenses that a prudent person would exercise if traveling on personal
business.

Taxicab

Charges will be allowed when satisfactorily explained. Tip(s) shall be included in charges.

Travel by Personal, Privately Owned Automobile

Limitation on Use

Trustees are encouragedto use their personally ownedvehicles (POV)if traveling by common carrier
will cause undue delay or would be more costly. Trustees may elect to use their POV in lieu of less
costly common carrier provided they agree to accept the least costly common carrier fare as total
payment for travel costs incurred.

Mileage Rate
Mileage shall be reimbursed at the rate established by the IRS listed in the current IRS CODE,
SECTION 162, regardless of number of passengers.

Parking Charges

Necessary parking charges will be allowed. Receipts are required to substantiate claims. Meter
charges will be allowed when the date and place is listed on the "Expense Reimbursement
Request/Payment Voucher".
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Toll Charges
Claims for reimbursement should be supported by receipt(s).

Policy History: Adopted by Board of Trustees 2/13/02, revised 9/8/04, Title updated 1/20,
reviewed/revised 11/22, title updated to CFO/Controller 8/8/24
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Policy 195: PRIVACY
Website

Thank you for visiting the Glen Oaks Community College website. Your privacy is very important to
us.

Personal Information

Unless you choose to share personal information when you visit our website, our policy is not to
collect your personal information.

If youvoluntarily choose to share information through your visit to the college’s website, email or web
forms, the college will use that information to respond to your requests for products and services.
Glen Oakswill not share the information thatis collected onthe site with third parties unless required
or authorized to do so by state or federal law.

Non-ldentifiable User Information

Glen Oaks collects non-identifiable user information. This is information that cannot be used to
distinguish or trace an individual’s identity such as their name, social security number, date, and
place of birth, etc. This information includes Internet domain and IP address information as well
information about the type of devices and browsers used to access the site. The type of non-
identifiable information collectedincludes age, gender, geographicallocation and web pages visited.
It does not include your personal email address or other personal information.

Collectively, the non-identifiable user information is used to help gather data as to what website
pages visitors are accessing and the dates and times they are viewed. This data helps Glen Oaks
better understand our audience for marketing purposes.

Use of email addresses

If you send an emailto Glen Oaks during your visit to our website, your email address and message
will be collected. Although e-mail addresses are public records in the state of Michigan, Glen Oaks
uses email addresses only for their intended purpose and does not provide them to third parties
unless required by law.

Cookies

Cookies are small pieces of data stored on the user’s computer while browsing a website. Glen Oaks
uses cookie files torecognize you whenyou are visiting our pages. Cookies do not collect personally
identifiable information. They are used to track usage information and visitor behavior and provide
the college with data that can help make content adjustments and improve web page navigation for
users. Cookies are also an important security tool as web servers know which accounts are logged
in. This information is important for sites to know whether or not to send sensitive information.

Marketing

Glen Oaks utilizes avariety of social media platformsincluding Facebook, Twitter, Instagram, Google
and LinkedIn.
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Glen Oaksworks with marketingcompanieswhich assist usindigital marketing services. One of the
products that we have purchased is a retargeting product, which may show you advertisements for
Glen Oaks whenyou visit other sites inthe marketingcompany’s network or in third-party networks.
Thisisdone through the use of cookies that are provided by digital marketing firms through their third-
party partners—advertising cookies. The sole use of these cookiesis, as stated above, to simply show
you advertisements for our site, and are not used to trackyou in any other way. Moreover, our digital
marketing firms with which we do business do not link the information in the cookies or any other
cookie to any personal information that you may have provided.

Opting Out

Most browsers notify you if you receive a cookie, or you have the option to block by turning off
cookies.

Accessibility

Glen Oaks Community College makes every effort to ensure our website is accessible to everyone.
In accordance with the requirements of the Americans with Disabilities Act (ADA), Glen Oaks will
make reasonable accommodations to the known physical limitations of students in the Disability
Support Services program.

Disclaimer

Glen Oaks provides website information herein as a public service and works to achieve a high level
of contentaccuracy. Glen Oaks makes no claims, promises or guarantees about the accuracy of the
content contained on the website orits hyperlinks to other Internet pages. Neither Glen Oaks nor its
contentauthors shall be liable fordamages of any kind. Please report errors or omissionsto the web
developer: webmaster@glenoaks.edu .

For questions or further information about our website and information that is collected, please
contact:

The Office of Communications and Marketing
Glen Oaks Community College
62249 Shimmel Rd.
Centreville, M1 49032
269-294-4329
ddevries350@glenoaks.edu

Policy History: Approved by Board of Trustees 4/8/21, reviewed 11/22
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Policy 210: ACESS to and/or USE of COLLEGE PROPERTY and
RESOURCES

Glen Oaks Community College is a publicly funded institution of higher education. Access to the
students, employees, buildings, facilities, activities, and the outdoor spaces of Glen Oaks
Community College may be regulated as to the time, place and manner of the same as determined
in the sole discretion of the College.

In formulating and applying this Policy, the College recognizes the civil liberties guaranteed by the
United States and Michigan, Constitutions, including freedom of speech, press, and assembly. The
College also recognizes the need to preserve and protect its property, the peace, students,
employees and invitees of the College, and the effective operation of all educational, business, and
related activities of the College.

Alldecisions and actions of the College employees and agents made under this Policy will be content
neutral. No policy can address every possible activity or situationthat may occur on College property,
and the College reserves the right to address such situations as circumstances warrant.

It is the Policy of the College that the areas/property owned or controlled by the College (“College
Property”) and College resources be maintained, used and protected in a safe and orderly manner,
administered to the best advance and support the primary purpose of the education College
students, to protect the safety and well-being of students, faculty and campus invitees, and the
educationalenvironment of the College, and to best maintain the quality, safety and condition of the
College’s property, resources and environment by:

A. Maintainingan appropriate educational environmentfor all College students and faculty, an
appropriate work environment for all College employees and contractors, and a safe and
welcoming environment for all persons properly present on College property.

B. Maintaining the personal security of all persons present on College property.

C. Protecting the property of the College and of persons present on College property.

In furtherance of the purposes of this Policy, Glen Oaks Community College reserves the right to
regulate accessto and continued presence onto or into any College property, to regulate activity on
College property, to actin accordance with personal or property safety concerns and to regulate the
use of College resources, including but not limited for the purposes of preventing or curtailing a
disruption of the College’s educational programs or operations and maximizing student use, and
hereby delegatestoitsadministrationthe authoritytoenact,implement and enforce regulations and
rules or take such actions as may be deemed necessary inaccordance with this Policy, including but
not limitedtodenying or restrictingaccesstoanyindividual, group, or activity, prioritizing the use of
College property and resources, such as study rooms, internet, computers, books and any other
resource, and requiring specific written approvals for access to, movement on our use of College
property and/or resources.

Policy History: Adopted by Board of Trustees: 4/13/23
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Policy 215: CODE of ETHICS
PREAMBLE

The chief executive officers (CEOs) of community, technical, andjunior colleges set the ethical tone
for their institutions through both their personal conduct and their institutional leadership.

Therefore, each CEO should adhere to the highest ethical standards and promote the moral
development of the college community.

To achieve these goals, CEOs should support active moral reflection, dialogue, and principled
conductamongthemselves, their boards of trustees, administrators, faculty, staff, students, and the
community at large.

While no code of ethics alone can guarantee ethical behavior, the values set forth in this code are
intended to guide CEOs in carrying out these duties.

VALUES

To promote individual development and the common good, CEOs should strive to promote basic
values about how people should conduct themselves when dealing with others in an academic
institution servingthe educational needs of the community. These values should represent a shared
idealwhich should permeate the institution and become for CEOs a primary responsibility to uphold
and honor.

These values should include:
1) Trust and respect for all people within and without the college.

2) Honesty in actions and utterances.

3) Fairness andjustice in the treatment of all.

4) A pervasive sense of integrity and promise keeping.
5) Acommitment:

e tointellectual and moral development
e toquality
e toindividual empowerment
e tothe community college philosophy
e tocollege above self
6) Opennessincommunication.
7) Belief in diversity within an environment of collegiality and professionalism.

RESPONSIBILITIES TO BOARD MEMBERS

o To ensure that all board members have equal access to complete informationin a timely
manner.

e Toavoid not only conflict of interest, but also attempt to avoid the appearance of it.

e Torepresent accurately the positions of the board in public statements.

o Tofoster teamwork and common purpose.

e Tocarry out board policies in a conscientious and timely manner.
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RESPONSIBILITIES TO ADMINISTRATION, FACULTY, AND STAFF

To encourage the highest standards of excellence in teaching and in the advancement and
application of knowledge.

To respect both the personal integrity and professionalism of administrators, faculty, and
staff.

To promote a college environment that fosters mutual support and open communication
among all administrators, faculty, and staff.

To raise consciousness concerning ethical responsibilities and encourage acceptance of
these responsibilities.

To seek and respect the advice of administration, faculty, and staff in matters pertaining to
college life and governance.

To treat allemployeesfairly and equitably, to preserve confidentiality, to provide appropriate
due process, and to allow adequate time for corrective actions.

RESPONSIBILITIES TO STUDENTS

To ensure that all students are treated with respect and to promote acceptance of diversity
within the college community.

To provide quality education and equal accessto educational opportunities for all students.
To provide accurate and complete descriptions of available academic programs and to
provide sufficient resources to ensure viable programs.

To seek and respect the contributions of students to college decisions.

To ensure that there is no unlawful discrimination, harassment, or exploitationin any aspect
of student life.

RESPONSIBILITIES TO OTHER EDUCATIONAL INSTITUTIONS

To keep informed about developments at all levels of education, particularly withrespectto
two and four-year colleges.

To be honest in reporting college operations and needs.

To honor agreements and to maintain confidential information.

To respect the integrity of programs offered by other institutions and to promote
collaboration.

RESPONSIBILITIES TO BUSINESS, CIVIC GROUPS, AND THE COMMUNITY AT
LARGE

To ensure that the college responsibly meets changing needs in its state and communities.
To promise only what is realistic and keep promises that have been made.

To ensure that all interested parties have an opportunity to express their views regarding
college policies.

To ensure equal opportunities for all groups to take part in college programs.

To avoid conflict of interest in contracts, services, and sharing of information.

To honor all laws pertaining to the college.
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RIGHTS OF CHIEF EXECUTIVE OFFICERS
A CEO should have the right:

To work in a professional and supportive environment.

To make a clear, written statement of the philosophy and goals of the college; to participate
fully in setting subsequent goals and policies.

To a clear, written statementof conditions of employment, board procedures for professional
review, and a job description outlining duties and responsibilities.

Within the scope of authority and policy, to exercise judgment and perform duties without
disruption or harassment.

To freedom of conscience and the right to refuse to engage in actions which violate
professional standards of ethical or legal conduct.

Policy History: Adopted by Board of Trustees 6/12/91, revised 10/13/04, 6/11/14,12/8/22, 4/13/23
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Policy 220: APPOINTMENTS

Employee appointments are to be signed by the President of the College withinthe framework of the
budget and guidelines as established by the Board of Trustees for each position specified in the
budget, except the positions of Vice-President of Academics, Vice-President of Finance &
Administrative Services, and Vice-President of Student Services, that hold similar responsibilities,
which positions will be subject to confirmation by the Board of Trustees.

Policy History: Adopted by Board of Trustees 6/21/72, Revised 12/11/74, 10/13/04, 11/1/19,
12/8/22,4/13/23
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Policy 221: NEGOTIATING TEAMS

The Board of Trustees of Glen Oaks Community College authorizesits Presidenttoact asitsAgentin
directing all negotiations with its employee groups. The Chairperson of the Board shall appoint a
three-person committee of the Board to work with the President and negotiatingteamsto carry out
bargaining procedures with employee groups.

The teams shall, under the direction of the committee of the Board, be empoweredtowork out final
and mutually satisfactory agreements subject to ratification by the Board and employee groups.

The Board shallreceive regularreports of the progress of all negotiationteams duringthe periods of
active negotiations. Specialized legal counsel may be sought by any of the negotiating groups.

PolicyHistory: Adopted by Board of Trustees 3/15/72, revised 10/09/02, 10/13/04,6/11/14, reviewed
12/8/22,4/13/23
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Policy 230: FAMILY and MEDICAL LEAVE ACT

Resolution

Whereas, Glen Oaks Community College recognizes the importance of its faculty and staff in
providing quality educational programs and services to its students and patrons; and

Whereas, Glen Oaks Community College recognizes the obligations of its faculty and staff to their
family members and to themselves; and

Whereas, Glen Oaks Community College recognizesthe needto preserve and enhance the physical,
emotional and psychological well-being of its faculty and staff;

Now, therefore, it is hereby resolved that Glen Oaks Community College shall comply with the
provisions of the Family and Medical Leave Act and shall initiate the policies, programs and
procedures necessary to provide to its faculty and staff the benefits provided for in that act.

Policy History: Adopted by Board of Trustees 5/12/93, reviewed 10/13/04, revised 6/11/14, reviewed
12/8/22,4/13/23
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Policy 235: AMERICANS with DISABILITIES ACT and SECTION 504
REHABILITATION ACT

Glen Oaks Community College does not discriminate in the admission or treatment of students on
the basis of disability. Glen Oaks Community College does not discriminate in the treatment of
employees on the basis of disability. The College is committed to compliance with the Americans
With Disabilities Act and Section 504 of the Rehabilitation Act.

A. Section 202 of the 1990 Americans With Disabilities Act: "No qualified individual with a
disability shall, by reason of such disability, be excluded fromthe participationin or be denied
the benefits of the services, programs, or activities of any public entity, or be subject to
discrimination by any such entity."

B. Section504 of the 1973 Rehabilitation Act: "No otherwise qualified, handicapped individual
in the United States shall solely, by reason of his/her handicap, be excluded from the
participation in, be denied the benefits of, or be subjected to discrimination under any
program or activity receiving federal financial assistance."

While ensuring the academic integrity of its programs, the College is dedicated to providing the
reasonable accommodations needed to ensure equal access to educational opportunities for
individuals with current documentation of a disability.

The Office of Support Services for Student with Disabilities (SSSD), located in Student Services, is
responsible for the coordination of services as defined by Section 504 of the Rehabilitation Act.
Please contact advising@glenoaks.edu or call (269) 294-4241 for more information or questions
pertaining to your need for assistance.

Policy History: Adopted by Board of Trustees 4/17/02, revised 10/13/04,6/11/14, 12/8/22, 4/13/23
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Policy 241: PLANNING

Glen Oaks Community College is committed to strategic planning and related planning processes.
Leadership for planning processesresides withthe Board of Trustees and the Presidentandinvolves
the President’s Leadership Council, and, ultimately, all college and community stakeholders.

The primary goals of planning processes are to prepare the college for change and the future, to align
college needs and responsibilities with the mission and resources, and with the communities the

college serves.

Policy History: Adopted by Board of Trustees 7/92, revised 10/13/04, 6/11/14, reviewed 12/8/22,
4/13/23
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Policy 250: COLLEGE CLOSING / DELAYS

Wheninclementweatherwarrants the possibility of closing day, evening classes, or creating a school
day delay at Glen Oaks Community College, the following procedure will be implemented.

If severe weather conditions appear to be developing, the Director of Building & Grounds will contact
the College President or designee to discuss general road/travel conditions. If State Police OR the
Sheriff officially closesthe roads, no one is expectedtotravel. The President OR designee will make
decision as to whether or not to have a delayed start OR to close/cancel school for the day. The
college may close for the entire day and/or have a delayed start notification- The President or
designee will notify President’s Executive Associate by 5:30 a.m. and she/he will notify the various
news-media outlets (TV & radio stations) accordingly: WLKM (96 FM), WMSH (99.3FM), WNWN (98.5),
WKFR (FM 103.3), WKFR (103.3) WRKR (107.7), WTHD (105.5 LaGrange), WKZO (96.5) and television
station WWMT (Kalamazoo Channel 3), WOOD TV8 (Channel 8 & 41), FOX 28 and WNDU (Channel
16). The FIRST areas the closing or delay will be posted on will be the Glen Oaks website and Channel
3 news. In the event of early dismissal and/or afternoon or evening closure, similar protocol as
outlined above will be followed. (evening closures = notifications by 3:00 4:00 p.m.). The only
deviation from this would be IF there was an immediate change of weather and/or orders by the St.
Joseph County Sheriff’s Department banning travel. IF the college has a delayed start (usually 2
hours), Faculty, Staff and Students should meet where they would normally be at THAT time. This
applies for ALL ON CAMPUS classes. EXAMPLE: If you attend a class that normally runs from 8am-
11am,youwillreport for that classatthe 10:00 a.m. starttime. ANY classes that would normally end
PRIOR to the delayed start time, will NOT be held.

In the event thatthe college will be closed or have a delayed start time, the President or designee will
initiate a phone fan-out call list to employees notifyingthem accordingly. An e-mailor text alert will
be sent out to those who have signed up to receive that method of communication from GOCC.

Considering the size of our service area, itis often difficult to get an accurate report on the weather
conditions overall. In all situations the best judgment and information available will be utilized.
However, in the final analysis, each person must use their own best judgment regarding weather
conditions and their ability to drive to campus safely.

Employees are expectedtoreport forwork and fulfill their hourly obligationswheneverthe College is
open.

Policy History: Adopted by Board of Trustees 10/29/99, revised 10/13/04, 10/25/07,6/11/14,
2/26/15, 5/13/15, 2/15/18, 12/8/22, 4/13/23
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Policy 251: SMOKING

The college facilities (all Indoor and Outdoor) areas are tobacco and smoke-free. Thisincludes but is
not limited to all tobacco products, e-cigarettes, vapes or other smokingdevices and products. The
one exceptionto thisisthe personal enclosedvehicles of students and employees. Individuals who
choose to smoke may do so in theircars. This policy appliesto all employees, students and visitors.
Persons willfully refusing to comply will be considered in violation of the Dr. Ron Davis Smoke Free
Air Law of 2009 and Glen Oaks policy.

e Free Smoking Cessation Resources can be found below:

e Glen Oaks Employee Assistance Program (EAP) HelpNet
https://www.mylifeexpert.com/login

e American Lung Association Freedom From Smoking
https://www.lung.org/quit-smoking/join-freedom-from-smoking

e Ml Tobacco QuitLink
https://michigan.gove/mdhhs/keep-mi-healthy/chronicdiseases/tobacco/how-to-quit-
tobacco

Policy History: Adopted by Board of Trustees 5/12/93, revised 10/13/04,8/10/05, 6/11/14,12/8/22,
4/13/23
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Policy 255: WEAPONS and VIOLENCE

General

In order to ensure the safety and security of the workplace, the College strictly prohibitsviolence or
threatening behavior. Additionally, no student or employee, with the exception of duly authorized
College Public Safety Officers and duly authorizedfederal, state and local law enforcement officers,
may possess any weapon on property owned, leased, or controlled by the College regardless of
whether the owner is licensed to carry a weapon. All other students and employees are prohibited
from possessing weapons (while conducting business for the College).The following policy
statements apply:

A. A‘weapon’is anyobjectordevice intended or designedto inflict bodily harm, or which could
reasonably cause apprehension.

B. The College will not tolerate any act or threat of violence committed by or against faculty,
staff, students or visitors. Threats, threatening behavior, acts of violence, or any related
conduct, which disrupts another’s work performance or the College’s ability to execute its
mission, will not be tolerated. Faculty and staff are strictly prohibited from makingthreats or
engaging in violent acts. Prohibited conduct includes, but is not limited to:

1. Injuring another person physically;

2. Engagingin behavior that creates a reasonable fear of injury in another person;

3. Possessing, brandishing, or using a weapon while on College premises or engaged in
College business;

4. Damaging property intentionally;

Verbal or non-verbal threats to injure an individual or damage property;

6. Committing injurious acts motivated by, or related to, domestic violence or sexual
harassment;

7. Arson.

o

This policy encompasses activitywhich occurs on College property, or off College property, whenthe
employee is conducting College business, as well as threats or threatening behavior, made via
telephone, fax, electronic or conventional mail, or any other communication medium. Faculty and
staff must immediately notify theirimmediate supervisor or the Public Safety Department of any
threatswhichthey have witnessed, received, or has been told that another person has witnessed or
received. Employees must also promptly report to theirimmediate supervisor or the Public Safety
Department any behaviorthey have witnessed which they regard asthreatening orviolent (whenthat
behavior is related to College activities).

Violations of this policy will resultindisciplinary action, upto and including, dismissal, arrest and/or
prosecution.

Policy History: Adopted by Board of Trustees 6/7/89, revised 10/13/04,6/11/14,12/8/22, 4/13/23
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Policy 260: EQUAL OPPORTUNITY and NON-DISCRIMINATION
STATEMENT

Purpose

Glen Oaks Community College is committedto a policy of providingequal accessto educationand
employment for all persons regardless of race, national origin, color, age, religion, sex, sexual
orientation, gender identity, disability (physical or mental), veteran status, status as a parent, or
genetic information, or other status as protected by law.

Equal employment opportunity is a legal, social and economic responsibility of the college and is
provided in accordance with applicable federal and state laws and Glen Oaks Community College
policy. The college policy and practice at all levels assuresthe activeand positive implementation of
federal and state equal employment opportunity laws, executive orders, rules and regulations and
college equal employment opportunity policies and guidelines.

The college prohibits retaliation or reprisals against any individual because she/he has filed a
complaintor report, participatedinaninvestigation, or otherwise opposed unlawful discrimination.

Scope

This nondiscrimination policy appliesto admissions, employment, and accessto college programs
and activities. This policy appliesto all people employed by Glen Oaks Community College, enrolled
as a student, seekingadmissionto the college, requesting employment at, or having contractswith
the college.

General

The college is committed to and reaffirms support of equal opportunity in employment, education,
and non-discrimination in employment and academic policies, practices and procedures and will
examine periodically allemployment and academic policies for discrimination onthe basis of race,
color, religion, sex, national origin, sexual orientation, disability, veteran status, or other protected
status and take remedial action to correct such discrimination if it is found to exist.

The college values diversity and seeks talented students, faculty and staff from diverse backgrounds.
The college does not discriminate in the administration of educational policies, programs or
activities; admissions policies; scholarship and loan awards; or other college administered
programs or employment.

Failure to follow this policy may result in disciplinary action up to and including termination of
employment or expulsion.

Policy History: Adopted by Board of Trustees 9/4/83, revised6/12/01,10/13/04, 11/14/07,6/11/14,
reviewed 12/8/22, 4/13/23

47



Policy 261: GRIEVANCE

Procedures for:

e TITLEVIOF THE CIVIL RIGHTS ACT OF 1964

e TITLE IXOF THE EDUCATION AMENDMENT ACT OF 1972

e SECTION 504 OF THE REHABILITATION ACT OF 1973

e AGE DISCRIMINATION ACT OF 1975

e TITLE Il OF THE AMERICANS WITH DISABILITY ACT OF 1990

Any person believing that Glen Oaks Community College or any part of the organization has
inadequately appliedthe principles and/or regulations of (1) Title VI of the Civil Rights Act of 1964, (2)
Title IX of the Education Amendment Act of 1972, (3) Section 504 of the Rehabilitation Act of 1973,
(4) the Age Discrimination Act of 1975, and (5) Title Il of the Americans with Disability Act of 1990 may
bringforward a complaint, through the Glen Oaks online reporting form https://glenoaks.eud/public-
safety/report-a-concern/ and will be directed to:

Ms. Candy Bohacz

Civil Rights Coordinator
62249 Shimmel Rd
Centreville, M1 49032
(269) 467-9945

The person who believes avalid basis for grievance exists shall discussthe grievance informally and
on a verbal basis with the Civil Rights Coordinator, who shall in turn investigate the complaint and
reply within five (5) business days.

If the complainant feels the grievance is not satisfactorily resolved, they may initiate formal
procedures according to the following steps.

Step 1

Awritten statement of the grievance signed by the complainant shall be submitted tothe Civil Rights
Coordinator within five (5) business days of receipt of the Coordinator’s response to the informal
complaint. Tosubmit electronically, the complainantmay use the College’s online reporting tool, the
Report a Concern button, located on the home page at glenoaks.edu. The coordinator shall further
investigate the matters of grievance and reply in writing to the complainant within five (5) business
days.

Step 2

A complainant wishing to appeal the decision of the Civil Rights Coordinator may submit a signed
statement of appeal to the President of the College within five (5) business days afterreceipt of the
Coordinator’s response. The President shall meet with all parties involved, formulate a conclusion,
and respond in writing to the complainant within ten (10) business days.

Additional Information

Anyone at any time may contact the U.S. Department of Education/Office for Civil Rights for
information and/or assistance at (216)522-4970. If the grievance has not been satisfactorily settled,
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further appeal may be made to the Regional U.S. Department of Education, Office for Civil Rights,
600 Superior Avenue East, Bank One Center, Suite 750, Cleveland, OH 44114-2611.

Inquiries concerningthe nondiscriminatory policy maybe directed to Director, Office for Civil Rights,
U.S. Department of Education, 400 Maryland Avenue, SW, Washington, D.C. 20202.

The local Coordinator, onrequest, will provide the complainant with a copy of the College’s grievance
procedure and investigate all complaints in accordance with this procedure.

A copy of each of the Actsandthe regulations onwhich this notice isbased may be found inthe Civil
Rights Coordinator’s office.

Policy History: Adopted by Board of Trustees 2/20/08, revised 6/1/14,12/8/22,4/13/23

49



Policy 270: PROPRIETARY RIGHTS

Purpose

Itis the intent of the Board of Trustees of Glen Oaks Community College and the spirit of this policy
toencourage innovationandincrease productivity inthe teachingand learning process of Glen Oaks
Community College. The academic prestige of Glen Oaks Community College will be enhanced
through the generation by its staff of publications, patents, grants, computer software and similar
public evidence of scholarly expertise. The encouragement of activities specifically designed to
improve the effectiveness and efficiencyof teachingisinthe best interests of Glen Oaks Community
College and consistent with its educational mission.

Definition of Proprietary Rights

"Proprietary rights" shall be defined as the "right of ownership and the right to control the use and
revision of educational materialswhich are held by the various parties concerned." Ownership of all
proprietary rightsin Glen Oaks Community College sponsored material, including rights to copyright
or patent shallreside jointly withthe "Developer(s)" and Glen Oaks Community College, asthey shall
agree in writing. If either party declines to patent or copyright these materials, then the other party
shall have the right to do so atits own expense and the patenting or copyrighting party may grant
whatever license or rights to outside organizations or users as it sees fit. When more than one
"Developer" participatesinthe production of materials, processes, products, computer software or
techniques, they shall share their joint ownership in such manner as they may agree to in writing.

This policy statement does not affect the traditional Glen Oaks Community College policy that
faculty members have personal ownership of books and educational materials, which were not
commissioned by Glen Oaks Community College or which were prepared while on leaves of
absence, and the preparation of which was not supported or assisted by Glen Oaks Community
College. Agreements between parties for residual rights shall be governed by the rules and
regulations specified by Glen Oaks Community College for conditions of termination of employment,
shop rights, use and revision of materials and compensation for internal and external use.

Areas of Proprietary Interest

The areas of proprietary interest are as follows:

A. Any copyrightable material, process, computer software or product, and
B. Any patentable material, process or product.

Developers

The faculty member(s), the adjunct appointee(s), or the College employee(s) who shall produce (1)
copyrightable materials, processes, computer software or products, or (2) patentable materials,
processes or products shall be acknowledged and referred to herein as "Developer(s)". The
Developer(s) shall give credit to all primary and support personnel who assist the Developer(s) in
producing the product. Developerswho are faculty members shallidentify themselves as members
of the Glen Oaks Community College faculty.
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Circumstances For Which Glen Oaks Community College Will Not Claim A
Proprietary Interest

Glen Oaks Community College shall not have a proprietary right in materials, processes, products,
computer software or techniques which a faculty member has produced in the area of proprietary
interest on his or her own time, which did not involve Glen Oaks Community College money,
equipment, materials, personnel or time (for which the Developer was paid to perform contractual
duties). Glen Oaks Community College shall not have a proprietary right in materials developed by
faculty members while on sabbatical leave.

Circumstances for which Glen Oaks Community College May Claim a
Proprietary Interest

Glen Oaks Community College shall retain all proprietary rights in materials, processes, products,
computer software ortechniqueswhich a Developer, or adjunct appointee, is contracted specifically
to produce in the areas of a proprietary interest.

Furthermore, Glen Oaks Community College, at its sole discretion, may claim a proprietary interest
to the extent of recovery of all substantiated coststo Glen Oaks Community College associated with
a project for which a Developer, or adjunct appointee, is (1) employed either part time or full time
with primary duties specified as other than the "project", but has received additional compensation
in excess of a three (3) credit course reduction or equivalent pay, or (2) received support [copying,
recording, graphics, typing, etc.] valued at more than Four Hundred and 00/100 ($400.00) Dollars. In
the aforementioned circumstances, Glen Oaks Community College shallretaintherighttointernally
use thatwhichwasdeveloped, without paymenttothe Developer, the copyright holder or the patent
holder. The Developer shall be free, at his or her expense, to obtain a copyright or patent and to
market that which he or she developed.

Procedure to Contest Proprietary Rights of Glen Oaks Community College

In order to insure a fair and equitable decision concerning the proprietary rights in materials,
processes, products, software and techniques, the Developer shall establish his other claim by
submitting a Statement of Claim to Proprietary Rightstothe Vice-President of Academics priortothe
creation or development of the materials, processes, products, computer software or techniques.
Upon the approval by the Board of Trustees of the Statement of Claim to ProprietaryRights, the claim
of the Developer shall be valid.

The Statement of Claim to Proprietary Rights shall be submitted in a format provided by the Vice-
President of Academics and shall contain the following information:

A. Adetaileddescriptionwhichis sufficient toidentify the material, process, product, computer
software or technique which is to be developed.

B. The date onwhichthe projectisto be started, the date on whichthe projectisexpectedtobe
completed and the period of time for which the developed materials will be used.

C. The text of the notice of claim and rights which will appear on the developed material.

D. A declaration of the proportion of the proprietary rights which are being claimed by the
Developer and the identification of any individuals who may have additional rights.
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E. A statement concerning otherindividuals who may have a claim that may conflict with the
proprietary rights of Glen Oaks Community College.

F. A statement concerningthe Developer's intent to apply for a copyright or patent.

G. Astatementlimitingthe number of months oryearsforwhichthe protection shall be in effect,
unless a copyright or patent is obtained.

H. A statement of the costs and conditions, if any, by which the Developer or Glen Oaks
Community College shall be entitled to a copy of the product.

I. Any special arrangements for payment of expenses related to the development of the
materials, processes, products, computer software or techniques.

General Provisions

If a project is supported in whole or in part by a grant from an external agency, the terms and
conditions of the grant shall take precedence over any conflicting terms and conditions of this
Proprietary Rights Policy. If there are no terms or conditions of the grantthat conflict withthe terms
and conditions of this Proprietary Rights Policy, the appropriate sections of this Proprietary Rights
Policy shall be applicable.

It shall be the obligation of the Developer, or adjunct appointee, when entering into any other
agreement, to make known the provisions of this Proprietary Rights Policy and to preserve the rights
of Glen Oaks Community College containedinthis Proprietary Rights Policy in any other agreement.

Theinternaluse of developed material shall be without charge to Glen Oaks Community College and
shallbe housed and used as other Glen Oaks Community College materials. Glen Oaks Community
College may distribute such materials to other institutions for the purpose of demonstration or
review. External distribution by Glen Oaks Community College of developed material for any other
reasons shall be with the written consent of the Developer(s) and Glen Oaks Community College.
The Developer(s) may use developed materials for professional activities such as workshops,
lectures, conferences, etc. The proprietary rights of Glen Oaks Community College shall be
preserved by the Developer(s). The Developer(s) shallretainthe right to review recorded materialin
orderto update or improve the quality oraccuracy of the recorded material. If significant costs are to
be incurred by updating or improving the quality or accuracy of the recorded material, a separate
agreement may be negotiated or, at the discretion of Glen Oaks Community College, the recorded
material may be removed from circulation.

Glen Oaks Community College STATEMENT of CLAIM to PROPRIETARY RIGHTS

This statement of claim torights in specially developed materialsis presented withinthe provisions
of the policy of the Board of Trustees of Glen Oaks Community College. The partiestothis agreement
are known as the "Developer", and Glen Oaks Community College.

A. Description of materials to be developed.
Example: Policy and Procedures Manual for the Health Promotion Screening Clinic, and
monthly updates, see attached description for detailed description.
B. Starting date for development:
Expected date for completion:
Period of time completed materials will be used.
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Example: As long as the Health Promotion Screening Clinic is in existence.

. Test of notice of claim and rights.

Example: "Copyright 1988, Carol Campsmith" or words to that effect determined by
Developer.

. Proportion or rights claimed by Developer.

Claimant of remaining rights:

Example: Itisunderstoodthat Developer,in ordertoretain copyright privileges, is completing
the material without remuneration by the College.

Will any other individual have a conflicting claim to rights?

If "Yes", attach a statement of Release of Right.

Example: Glen Oaks Community College will allow Developer to use monthly update
prepared during the school year in conjunction with the basic manual preparedin June to
August 1999

Intent concerning application for copyright or patent.

Copyright will be arranged by Developer.

. Period of time the protection shall be in effect without a copyright or patent.

. Cost and conditions by which the Developer or Glen Oaks Community College shall be
entitled to a copy of the product.

Example: Student copies will be printed by Glen Oaks Community College and sold to
students inthe College bookstore. Glen Oaks Community College shall be entitledtoa copy
of the Policy and Procedures Manual for the HPSC and to its use as long as the HPSC is in
existence.

Arrangements for payment of production expenses

Example: Any production expenses for other than HPSC or student use will be the
responsibility of the copyright holder, Developer.

These terms are acceptable as statedabove. No otherterms are implied. These terms may later be
amended by mutual consent of the parties to this agreement.

"DEVELOPER"

Dated:

Developer:

GLEN OAKS COMMUNITY COLLEGE

Date:

Vice-President of Academics:

Policy History: Adopted by Board of Trustees 1/9/91, reviewed 10/13/04, 6/11/14, 1/20, 12/8/22,
4/13/23
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Policy 271: NETWORK ACCEPTABLE USE

Purpose

The College Network incorporates all electronic communication systems and equipment at Glen
Oaks Community College (the “College”). This Network Acceptable Use Policy (“AUP”) sets forth the
standards by which allUsers may use the shared College Network. The College Networkis provided
to support the College andits mission of education, service, and research. Any other uses (other than
permitted personal use as discussed below), including uses that jeopardize the integrity of the
College Network, the privacy or safety of other Users, or that are otherwise illegal are prohibited. The
use of the College Network is a revocable privilege.

By using or accessingthe College Network, Users agreeto comply with this AUP and other applicable
College policieswhich may be implemented from timetotime, aswell as all federal, state, and local
laws and regulations. Only Users are authorizedto use and/or access the College Network. The term
“User” refers to any faculty, staff, or student associated with the College, as well as any other
individual with access to computers or other network devices that have been approved by the
Directorof IT or Vice-President of Finance and Administrative Services for connectionto the College
Network. This definitionincludes, butis not limited to, contractors, visitors, and temporary affiliates.

Principles

General requirements for acceptable use of the College Network are based on the following
principles:

A. Each Useris expectedto behave responsibly withrespectto the College Networkand other
Users at all times.

B. Each Useris expected to respect the integrity and the security of the College Network.

C. Each User is expected to behave in a manner consistent with the College’s mission and
comply with all applicable laws, regulations, and College policies.

D. Each User is expected to be considerate of the needs of other Users by making every
reasonable effort not to impede the ability of others to use the College Network and show
restraint in the consumption of shared resources.

E. Each User is expected to respect the rights and property of others, including privacy,
confidentiality and intellectual property.

F. Each User is expected to cooperate with the College to investigate potential unauthorized
and/or illegal use of the College Network.

G. Each Useris expectedtorespectthe security andintegrity of College computer systems and
data.

H. Users will properly log out of sessions.

I. Userswill monitor access to their accounts. If a user suspects unauthorized activity or that
theiraccounthas been compromised, they must report the compromise tothe Director of IT
and change passwords immediately.

Users will use only supported and patched applications and operating systems on college-owned
devices. Exceptions must be documents and approved by the Director of IT.
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Prohibitions

Without limitingthe general guidelineslisted above, unless expressly agreed to by the Director of IT,
the following activities are specifically prohibited:

A.

Users may not attempt to disguise their identity, the identity of theiraccount or the machine
that they are using. Users may not attempt to impersonate another person or organization.
Users may likewise not misuse or appropriate the College’s name, network names, or
network address spaces.

Users may not attempt to intercept, monitor, forge, alter or destroy another User’s
communications. Users may notinfringe uponthe privacy of others’computer or data. Users
may not read, copy, change, or delete another User’s data or communications without the
prior express permission of such other User.

Users may not use the College Networkin a way that (a) disrupts, adversely impacts the
security of, or interfereswith the legitimate use of any computer, the College Network or any
network that the College connects to, (b) interferes with the supervisory or accounting
functions of any system owned or managed by the College, or (c) take actionthat is likely to
have such effects. Such conductincludes, butis not limited to hacking or spamming, placing
of unlawful information on any computer system, transmitting data or programs likely to
resultinthe lossof an individual’swork or resultin system downtime, sending "chain letters"
or "broadcast" messages to lists or individuals, or any other use that causes congestion of
any networks or interferes with the work of others.

Users may not distribute or send unlawful communications of any kind, including but not
limited to cyber stalking, threats of violence, obscenity, child pornography, or other illegal
communications (as defined by law). This provision appliesto any electroniccommunication
distributed or sent within the College Network or to other networks while using the College
Network.

Intentional access to or dissemination of pornography by College employees, temporary
staff, contractors, or vendors is prohibited unless (1) such use is specific to work-related
functions and has been approved the respective manager or (2) such use is specifically
related to an academic discipline or grant/research project. This provision applies to any
electronic communication distributed or sent within the College Network or to other
networks while using the College Network.

Users may not attemptto bypass network security mechanisms, including those presenton
the College Network, without the prior express permission of the owner of that system. The
unauthorized network scanning (e.g., vulnerabilities, post mapping, etc.) of the College
Networkis also prohibited. For permissionto perform network scans, user must receive prior
approval by calling the Director of IT.

Users may not engage in the unauthorized copying, distributing, altering or translating of
copyrighted materials, software, music or other media without the express permission of the
copyright holder or as otherwise allowed by law. Information on the Digital Millennium
Copyright Act can be found at:

https://www.copyright.gov/legislation/dmca.pdf
and the Copyright Act at:
https://www.copyright.gov/title17/
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H. Except as allowed under the Personal Use Policy or the Policy on Use of College Resources
in Support of Entrepreneurial Activities. Users may not use the College Network for private
business, commercial or political activities, fundraising, or advertising on behalf of non-
College organizations, unlawful activities, or uses that violate other College policies.

I. Users may not extend or share with public or other users the College Network beyond what
has been configured accordingly by Director of IT. Users are not permitted to connect any
network devices or systems (e.g., switches, routers, wireless access points, VPNs, and
firewalls) to the College Network without advance notice to and consultation with the
Director of IT. To contact the Director of IT, users must call Extension 315 and submitan IT
request form.

J.  Users areresponsible for maintaining minimal security controls ontheir personal computer
equipment that connects to the College Network, including but not limited to: current
antivirus software, current system patches, and strong passwords.

K. Users may not violate any laws or ordinances, including, but not limited to, laws related to
copyright, discrimination, harassment, threats of violence and/or export controls.

L. Users will not share access codes, PINS, MFA Tokens, or passwords.

M. Users will use MFA when possible, on all systems containing sensitive or restricted data.

Review and Penalties

The College reserves the right to review and/or monitor any transmissions sent or received through
the College Network. Access to other transmissions sent or received through the College Network
may occur in the following circumstances:

A. Inaccordance with generally accepted, network-administration practices;

B. To prevent or investigate any actual or potential information security incidents and system
misuse, if deemed necessary by authorized personnel;

C. Toinvestigate reports of violation of College policy or local, state, or federal law;

D. To comply with legal requests for information (such as subpoenas and public records
requests); and

E. Toretrieveinformationinemergencycircumstanceswherethereisathreattohealth, safety,
or College property involved

Penalties for violating this AUP may include:

A. Restricted access or loss of access to the College Network;

B. Disciplinary actions against personnel and students associated with the College,
C. Termination and/or expulsion from the College, and

D. Civiland/or criminal liability.

The College, in consultation with its legal counsel, may contact local or federal law enforcement
authorities to investigate any matter at its sole discretion.
Policy Updates

The College reserves the right to update or revise this AUP or implement additional policiesin the
future. Users are responsible for staying informed about College policies regarding the use of
computer and network resources and complying with all applicable policies. The College shall
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provide notice of any such modifications or amendments by email to the College community. Any
such modification shall be effective immediately upon notice being provided regardless of whether
subscriber actually reads such notice.

Policy History: Adopted by Board of Trustees 4/9/97, revised 6/9/99, 1/12/20, 10/13/04 6/11/14,
12/8/22,4/13/23
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Policy 280: COOPERATION with COMMUNITY GROUPS and
AGENCIES

The Board of Trustees of Glen Oaks Community College supports the concept and purpose of
cooperation and coordination between the College and other community groups and agenciesin
offering educational services and directs the President to implement those arrangements where
possible and adequately report to the Board regarding same. Where contractual arrangements
obligate the College to financialcommitmentsorliabilities, said arrangements shall be specifically
approved by the Board of Trustees prior to their implementation.

Policy History: Adopted by Board of Trustees 7/10/74, reviewed 10/13/04,6/11/14,12/8/22,4/13/23
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Policy 285: NEWS RELEASES

Allinformation about the College provided to the public for publication purposes shall be released
according to the following procedures:

Written Release of Information

There are two channels for official written releases. These are:

President's Office

The President may issue written announcements or informational articles to the media. These
releasesare to be signed by the President or a designated representative and may be mailed by the
Executive Director of Communication & Marketing.

Office of Communications & Marketing
The final version of the written release will be prepared and submitted to the news media by the
Executive Director of Communication & Marketing.

Verbal Release of Information

The President shall act asthe official spokesperson for the College. In no instance may anemployee
of the College represent the College to the public in an official capacity unless designated by the
President to do so.

Exceptions to the above are:

Executive Director of Communications & Marketing—on matters of generalinformation regarding the
College;

A. Athletics-where the Athletic Director or his/her designee may release information regarding

athletics; and
B. Specialeventscoordinators (e.g. the Speakers Program Coordinator)who are contactedfor
clarification of event scheduling.

Policy History: Adopted by Board of Trustees 2/01, revised 10/13/04, 6/11/14, 11/1/19, reviewed
12/8/22,4/13/23
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Policy 290: COPYRIGHT

Glen Oaks Community College recognizesthat federal law makes itillegalto duplicate copyrighted
materials without authorization of the holder of the copyright, except for certain exempt purposes.
Severe penalties may be imposed for unauthorized copying or use of audio visual or printed materials
and computer software, unless the copying or using conforms to the “fair use” doctrine.

Under the “fairuse” doctrine, unauthorized reproduction of copyrighted materialsis permissible for
such purposes as criticism, comment, news reporting, teaching, scholarship or research. If
duplicating or changing a product is to fall within the bounds of fair use, these four standards must
be met for any of the foregoing purposes:

The Purpose And Character Of The Use

The use must be for such purposes as teaching or scholarship and must be nonprofit.

The Nature Of The Copyrighted Work

A. Staff may make single copies of the following for use in research, instruction or preparation
for teaching: book chapters; articlesfrom periodicals or newspapers; short stories, essays or
poems; and charts, graphs, diagrams, drawings, cartoons or pictures from books,
periodicals, or newspapers.

B. A professor/instructor may make multiple copies not exceeding more than one per pupil, for
classroom use or discussion if the copying meets the tests of “brevity, spontaneity and
cumulative effect”. Each copy must include the notice of copyright present in the original
work.

The Amount And Substantiality Of The Portion Used

In most circumstances, copying the whole of a work cannot be considered “fair use”.

The Effect Of The Use Upon The Potential Market For Or Value Of The
Copyrighted Work

If resultingeconomic loss to the copyright holder can be shown, even making a single copy of certain
materials may be an infringement, and making multiple copies presents the danger of greater
penalties.

While Glen Oaks Community College encourages its employees to enrich the learning programs by
making proper use of the supplementary materials, itisthe responsibility of the College employees
to abide by the requirements of the law. In no circumstances shall it be necessary for Glen Oaks
Community College employees to violate copyright requirements in order to perform their duties
properly. The College cannot be responsible for any violations of the copyright law by its employees.
College employees who fail to follow this policy may be held personally liable for copyright
infringement.

Legal References:P.L. 94-553 Federal Copyright Law of 1976(U.S. Code, Title 17)

Policy History: Adopted by Board of Trustees2/13/02, revised 3/13/02, reviewed 10/13/04,6/11/14,
12/8/22,4/13/23
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Policy 292: EMERITUS

The Glen Oaks Community College Board of Trustees establishesthe rank of Emeritus faculty, staff,
or Board of Trustees, to honor, upon retirement, such members of any of those groups who have
made long-term contributions to Glen Oaks Community College and to encourage a continuing
relationship with the College.

Eligibility:
To be eligible for nomination to this rank, the faculty or staff must have had a minimum of twelve
years of continuous, honorable regular service as a member of the entity prior to retirement. The

Board may grant President Emeritus or Trustee Emeritus statusto a retired President or Trustee with
less than twelve years of service.

Election:

Initial nominations for emeritus status should originate with the college unit or departmentinwhich
the individual had theiremployment rank. Initialnominations should be forwardedto the President.
The President forwards candidate nominations, which are confirmed by the Board of Trustees. The
expectationisthatanominationfora qualifiedindividual should occur within one year of the date of
retirement.

In rare circumstances, andfor demonstrated good cause, the Board of Trustees may award emeritus
title and statusto a faculty, staff, or member of the Board of Trusteeswhoresigns his or her position
for the purpose of accepting an appointment elsewhere or for other honorable purposes but does
not meet the time-of-service requirement.

Privileges:

A faculty, staff, or Trustee Emeritus shall:

A. Receive a printed resolution of the Board of Trustees' action granting the emeritus
designation.

B. Have his/her name and years of service displayed accordingly within the college.

C. Retaindiscounted purchasing privileges in the college bookstore.

Emeritus designation does not confer any additional rights, privileges, remuneration, or other
benefits beyond those set forth in this policy.

Policy History: Adopted by the Board of Trustees 9/8/10, revised6/11/14,9/12/19,12/8/22,4/13/23
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Policy 294: IT PURCHASING

Purpose:

Glen Oaks Community College strives to provide quality and cost-effective hardware and software
servicesto meetthe needs of students, faculty, and staff while directly impactingthe sustainability
goals of the institution.

The purpose of this policyisto provide a frameworkforthe procurement of allIT hardware, software,
and any externally hosted systems or software for the College.

Scope:

This policy applies to the purchase of all IT (technology hardware; software; cloud or externally
hosted systems, software and services) by faculty and staff usinginstitutional, Research Foundation
and any grant funds regardless of whether it is a fee-based purchase or zero-dollar acquisition
(provided for free but still requires agreement to terms and conditions).

Technology hardware includes but is not limited to: desktop, laptop computers and peripherals,
external storage drives, servers, tablets/PDAs, monitors, printers, plotters, scanners, projectors,
multi-media players, flat panel displays/televisions, fax machines, desk phones, cameras and
network devices.

Software includes but is not limited to any software application that is loaded on Glen Oaks
Community College-owned technology hardware (desktops/laptops/tablets) or used in the cloud.

Departmental/Enterprise/Web Application Software is any software that will be housed on a College
server. Usually, this type of software is multi-user, butit can also be dedicated for a specific business
practice or purpose.

Cloud-based or externally hosted systems include, but are not limited to, any server or storage
hosted outside of the College’s data center infrastructure.

Research Foundation purchased technology includes any software, project specific computer for
data analysis, field collection device or hand-held device for project communications.

The IT Department is the sole authority for placing orders for IT software and hardware on behalf of
the College regardless of the source of funding.

AUl IT related purchases will need to have full approval of appropriate department supervisor and
authorization prior to requisitioning.

All requests must be submitted through the ticket system currently in place.

AULIT related hardware and software will be specified by the IT Department. Hardware and software
will be made with consultation from the IT Department before purchase. Consultation from the IT
Department could be indicated by a signature or email from the Department director. Any item
purchased without previous IT Department consultationwill not qualify for support or maintenance
through the IT Department.
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Allrequestsfor purchasing equipment or software, whether as individualitemsor as part of alarger
project, must be sent to the IT Helpdesk who will process the request.

The Business Office will notify the IT Department of any purchase requisitions that are not signed
indicating that the IT Department has been consulted.

Software:

The IT Department will not install software unless it has been involved in the specification.
Software cannot be installed by non-IT staff.

The software/applications need to come from a legitimate source.

The IT Department will determine if the software is compatible with the system in place.

Desktops, Laptops, notebooks and handheld devices:

Faculty and Staff members are limitedto a single desktop PC, a monitor, awire keyboard and
a mouse.

Wireless keyboard and mice require a justification and approval from the requester’s
Department Vice-President with consultation from the IT department.

Laptops will be assigned if the person needs to be out of the office for periods of time.

The laptop assignment must be provided with a Justification and approval from the
requester’s Department Vice-President with consultation from the IT department.
Forthose who need a laptop for a short period of time, the IT departmentwill loan one for the
activity duration.

Handheld deviceswill be assigned with the correspondingjustification and approval fromthe
requester’s Department Vice-President with consultation from the IT department.

Printers:

Printers should be used for Glen Oaks Community College business purposes only. Non-
work-related printing, copying, scanning or faxing is prohibited.

Only the necessary pages in the document are to be printed and double-sided printingis to
occur where possible.

A networked printer willbe made available to faculty and staff within close proximity to their
work area.

Black and white printers should be used in preference to color printers.

Many of the printers/copiers on campus support Secure Print which allows setting a release
code for a printed document. The document is held at the printer until the release code is
entered, at which time the document prints. This allows for confidential documents to be
printed securely in a shared workspace.

Access to a color printer will be allocated to a limited number of staff.

Using printers and desktop device resources to engage in political and/or religious
campaigning or commercial advertisement is prohibited.

Local printerswill no longer be purchased or supported by the college without approvaland
documentedjustificationfromthe Departmental Dean, in consultationwith IT. Local printers
that are currently in use and have been approved prior to the implementation of this policy
will be supported by IT to the extent practical.
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All faculty and staff will connect to the nearest available networked printer or copier as designated
by IT.

Policy History: Adopted by Board of Trustees 3/8/18, revised 12/8/22,4/13/23
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Policy 295: DIGITAL ACCESSIBILITY

Statement

Glen Oaks Community College will promote and monitor the accessibility of its electronic and
informationtechnology (“EIT”), which includes third-party sites withwhom GOCC contracts or links
and any GOCC acquisition of online content provided or developed by third partiesthat the college
chooses to make available on the website. GOCC has adopted the W3C WAI's Web Content
Accessibility Guidelines 2.1, Level AA conformance standard (in accordance with the American
Disabilities Act and the Rehabilitation Act of 1973) to determine whether all web content is
accessible.

Students, prospective students, employees, guests, and visitors can report violations of the
technical standards used by GOCC, file a formal complaint through its Section 504 and Title Il
grievance procedure, and/or contact a Web Accessibility Coordinator with any concerns.

Rationale

The Americanswith Disabilities Act (ADA) andthe 1998 amendment to the Rehabilitation Act of 1973
(Section508) requires agencies and government supported organizationsto provide individuals with
disabilities access to information that is comparable to the access and experience available to
others.

Entities Affected by this Policy

This policy affects all of GOCC’s faculty, staff, students, board members, contractors, and guests of
the college.

Who Should Read this Policy

All GOCC faculty, staff, students, board members, contractors, and guests.

Related Documents

1. GOCC’s Acceptable Internet Use Policy
https://catalog.glenoaks.edu/college-policies-procedures/collegewide-policies-
procedures/internet-technology-use-policies/acceptable-internet-use-policy/

2. Public Law 105-220, “Section 508 of the Rehabilitation Act of 1973, as amended in the
Workforce Reinvestment Act of 1998”
https://www.govinfo.gov/content/pkg/PLAW-105publ220/htmU/PLAW-105publ220.htm

3. Section 503 of the Rehabilitation Act of 1973, as amended
https://www.dol.gov/agencies/ofccp/section-503/law

4. Web Content Accessibility Guidelines
https://www.w3.org/TR/WCAG/

5. Title44,U.S.C., 8§ 3501, “E-Government Act of 2002“
http://www.gpo.gov/fdsys/pkg/PLAW-107publ347/pdf/PLAW-107publ347.pdf

6. Title 36, Code of Federal Regulations (CFR), Part 1194, “Electronic and Information
Technology (EIT) Accessibility Standards”
https://www.ecfr.gov/current/title-36/chapter-Xl/part-1194
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7.

10.

Title 48, CFR, 39.204, Federal Acquisition Regulations (FAR), “Acquisition of Information
Technology
https://www.govinfo.gov/content/pkg/CFR-2002-title48-vol1/xml/CFR-2002-title48-
voll.xml#segnum39.204

Federal Acquisition Regulation, Final FAR Ruling 48, CFR Parts 2, 7, 10,11, 12 and 39 (FAC
97-27; FAR Case 1999-607)

https://www.ecfr.gov/current/title-48

Public Law 105-220, Workforce Investment Act of 1998, Amendment to Section 508 of the
Rehabilitation Act (29 USC 794d)
https://www.govinfo.gov/content/pkg/PLAW-105publ220/html/PLAW-105publ220.htm
GOCC-specific policies and directives that relate to accessibility, equal opportunity, and
reasonable accommodations

https://catalog.glenoaks.edu/college-policies-procedures/

Contact

ADA Web Compliance Officer
Eric Connelly
Phone: (269) 294-4254
econnelly713@glenoaks.edu

Definitions

1.

Accessible: refers to a site, facility, work environment, service, or program that is easy to
approach, enter, operate, participate in, and/or use safely and with dignity by a person witha
disability.

Americans with Disabilities Act: a comprehensive, federal civil rights law that prohibits
discrimination based on disabilities in employment, state and local government programs
and activities, public accommodations, transportation, and telecommunications.
Compliance: adherence to the web accessibility standards and practices detailed in the Web
Content Accessibility Guidelines 2.1 WCAG Priority 2, AA web accessibility standards.

Content owner:
a. Any individual capable of accessing and posting content on any of GOCC'’s online
content.
b. Any third party responsible for posting content on behalf of GOCC.
c. A web-based service contracted by GOCC that serves a GOCC business and the
GOCC employees responsible for administering those sites.
Disability: with respect to an individual: a physical or mental impairment as defined by the
ADA that substantially limits one or more of the major life activities of such individual; a
record of such an impairment; or being regarded as having such an impairment.
Electronic and Information Technology (EIT): EIT includes GOCCweb content, includingweb
pages, media and documents provided on all college websites and official social media
platforms, as wellas any linked information from 3rd party websitesthat are not maintained
by the college; online learning content, including learning management systems, e-learning
tools, and any electronically delivered media, communications and documents.
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7. Rehabilitation Act of 1973 (Section 508): prohibits disability discrimination by federal
agencies, federal contractors, and other recipients of federal financial assistance. Types of
prohibited discriminationinclude employment; education; building accessibility; and health,
welfare, and social services.

8. Remediation: the process undertaken to retrofit, redesign, or remove the content from the
website found to be out of compliance.

9. Web Content: Web Content is a sub-category of EIT that specifically addresses the text,
images, multimedia, documents, and all information provided on all college websites both
for public audiences and employee-only resources.

Procedures

Responsibility

ADA Web Compliance Officer or designee (hereinafter “Compliance Officer”) shall be responsible
for ensuring that information and services offered via GOCC’s websites are compliant.

Proactive Monitoring

The Web Compliance Officer will monitor the EIT in order to evaluate compliance with accessibility
standards and practices according to the Americans Disability Act of 1990 and the Americans
Disability Act Amendment Act of 2009, Section 503 of the Rehabilitation Act of 1973, Section 508 of
the Rehabilitation Act 1998 and the W3C/WAI/WCAG AA web accessibility standards.

Monitoring tools can be run at any interval but no less than each quarter. The Web Compliance
Officerwillthen send a web-basedinformation check sheet statingthe degree of compliance tothe
Vice- President of Academics. If non-compliant, remediation will apply.

Anyone posting content must review content to ensure it meets the accessibility standards prior to
publication or notification of any substantial change in accessibility standards.

Accountability

The Web Compliance Officerwill regularly report, track, and evaluate the status of the EIT to ensure
compliance with Priority 2, AA accessibility standards. The ADA Compliance Officerwill review web
content that is reported as nhon-compliant.

Where possible, the websites will have a link to report accessibility problems to the ADA Web
Compliance Officer.

The Web Compliance Officer will notify the content owners of any instance of non-compliance. The
content owner shall be responsible for remediation according to the guidelines and timelines
established by the agreement with the ADA Web Compliance Officer. The Web Compliance Officer
shallensure thatthe remediation steps are taken within 30 days of discovery, or the Web Compliance
Officerwillremediate the issue directly. Lack of remediation on the part of contracted services and/or
a hold on payment.

The Web Compliance Officer will be responsible for maintaining a record of reported instances of
non-compliance and their ultimate resolution.
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The IT Department may initially provide assistance to departments concerning content
development. The IT Department will coordinate faculty training for those departments regarding the
development and publication of accessible content. In addition, the IT Department will also train
staff and faculty content developers in-person or provide the ability to take online training.

Remediation

The Web Compliance Officer shall ensure that the EIT that fails to comply with accessibility will
receive remediation within 30 days of discovery.

When EIT cannot be made accessible within 30 days of discovery, the content owner will be
responsible for providing alternative access to the information.

If not remediated within 30 days of discovery, the IT Department will bring the content into
compliance and inform the Web Compliance Officer of the changes made. The Web Compliance
Officer will follow up with the content owner(s) to ensure proper training is administered, so future
issues of this nature do not occur.

If remediationis not possible, and alternative accessisnot anoption, contentwill be published with
information on available assistive services (Phone number, fax, email options).

Retrofit Accessibility

Content owners shall provide alternative ways for persons with disabilities to obtain services and
information during any period where a EIT is undergoing retrofitin order to comply with accessibility
standards.

Training

Contentowners are required to maintain aworking knowledge of accessibilitystandards. Glen Oaks
Community College will provide mandated annual training for content owners who develop and
maintain GOCC'’s EIT in order to ensure that those who post content understand accessibility
standards. Annual training will be over the Policy and the content owner’s roles and responsibilities
to ensure that web design, documents, and multimedia content are accessible. The Web ADA
Compliance Officer will facilitate training in-person, or the training may be completed online.

Thisreplaces previous version of what was referred to: Policy 2.95 Web Accessibility Policy

Policy History: Approved by Board of Trustees 12/8/22, 4/13/23
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Policy 296: INSTITUTIONAL REVIEW BOARD and PROTECTION of
HUMAN SUBJECTS

Purpose

Glen Oaks Community College is committed to the protection and ethical treatment of students,
employees, and otherswho may conduct or participate inresearch conducted by intermal or external
researchers. The purpose of the GOCC Institutional Review Board (IRB) is to assure, both inadvance
and by periodic review, that appropriate steps are taken to protect the rights and welfare of humans
participating as subjects in research. The IRB will function according to the Code of Federal
Regulations (CFR) Title 45, Part 46, Subpart A.

Policy Statement

All persons who wish to conduct research involving human subjects at GOCC must submit an IRB
Research Proposal application. The IRB application will be reviewed by the GOCC IRB committee
following established processes. The GOCC IRB functions to determine and assure:

1. The welfare andrights of allhuman subjects are adequately protected and informed consent
given, when appropriate.

2. Human subjects are protected from unreasonable physical, mental, or emotionalrisk as a
result of research, and the risks to research subjects are minimized.

3. Research outcomes hold significance to the college’s interests.

4. The benefits, necessity, and importance of the research outweighs any potential risks to
subjects.

5. Researchers are qualified to conduct research involving human subjects.

Participant selectionis equitable.

7. Adequate provisions are made in regard to data collection, storage, and disseminationto
ensure the safety and privacy of participants.

o

IRB approval must be obtained prior to commencing any work involving human subjects. Any
modifications to an IRB approved research project must be approved prior to implementing those
modifications.

This policy applies to all College faculty, administrators, staff, and students conducting research or
for externally funded projects involving human subjects; persons who are not employees of the
College but wish to access the facilities to engage human subjects for research.

The IRB shall be empowered and responsible to:

1. Determine whether proposed activity constitutes the definition of research.

2. Review, approve, requestrevisions, or deny approval of research proposals involvinghuman
subjects.

3. Determine if research activities are exempt from IRB oversight.

Provide oversight of human subject protection for ongoing research.

5. Ensure adherence to IRB established policies and procedures.

>

The membership of the Institutional Review Board will include the following:
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IRB Chairperson (Director of Institutional Planning, Assessment, & Research)

An instructional faculty member in science area (e.g., biology, psychology, chemistry)
Aninstructional faculty member in nonscience area (e.g., history, English, art)

A faculty, administrator, or staff member selected by the President.

One representative external to the College

ahwN=

All members of the IRB must undergo training on the protection of human subjects made available
by the U.S. Department of Health and Human Services Office for Human Research Protections, as
outlined in the GOCC IRB Procedure Manual.

Definitions

Human Subjects.

Alivingindividual about whom aninvestigator (whether professional or student) conducting research
obtains datathroughintervention orinteraction with the individual or identifiable privateinformation.

Research.

The systematic investigation, including research development, testing, and evaluation, designed to
develop or contribute to generalizable knowledge. Activitiesthat use human subject data that (a) is
regularly androutinely gathered at the institution, (b) does not require new, additional, or significantly
altered data collection procedures, or (c) is not sponsored by an external agency, is unlikely to
constitute research. For example, the assessment of student learning is not research.

Institutional Review Board (IRB).

An IRB is the board responsible for reviewing and approvingresearchthat involves human subjects
toensure thatallhumansubjectresearchisconductedinaccordance withfederal, institutional, and
ethical guidelines.

IRB Approval.

The determination of the IRB that the research has been reviewed and may be conducted at an
institution within the constraints set forth by the IRB and by other institutional and federal
requirements.

Risk.

The probability of harm or injury (physical, psychological, social, or economic)occurringas a result
of participation in a research study.

Minimal Risk.

The probability of harm or discomfort anticipatedinthe proposed researchisnot greaterthan those
ordinarily encountered in daily life or during the performance of routine physical or psychological
examinations or tests.

Policy History: Adopted by the Board of Trustees 1/11/24
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Policy 301: ADMISSIONS

All high school graduates and those who have satisfactorily completed the General Education
Development How (GED) Examination are eligible for admission to Glen Oaks Community College.
Others may be admittedif they demonstrate the interest and capacity to benefit from the programs
and courses offered by the College. Students admittedto Glen Oaks may be requiredto complete a
placementtestin reading, writingand/or math, and the college reservesthe right to require special
courses when deemed to be in the best interest of the student’s academic success.

New student orientation is mandatory for all new students (first time in college, previously dual
enrolled, returning students who have not attended for three or more years, college guest students,
and transfer students). Orientation is available on campus or online each term and must be
completed prior to registering for the student’s first semester of classes.

New students must register three business days prior to the first day of classes at the beginning of
each semester or accelerated semester.

New Students

A person desiringadmissionto Glen Oaks Community College must submita completed application
for admission to the Admissions Office. Admission to Glen Oaks does not necessarily guarantee
admittance to a specific course or program of study.

A minor student under the age of 18 who has earned a high school diploma or GED, may be admitted
as a new student with signed consent by a parent or guardian; each applicant will be handled on a
case-by-case basis.

An official high school transcript or GED score report should be mailed directly from the high school
or GED-granting institution to the Admissions Office or may be submitted through an electronic
transcript service. Transcripts are used for academic advising, course placement, and acceptance
into specific programs. The request for a high school transcript applies to students who have
graduated within the last 10 years unless special circumstances require a transcript on file.

Transfer Students

A student who has attended another college or university must apply for admission by completing
the Glen Oaks Community College admission application.

Transfer students must submit an official high school transcript or GED score report as well as an
official college transcript from each college previously attended. Transcripts are used for academic
advising, course placement, acceptance into specific programs, and transfer of credit. Transcripts
must be mailed directly from the high school/college(s) to the Admissions Office or may be
submitted through an electronic transcript service. Students who have previously earned an
associate or bachelor’s degree must provide only a copy of their college transcript.

A minimum of fifteen (15) academic semester hours of Glen Oaks credit must be earned if a degree
or certificate is to be granted.
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Former Students

Students who are returning to Glen Oaks after a three-year absence must reapply for admission to
update student and program information. Former students should see an academic advisor before
they register so they can be apprised of any changes in degree or certificate requirements. The
Registrar should also be notified of any address or name changes.

College Guest Students

Students attending another college or university who wish to study at Glen Oaks Community College
as aguest student must submit eithera Glen Oaks Admissions Application oracompleted Michigan
Uniform Undergraduate Guest Application. The guest application is available at the Glen Oaks
Admissions Office or the college/university last attended by the applicant. A Guest Application is
valid for only one semester.

International College Guest Students

International students attending another college or university who wish to study at Glen Oaks
Community College as guest students must do all of the following:

1. Submit either a Glen Oaks Application for Admissions or a completed Michigan Uniform
Undergraduate Guest Application. The Guest Application is available at Glen Oaks or the
college/university last attended by the applicant. Note: A Guest Application is valid only for
one semester.

N

Be evaluated to determine skill levels in writing, reading and mathematics.

3. Meet with the international student advisor to address any immigration issues and for
approval. (Admission to Glen Oaks is subject to compliance with U.S. Immigration
Regulations.)

4. Meet with the International Student Advisor for academic advisement.

5. Enrollinthe courses recommended by the International Student Advisor.

International Students

Applicantsfrom foreign countries must submit a completed applicationforadmissionas wellas an
International application and packet:

Some requirements for International Admission are:

1. A certified English translation of all courses completed on the secondary and/or university
level.

2. Certification of proficiencyin the English language based on the test of English as a Foreign
Language (TOEFL) or Duolingo for non-native English speakers.

3. A statement of financial solvency from the bank, parent, or guardian while in the United
States or an affidavit of support.

A complete set of requirements and standards are available from the Student Services Office.
International

Students admitted to Glen Oaks are expected to maintain full-time status and comply with all Federal
Institutional Student regulations.
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High School Students

Students who are under the age of 18 and have not yetearned a high school diploma may apply for
admission and enrollin college courses provided they have met eligibility requirements and have
completed processes for the specific high school program in which they enroll.

High School Guest

1. Complete the Application CTE-DE-HS Form
2. Complete the Course Placement Evaluation and/or submit qualifying SAT/ACT scores
3. Meet with a Glen Oaks advisor who will:

a. Review the results of Course Placement Evaluations

b. Determine whether course prerequisites are met

Dual Enrollment

Students wishing to dual enroll must complete appropriate paperwork with their high school and
meet with their counselor prior to completing an application.

Complete the Application CTE-DE-HS Form
Submit High School Transcript to Dual Enrollment Coordinator
Complete the Course Placement Evaluation and/or submit qualifying ACT/SAT scores
The Dual Enrollment Coordinator will:
a. Review the results of Course Placement Evaluations, test scores, and High School
Transcript
b. Determine whether course prerequisites are met

i

Early Middle College (EMC)

Meet with High School Advisor
Complete the EMC - Application Form
Submit High School Transcripts
Complete the Course Placement Evaluation and/or submit qualifying SAT/ACT scores
Meet with the EMC Coordinator
a. Review the results of Course Placement Evaluations
b. Determine whether course prerequisites are met
6. Attend EMC Bootcamp

Career & Technical Education (CTE) Direct Credit

1. Enrollin a CTE program through the St. Joseph County ISD
2. Complete the Application CTE-DE-HS Form
3. Meet with the CTE Coordinator who will:

a. Determine eligibility for direct credit

b. Assistwith enrolling in direct credit

A o

Military Students

Glen Oaks Community College is a military friendly institution and has designed a transfer process
to allow individuals in the armed forces to minimize the loss of credit and to avoid duplication of
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coursework. Students who have servedinthe military must apply for admission and are encouraged
to supply a military transcript for evaluation of transfer credit. For more information, contact the
College’s School Certifying Official or Veteran Advisor.

Per Department of Defense regulations, the college prohibits high-pressure recruitment tactics for
the purpose of securing enrollment of Service members and does not offer or acceptany reward or
remunerationfrom a secondary school, college, university, agency, or organization for placementor
recruitment of military students.

GOCC also participates in the Concurrent Admissions Program (ConAP). This program allows
soldiers to be admitted to Glen Oaks Community College at the same time they enlist in the U.S.
Army or Army Reserve. The admission agreement is in effect for two years following completion of
active military service.

Readmission of Military Service Members

The college recognizes that students may be temporarily unable to attend classes or be required to
suspend their studiesin orderto perform military service. Servicememberswho are calledto active
duty or who are required to report for military service while enrolled at GOCC should present
documentation of their orders to the Veteran Advisor in Student Services prior to leaving for duty.

In order to be readmitted to the college, the cumulative length of the absence and all previous
absences for military service may not exceed five years. The student must submit a written
notification of intent to re-enroll to the Veteran Advisor within three years after the completion of
service or within two years after recovery from an illness or injury incurred during the service.

A returning service member will be readmitted in the same academic program and with the same
academic status held when last attending the college or when last accepted for admission. The
service member may resume their program in the next scheduled semester unless the student
requests a later date forre-enrollment. Every reasonable effort to enable the student to resume their
program will be made. If such efforts are unsuccessful, and it is determined the student is not
prepared or is unable to reenrollin the same academic program withthe same academic status, or
if placing the student in the program will place an undue hardship on the college, GOCC is not
required to readmit the student.

If the service member pays in-district tuition rates, the college will allow the student to continue to
pay in-district rates as long as the individual is continuously enrolled, even if there is a subsequent
change in the permanent duty station of the service member to a location outside of the district. If
veteran education benefits or other service member education benefits will pay the higher tuition
and fee charges that other students in the program are paying for the year, the school may assess
those charges to the student.

In accordance with federal regulations, returning students who receive a dishonorable or bad
conduct discharge from the Armed Forces (including the National Guard and Reserves) are not
eligible for readmission under this policy. However, service members who receive dishonorable or
bad conduct discharge may remain eligible for readmission even though they will not be entitled to
the benefits outlined in this policy.
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Returning military service members may be required to provide supporting documentation.

Policy History: Adopted by the Board of Trustees 1/13/93, revised 4/10/96, 9/14/05, 4/12/06,
7/19/11,9/17/14,11/1/19, 5/20, 8/11/22, reviewed 3/9/23
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Policy 301A: NEW STUDENT ENROLLMENT POLICY

New students to the College must register 3 business days prior to the first day of classes each
semester/accelerated semester. Paymentinfull or payment arrangements must also be made at that
time. New students are first-time GOCC students (including former dual-enrolled students),
returning students who have not attended GOCC for more than threeyears, college guest students,
and transfer students. The Vice President of Student Services and/or Vice President of Academics
may make exceptions to this policy if new students submit qualifying test scores/course
equivalencies and pay in full or make payment arrangements within the published add period.

Policy History: Adopted by Board of Trustees: 10/14/15, 1/20, reviewed 3/9/23
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Policy 302: PLACEMENT EVALUATION

College readiness and course placement will be determined through multiple measures including
the College’s placementtest, ACT/SAT scores, high school GPA, specific high school course results,
time out of high school, and student input. Additional valid instruments may be used for proper
advising and course placement decisions. Glen Oaks Community College reserves the right to
require special courses, when it is in the best interest of the student’s academic success. An
institutional course placement exam can help identify student strengths and weaknesses before
beginning classes at the College.

A student is required to take the placement evaluation, unless:

1. The student has documented a bachelor's degree or higher from an accredited institution.
OR
2. The studentis enrolling only in a course for which he or she has met the prerequisite by
transferring math credit taken within five years from another college.
OR
3. The studentis enrolling only in a course for which he or she has met the prerequisite by
transferring English credit taken within ten years from another college.

OR
4. The studentis enrolling only in courses with no prerequisites.
OR
5. The student isalso enrollinginthe appropriate English or mathematics corequisite courses.
OR
6. The student is taking Continuing Education or the Business Services and Outreach training
courses.
OR

7. The student has received the minimum ACT or SAT scores listed below.

American College Testing (ACT) College Entrance Examination Board (SAT)
English 18 or greater Writing 430 or greater
Reading 19 or greater Critical Reading 450 or greater
Mathematics 22 or greater Mathematics 520 or greater

8. The student has met with an advisor to discuss guided self-placement options and has
selected an option that both the advisor and student determine will lead the student to
academic success.

Additional assessments may be required by the Academic Division offering the degree or
certificate.

Policy History: Adopted by Board of Trustees 5/8/02, revised 9/14/05, reviewed 9/17/14, revised
4/13/23
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Policy 303: ACADEMIC ADVISING

Academic Advisors are available to help students clarify theireducational goals and toidentify what
courses they need to take to meet certificate or degree requirements. Academic Advisors are
assigned to students at new student orientation. The assigned advisor will be able to assist their
students at any point during their time at Glen Oaks Community College. Appointments are
encouraged and can be made by contacting the advisor directly or by visiting the Student Services
Office.

Academic Advising can help with many facets of college life, and advisors assist students in many
ways. The advising department strives to:

Offer readily available advising to meet the needs of students.

Assist students with the development of meaningful educational plans and learning goals.
Assist students with transitions from their previous academic environment.

Assist students in choosing educational and career objectives compatible with their skills,
interests, and abilities.

5. Assist students for education beyond Glen Oaks Community College.

S

Itisencouragedthat students be an active participantintheir educational pathway. Students should
use curriculum guides as well as the College’s advising software to track their progress to degree
completion. Curriculum guides for degrees and certificates are available in the Student Services
Office orin the college catalog.

Policy History: Adopted by Board of Trustees 7/92, revised 9/14/05, 9/17/14, 3/9/23
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Policy 304: ACADEMIC STANDING

[The following Academic Standing Policy does not apply to certain Allied Health and Nursing
programs since they have their own academic standards for admission to, continuing in, and being
dismissed from their programs.]

The Glen Oaks Community College Academic Standing Policy is intended to assist Glen Oaks
Community College students to succeedin their studies, to assure that they are realistically able to
meet the minimum 2.0 grade point average required for graduation, and to maintain the academic
integrity of Glen Oaks Community College. Toward this end, Glen Oaks has adopted the following
Academic Standing Policy:

Academic Good Standing: Students with a calculated cumulative GPA of 2.0 or above will be
considered in Good Standing.

Academic Caution: Students with 1-20 attempted credit hours and a calculated cumulative
grade point average below 2.0 will be placed on Academic Caution and sent a letter strongly
encouraging them to meet with an Academic Advisor to address the situation.

Academic Intervention: Students with 21-40 attempted credit hours and a calculated
cumulative grade point average below 2.0 will be placed on Academic Intervention. Students on
Academic Intervention will only be allowed to enroll in three courses (no more than 9 credit hours)
unless they meet with an Academic Advisor to develop an Academic Success Plan. Academic
SuccessPlans must be created no laterthantwo weeks prior to the semesterin whichthe students
wish to enroll.

Academic Restriction: Students with 41 or more attempted credit hours and a calculated
cumulative grade point average below 2.0 will be placed on Academic Restriction. Students on
Academic Restriction will only be allowed to enroll in two courses (no more than 6 credit hours)
unless they meet with an Academic Advisor to develop an Academic Success Plan. Success plans
must be created no later than two weeks prior to the semesterin whichthe students wish to enroll.
Students on Academic Restriction who do not meet with an Academic Advisor to develop an
Academic Success Plan and/or whose term grade point average is below a 2.0 will be moved to
Academic Suspension.

Academic Suspension: Students on Academic Suspension will be sent a certified letter
notifying them of their academic standing and of the requirement to sit out a minimum of one
semester before being allowedtoenrollinany future courses at Glen Oaks. Priorto enrollingin future
courses, students on Academic Suspension must meet withan Academic Advisorto discuss steps
they will take to be academically successful. Students who return after sitting out a semester will
only be allowed to enroll in two courses (no more than 6 credit hours) per semester.

Policy History: Adopted by Board of Trustees: 12/14/16, reviewed 3/9/23
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Policy 304A: APPEAL PROCESS

Academic Suspension may be appealed to the Vice President of Academics who will form a
committee to determine if the appeal will be granted. A granted appeal only means an exception is
made to the requirement thatthe student sit out one semester. Allappeals must be made in writing
no laterthan 30 days from the date of the suspension letter and shall be processed no more than 30
days from receipt of the appeal. Appeal forms are available from Success Coaches or Academic
Advisors and must be completed by both the student and Success Coach or Academic Advisor. Late
appeals (appeals submitted in writing more than 30 days from the date of the suspension letter) shall
not be grantedfor the following semester. Late appealswill be considered only afterthe studenthas
sat out at least one semester. No more than two appeals per student will be considered.

Returning to Glen Oaks Community College after Suspension or a Granted
Appeal

Students who returnto Glen Oaks Community College after sitting out a minimum of one semester
on Academic Suspension, or students who successfully appealtheir Academic Suspension, will be
limited to a maximum of six credits hours duringthe semesterinwhichthey return. Studentswho do
not maintain at least a 2.0 calculated grade point average during the semester in which they either
return from suspension, or are granted an appeal to the suspension, will remain in the Suspension
category.

Policy History: Adopted by Board of Trustees: 12/14/16, revised 1/20, reviewed 3/9/23
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Policy 305: TRANSFER of CREDITS from OTHER INSTITUTIONS

A student may request the transferof credits earned at otherinstitutions by requesting the Registration
Office to evaluate the official transcript of credits. An official transcriptis one that has been received
directlyfromtheissuinginstitution. It must bearthe college seal, date, and an appropriate signature or
appropriate electronic transfer. These credits will be evaluated and transferred only after the student
has officially submitted an application foradmissionto Glen Oaks Community College. A maximum of
forty-five (45) credits may be transferred per student.

Grades and honor points are not transferable and will not be usedin computing grade pointaverages at
Glen Oaks. Only classes with a grade of 2.0 or higher may be transferred.

Credits over10years old maynot be accepted. The Registrar mayrequest the student to take the course
placement evaluation exam or meet with a faculty member to assess the student’s current knowledge.

The student has the responsibility to have an official copy of his/her transcript sent directly to the
Registration Office. Students may be requested to provide syllabus or course descriptions for classes
they wishto transfer. Students with internationaltranscripts willbe asked to obtain evaluation of credits
from an evaluation service to determine possible transfer of credits.

Glen Oaks will consider transfer of credits from an institution which is accredited by an accrediting
agency that is recognized by the Council for Higher Education Accreditation (CHEA) or by the U.S.
Department of Education. To transfer from a foreign institution, the institution must be recognized by
CHEA or a government or nongovernmental agency which is responsible for quality review of higher
education institutions in that country. The College reserves the right to deny credit to any student. The
student must submit an Application for Admissionto Glen Oaks Community College before transcripts
are evaluated.

1. Departments may waive prerequisite requirements allowing for credit.

2. Coursestakenatanotherinstitutionthatareequivalentto below 100-level courses at Glen Oaks

are not accepted in transfer.

All transcripts must be in English or from an acceptable translation service.

No hand carried transcripts will be evaluated.

5. Studentsare encouragedto see the Registrarabout any questions or problems concemingthe
evaluation.

o

When coursestransferfromotherinstitutionsto Glen Oaks and there is not an exactequivalentat Glen
Oaks, the generaldiscipline of the coursewill be used and transfer creditwill be awarded. Students are
encouraged to see the Registrar about any questions concerning the evaluation.

Policy History: Adopted by Board of Trustees 7/92, 1/13/93, revised 9/14/05, 9/17/14, 4/13/23
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Policy 306: CREDIT for PRIOR LEARNING

Special credit options are available for students who obtain knowledge, skills, and abilities outside of a
Glen Oaks degree program. Credit for prior learning eligibility criteria:

A. Credit by Experience based on extensive training or experience in industry or business in a
particular field.

B. Credit by Certification based on industry recognized certifications.

C. Creditby College-Level Examination based onrecognized nationaland internationaltesting
services or the successful completion of an in-house exam representing the student
learning outcomes for a specific Glen Oaks course.

The Vice-President of Academics may require students to meet with a Glen Oaks advisor or faculty
member to discuss prior learning options and experiences. In all cases, the Vice-President of
Academics will advise the Registrar of his/her decision and copies of the request will be placed in the
student’s personal file.

Policy History: Adopted by Board of Trustees 1/13/93, revised 9/14/05, reviewed 9/17/14, revised
4/13/23
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Policy 306A: CREDIT by EXPERIENCE

Credit by Experience may be awarded to a student based on extensive training or experience inindustry
orbusinessin a particular field. Students desiringto have theirexperience reviewed must assemble and
submit a portfolio to the Office of Academics. Portfolios must clearly document the request and relevant
life and work experiences and how they align to each student learning outcome for every Glen Oaks
course applied for.

All submissions will be reviewed by the Vice-President of Academics and faculty in the respective
department. If deemed appropriate by the student learning outcomes for all courses applied for, the
Office of Academics will workwith the student and faculty to establish a date, time, and location for a

demonstration.

Agrade of “CR” (credit granted) will be issued based onthe satisfactoryreview of Creditby Experience.
Norecordwillbe addedtothe transcriptifthe student’s portfolio or demonstration is unsatisfactory. The
fee for reviewing Credit by Experience for each course is $50.00.

Policy History: Adopted by Board of Trustees 4/13/23
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Policy 306B: CREDIT by CERTIFICATION

Credit by Certificationis the awarding of credit for selected courses because of formal, non-collegiate
learning. Such learning is attested through the awarding of certificates, diplomas, or letters of
completion in business and industry. Glen Oaks faculty review industry credentials against learmning
outcomes and set equivalencies. Certification equivalencies are stored in the Office of Academics and
reviewed duringthe programreview process for programs that have these courseequivalencies as part
of their core courses.

Credit by Certification may be awarded to a student based on eamed business and industry credentials.
Students desiring to have their certifications reviewed must submit an up-to-date copy of their
certificate to the Office of Academics.

All submissions will be reviewed by the Vice-President of Academics or his/her designee.

A grade of “CR” (credit granted) will be issued based on the satisfactory review of the credential. No
record will be added to the transcript if the student’s certificate does not apply to a Glen Oaks course.
There is no fee for reviewing Credit by Certifications.

Policy History: Adopted by Board of Trustees 4/13/23
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Policy 306C: CREDIT by COLLEGE-LEVEL EXAMINATION

Credit by College-Level Examination may be awarded to students based onthe successful completion
of a recognized national or international exam or the successful completion of an in-house exam
representing the student learning outcomes for a specific Glen Oaks course. Nationally and
internationallyrecognized exams include the Advanced Placement Program by the College Board (AP),
the College Level Examination Program (CLEP), the Defense Activity for Non-Traditional Education
Support (DANTES) Subject Standardized Tests (DSST), the International Baccalaureate (IB), and the
Cambridge Assessment.

At Glen Oaks Community College, a maximum of forty-five (45) semester hours of credit may be applied
toward an associate degree through credit by college-level learning examination. Transfer of college-
level examination credits is dependent onthe policy in effect at the transferring college or university.

A grade of “CR” (credit granted) will be issued based on the satisfactory review of a received AP, CLEP,
DANTES, IB, or in-house exam and the crediteamed may counttoward degree requirements. No records
will be added to the transcript if the student’s exam score(s) is not satisfactory. There is no fee for
reviewing AP, CLEP, IB, or Cambridge Assessment exams. The fee for an in-house exam is $50.00.

Advanced Placement

The Advanced PlacementProgramis administered by the College Board, a private educational agency.
High schools can participate in the program by following specific guidelines. At the completion of AP
high school course work, a student may sit for that course’s Advanced Placement Examination. The
results of thistestare reportedtothe student, the high school, and to the college. The program expects
that participating colleges will grant advanced standing or degree credit to candidates who eam AP
Exam scores of 3 or better. The College Board AP Exam scores are defined as:

e 5=Extremely well qualified
e 4 =Well qualified

e 3 =Qualified

e 2 =Possibly qualified

e 1=Norecommendation

College Level Examination Program

The College Level Examination Program (CLEP) is a service of the College Entrance Examination Board.
The CLEP test affords students and prospective students the opportunity to demonstrate their
academic proficiency at the freshman-sophomore college level. The test battery includes several
general study areas and numerous specific subject matter fields. Students do not have to paytuition for
the credits granted. Evaluation of credits will be based on recommendations by the American Council
on Education, transfer college, and if they are appropriate to the student’s program of study. Further
information concermningthis program includes testing sites maybe obtained by contacting the advising
department orthrough the CLEP website. The studentisresponsible for having officialtranscripts sent
to the Registration Office from the College Board.

DANTES Subject Standardized Tests

The Defense Activityfor Non-Traditional Education Support (DANTES) SubjectStandardized Tests (DSST)
is a service of Prometric, the recognized global leader intechnology-enabled testing and assessment
services. DSST exams are funded for active-duty military; however, adult learners, homeschooled
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students, and militaryveterans are also eligibleto earn GlenOaks credits through DSST. Studentsdo not
have to pay tuition for the credits granted. Evaluation of credits will be based on the recommended
percentile score determined bythe American Councilon Education (ACE), and if theyare appropriate to
the student’s program of study. Furtherinformationconcerningthis program including testing sites may
be obtained by contacting the advising department.

International Baccalaureate

The International Baccalaureate (IB) Diploma Program is a global program that provides education to
students 16-19 years of age. The IB provides a theoretical foundation and academic rigor in many
subjects for students preparing for college. In many cases, exam results equateto the knowledge, skills,
and abilities a studentwould attainin classes within the first two yearsof college. Glen Oaks recognizes
subjects taken at the higher level (HL) for college-level examination and awards credit for Glen Oaks
classes afterareviewof the IB examscores and related Glen Oaks curriculum by departmental faculty,
the Academics Office, and the Registrar.

Furtherinformation concermingthis programincluding IB subjects and Glen Oaks course equivalencies
may be obtained by contacting the advising department.

Cambridge Assessment

The Cambridge Assessmentis a globally recognized exam created by Cambridge University, offeredina
variety of subject areas. Glen Oaks recognizes Cambridge Assessment results for college-level credit
and awards credit for Glen Oaks classes after a review of Cambridge Assessment exam scores and
related Glen Oaks curriculum by department faculty, the Academics Office, and the Registrar.

Further information concerning this program including Cambridge subjects and Glen Oaks course
equivalencies may be obtained by contacting the advising department.

Credit by Examination

Students may receive credit for a course offered by Glen Oaks Community College by requesting and
then successfully completing an in-house comprehensive examination in the subject matter area.
Whether a course is eligible for credit by examination will be determined by the Vice-President of
Academics and the faculty who teach the course. The following steps must be taken:

Student completes the “Credit by Examination” form in Etrieve.

The faculty member receives the form in Etrieve.

If approved, the Vice-President of Academics receives the form in Etrieve.

If approved, the Registrar receives the signed form and communicates the process with the
student and faculty member.

The student then pays the non-refundable Credit by Examination fee.

And the student takesthe comprehensive exam. A grade of “CR” (creditgranted) will be issued
based on the satisfactory student performance onthe comprehensive examfor the semesterin
whichthe exam was given. Norecord will be added to the transcript if student performance on
the exam in unsatisfactory. The fee for an in-house comprehensive exam is $50.00.

Pobd=

o o

Policy History: Adopted by Board of Trustees 4/13/23
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Policy 307: ADVANCED STANDING

Advanced Standing or a “course waiver” means there are reasons which have been accepted for the
student to be excused from takinga course specifically identified in the student’s program of study.

Advanced standingpermits the studentto select advanced course only and does notgrantcollege credit
for any courses which may be bypassed. In all cases, the degree requirements regarding total credit
hoursremain as statedinthe catalog and students are requiredto elect othercoursestoreplace those
courses waived in order to meet graduation requirements.

All requests for advanced standing should be made to the Vice-President of Academics prior to the
period of enrollment in the advanced class.

Criteria for eligibility for advanced standing include:

1. Extensive training or experience in industry or business in a particular field. A portfolio of work
experience will be evaluated upon request.

2. Completion of a specialized high school program in the specific area advanced standing is
requested.

3. Completionof anapprovedtraining course or program in a branch of the military service, which
is the same or equivalent to a course offered at Glen Oaks Community College.

The Vice-President of Academics may require examples of work, a proficiency test, or the student to
meetwith a subjectmatter expertin the areathatadvanced standingis requested. In all cases, the Vice-
President of Academicswill advise the Registrar of his/her decision and copies of the request and
decision will be placed in the student's personal file.

Policy History: Adopted by Board of Trustees 7/92, revised 9/14/05, 9/17/14, 1/20, revised 4/13/23
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Policy 310: RESIDENCY, TUITION/FEES and REFUNDS

In-District

A resident or in-district student is a student who resides within the Glen Oaks Community College
District. Persons owning property or a qualified dependent of a person owning property in St. Joseph
County (accordingto IRS) are eligible for In-District tuitionrates (may be asked to show a copy of the
property tax statement to the Registration Office at the time of registration).

Service Area

Service-area residents include Branch, Calhoun, Cass and Kalamazoo County in Michigan and
residents in Elkhart, LaGrange, Steuben and St. Joseph Counties in Indiana.

In-State (State of Michigan)

This category includes students who live outside both the Glen Oaks District and its service area.

Out-of-State

This category includes students who live outside of the State of Michigan and outside the College
service area.

International

This category includesforeign students on a student VISA, unless they become a U.S. citizen or are
a Resident Alien.

General Information

The application for admission will be used to determine a student's legal residence.
A student will be charged tuition based on the above residency determination.

Any student desiring to change his/her legal residence may do so by providing any two of the
following: voter registration card, Secretary of State identification card, driver's license, place of
residence property tax receipt, utility bill with student name and mailing address identified or rent
receipt (indicating mailing address) to the Registration Office and completing the necessary form in
Etrieve.

If astudent changesresidence andwishestoreceive arefundforthe difference between service area
orout-of-district tuition andin-district tuition, the student MUST establish resident status within 10%
of the academic period for the semester in which the refund is requested. In addition, it is the
student’s responsibility to prove residency through the Registration Office and request the refund
through the Cashier’s Office within the 10% period.

Any student may be asked to furnish verification of residency status. Failure to comply could result
in a service area or out-of-district status determination.

An International Student in this country on a Student VISAwill be assessedthe International tuition
rate.
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TUITION AND FEES

Students will be assessed on a per semester contact hour basis, effective Fall 2025-26:

Per semester contact hour*

In-district $139.00
Service area $171.00
In-State $207.00
Out-of-State $244.00
International $294.00

Dual Enrollment

On-Campus/In-District $135.00
At High School w/ GOCC Faculty $135.00
At High School w/ High School or CTE Teacher  $20.00

Students residing in on-campus student housing, with the exception of international students, will
be charged the In-District tuition rate.

This cost does notinclude laboratory and course fees. Tuition charges are subject to change without
notice upon action of the Board of Trustees.

*NOTE: A contact hour is equivalent to the time the instructor spends in the classroom.

GENERAL FEE

A general fee will be assessed at $25 per contact hour per semester.

STUDENT ACTIVITIES FEE

A student activity fee of $5 per contact hour will be assessed.

TECHNOLOGY FEE

$9 per contact hour

Residency Policy for Programs Offered by and for Business and Industry

For those students who are participating in programs which are offered and designed for industry
located in the district and where the industry is paying the tuition directly to the college, residency
will be considered that of the participating student. Where the individual student is paying tuition,
residency will be that of the student.

Reduced Tuition for Senior Citizens

CREDIT COURSES: Glen Oaks Community College provides a specific Senior Citizen tuition benefit.
This benefit provides In-District residents who are sixty-two (62) years of age or older at the time of
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registration, waived tuition, technology fees, general fees, and student activity fees for a maximum
of eighteen (18) credit hours per year. Beyondthe eighteen (18) credit hours per year, regular tuition
and fee rates apply. This benefit is subject to the following conditions:

e The seniorcitizenisto enrollin the course one week ahead of the beginning of the course.
The minimum class size (which determines whether a given course has sufficient enrollment
to be offered) must be attained without considering the senior citizen enrollment.
Maximum class size shall not be exceeded by the enrollment of senior citizens.

The course enrollment will be as an Audit with no college credit granted.

Senior citizens must pay for any specific course/laboratory fees associated with the class.
The senior citizen tuition waiver may not be used for tuition costs for limited and competitive
enrollment academic programs, including Nursing, Allied Health, CNA, and other career
development programs.

e This course enrollment does not permit open use of the college Wellness/Fitness Center.

NON-CREDIT COURSES & PROGRAMS:

e The senior citizen tuition policy and benefit does not apply to continuing education,
customized businesstraining, or other courses, seminars and workshops that may be offered
at the college.

Other Fees
e Student ID Card Fee: First card is free, thereafter, there is a $5.00
replacement ID charge.
e Credit by Examination Fee: $50.00

Course and Laboratory Fees

Laboratory and course feeswill be charged accordingto a schedule adopted and periodically revised
by the Board of Trustees. For further information regarding laboratory and course fees assessed for
individual classes, please contact the Vice President of Academics.

Registration / Payment

New students are expectedtoregisterin personforeach semesterpriortooronthe registration dates
given in the college calendar. Students are not admitted to class until they are properly registered.
Any exceptionsto this policy must be approved by the Registrar. Returning students have the option
to register online. Payment in full for tuition & fees or enrollment in a payment plan must be
completed within 48 hours of registration. All fee charges are subject to change without notice.

Refunds

Glen Oaks believes that students should be allowed to attend at least one class meeting without
penalty. During that class meeting, students can review the detailed requirements of the course
syllabus and determine if they would like to continue inthe course or not. In light of this principle, the
following refund policy has been adopted.

Any student who officially drops a course or courses during the registration period during the first
10% of the academic period may receive a full refund of 100% of tuition and fees.

No refunds of tuition & fees will be made for withdrawals after the first 10% of the academic period.
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Students attending GOCC who are receiving Title IV funding and withdraw from, or stop attending, all
classes prior to the 60th percentile of the semester will have a Federal Return of Funds calculation
used to make adjustmentstotheir federal student financial aid award. A copy of the Federal Return
of Funds policy and calculationis available inthe Consumer Information Guide on the Financial Aid
website or from the Financial Aid Office.

Students who registeredfor a course that is canceled by the college will be refunded all tuition and
fees related to the canceled course.

If a student does not officially drop the class(es) by the refund deadline, the charges will remain on
his/her accountand the student is responsible for payment and any collection costs. Not attending
or not paying does not constitute an official drop.

Refunds - Special Circumstances

A written request for refund needs to be submitted to the Registrar requesting a full refund of all
tuition. This request will be reviewed by the Refund Review Committee, consisting of the Registrar,
Chief Financial Officer/Controller and Director of Financial Aid. The decision of the committee
determines whether the refund is approved or denial. Students may appeal using the Due Process
procedure. The following circumstances are those which may result in a full refund:

1. Induction or activation of the student into the U.S. Armed Forces.
2. Death of the enrolled student or a parent, spouse or dependent.
3. Verifiable incapacity, illness, orinjury tothe student which prevents the student from

returning to school for the remainder of the semester.

Refunds for students on Federal financial aid are controlled by Federal Methodology or Federal Pro
Rata Refund Policies. The handling of special circumstances such as those listed above is outlined
within the Federal Financial Aid regulations available in the College’s Financial Aid Office.

Policy History: Adopted by Board of Trustees 1/13/93, revised 4/14/93, 3/9/94, 3/8/95, 4/7/95,
4/10/96, 8/14/96, 2/12/97, 10/8/97, 3/9/99, 3/20/00, 8/9/00, 4/11/01, 9/12/01, 2/13/02, 7/02,
9/11/02,12/11/02, 5/12/04, 11/10/04, 4/13/05, 9/14/05, 4/12/06, 2/29/08, 6/8/11, 9/17/14, 4/8/16,
17, 4/1/18,4/11/19, 1/20, 6/20, 4/8/21, 6/21,8/12/21, 4/14/22, reviewed 3/9/23, 5/9/24,10/17/24,
11/21/24, 4/10/25
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Policy 313: STUDENT OBLIGATIONS, FINES and FEES

Students shall be held responsible for all fees, fines, and other obligations whichthey have incurred
with Glen Oaks Community College. A hold may be placed on the student’s recordwhich may stop
the student from registering.

If a student desires to challenge his/her fees or other obligations, he/she shall have an opportunity
to do so by requestinga meeting, inwriting, with the reason for the challenge specified clearly tothe
appropriate vice president of the area that initiated the hold on the student’s record. The student
should follow the Student Concern procedure of the College for the challenge.

Policy History: Adopted by Board of Trustees 6/14/78, revised 9/14/05, reviewed 9/17/14, revised
1/20, reviewed 3/9/23, 7/1/24
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Policy 314: COURSE FEES

Course fees support costs unique to a specific course such as lab supplies, course-specific software
or technology, etc. Students will be assessed on a per-course basis. Effective Fall for 2025-26:

| Course Title Fee
AGT-101 Hydraulic Theory & Operation $75.00
AGT-103 Fundamental of Engines $75.00
AGT-104 Vehicle/Equipment Electrical/Electronic Fundamentals $325.00
AGT-109 Heating, Venting & Air Conditioning Systems $75.00
AGT-112 Seedling & Tillage Equipment $75.00
AGT-113 Hydraulic Systems $75.00
AGT-116 Combine Maintenance & Repair $75.00
AGT-119 Vehicle/Equipment Electrical/Electronic Systems Operation & Diagnostics $75.00
AGT-122 Precision Farming Systems & Techniques $75.00
AGT-125 Tractor Drivelines $75.00
AGT-207 Advanced Hydraulics $75.00
AGT-213 Diesel Engine Performance - Analysis & Tune-Up $75.00
AGT-216 Equipment Shop Project $75.00
ALH-104 Nurse Aide $60.00
ALH-106 Medication Aide $20.00
ALH-112 Emergency Response $65.00
ALH-238 Medical Assistant Practicum $150.00
ALH-241 Laboratory Procedures $65.00
ALH-245 Fund Clinical Office Skills $65.00
ART-104 OBJECT DRAWING $25.00
ART-105 Drawing Studio $20.00
ART-107 Two-Dimensional Design $20.00
ART-108 Three-Dimensional Design $30.00
ART-115 Introduction to Graphic Design $30.00
ART-116 Color Theory Graphic Design $30.00
ART-160 Basic Photography Digital & Darkroom $30.00
ART-170 Image Manipulation $30.00
ART-172 Digital Illustration $30.00
ART-210 Life Drawing $75.00
ART-231 Sculpture $50.00
ART-240 Painting $50.00
ART-260 Advanced Photography: Commercial & Fine Art $25.00
ART-274 Typography $30.00
ART-276 Advertising Design $30.00
AUTO-100 Introduction to Automotive Technology $70.00
AUTO-141 Engine Diagnosis & Ignition Systems $70.00
AUTO-146 Automotive Brake System $70.00
AUTO-221 Automotive Steering & Suspension $70.00
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| Course Title Fee
AUTO-225 Automotive Electrical Systems $80.00
AUTO-226 Automotive Heating & Air Conditioning $90.00
AUTO-245 Automotive Valve Train & Head Rebuilding $70.00
AUTO-246 Automotive Cylinder Block Rebuilding $90.00
AUTO-250 Introduction to Automotive Transmission $70.00
BIO-101 Human Biology $50.00
BIO-120 Biology $60.00
BIO-121 General Biology | $60.00
BIO-122 General Biology Il $60.00
BIO-210 Anatomy & Physiology | $50.00
BIO-211 Anatomy & Physiology I $50.00
BIO-230 Microbiology $60.00
CADD-215 BASIC AUTOCAD $65.00
CADD-216 ADV AUTOCAD $65.00
CADD-217 COMPTR AID MODELING-INVENTOR $65.00
CADD-218 CMPTR AID MODELING-SOLIDWORKS $65.00
CADD-219 ADV CAD 3D MODELING $65.00
CADD-220 ARCHITECH DRAWING $65.00
CHEM-133 General Chemistry | $125.00
CHEM-134 General Chemistry |l $125.00
CHEM-210 Organic Chemistry | $135.00
CHEM-211 Organic Chemistry I $135.00
CIS-100 Using the Internet $40.00
Cls-101 Introduction to Computers & Software $40.00
CIs-112 Cisco | $40.00
CIs-113 Cisco Il $40.00
CIs-114 Cisco lll $40.00
Cls-117 Visual Basic Programming for Microcomputers $40.00
CIs-121 Computer Science | $40.00
CIS-122 Computer Science |l $40.00
CIs-132 PROGRAMMING IN JAVA $40.00
CIS-151 Ethical Hacking | $40.00
CIS-152 Ethical Hacking Il $40.00
CIs-161 Cybersecurity Operations $40.00
CIS-162 Intro to Computer Forensics $40.00
CIS-165 Hybrid Server Core $25.00
CIS-172 Linux Operating Systems $40.00
CIS-200 Config Windows Desktops $40.00
Cls-214 Presentation Graphics & Publishing $40.00
CIS-220 Computer Technician Essentials $40.00
CIs-221 Data Structures $40.00
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| Course Title Fee
CIS-224 Computer Repair Essentials $40.00
CIs-227 Concepts of Spreadsheets (Excel) Level | $40.00
CIS-233 Concepts of Data Processing (Word) Level | $40.00
CIS-236 Concepts of Word Processing (Word) Level Il $40.00
CIS-240 Introduction to Networking $40.00
CIs-241 Inst/Config Windows Ntwrk $40.00
ClIs-242 Managing & Maintaining a Network Server $40.00
CIS-243 Admin Windows Server $40.00
CIS-244 Advanced Management of a Windows Network $40.00
CIS-245 Network Security $40.00
CIs-247 Implementing an Advanced Server Infrastructure $40.00
CIS-248 Computer Networking Capstone $40.00
CIS-252 Web Page Design Level | $40.00
CIs-253 Web Page Design Level Il $40.00
CIS-265 Hybrid Server Advance $25.00
CIS-270 PC Operating Systems $40.00
CIs-272 Linux Operating System Admin $40.00
CIS-290 Computer Support Tech Capstone $40.00
ELEC-116 RESIDENTIAL TECHNOLOGY $10.00
ELEC-117 INDUSTRIAL/COMMERCIAL WIRING $10.00
ELEC-120 ELECTRIC MOTOR CNTRL $10.00
ELEC-122 INTRO TO MOTORS/TRANSFORMERS $10.00
GEOG-142 Physical Geography $15.00
MACH-110 Machine Tool Safety $90.00
MACH-130 Drill Press and Band Saw $125.00
MACH-135 Turning on the Lathe $70.00
MACH-140 Electronic Discharge Machining $70.00
MACH-145 Vertical/Horizontal Milling $195.00
MACH-150 Surface Grinding $105.00
MACH-155 Cylindrical Grinding $70.00
MACH-160 Tool and Cutter Grinding $80.00
MACH-165 CNC Programming and Machining $90.00
MACH-170 Machine Tool Projects $90.00
MACH-175 Mastercam $110.00
MACH-180 Plasma Cutter $90.00
NUR-101 Fundamentals of Nursing $229.00
NUR-109 Pharmacology | $50.00
NUR-111 Medical-Surgical Nursing | $266.00
NUR-204 Nursing Role Transition $150.00
NUR-211 Medical-Surgical Nursing Il $150.00
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| Course Title Fee
NUR-221 Medical-Surgical Nursing Ill $150.00
PHED-100 Fitness/Wellness Lab $25.00
PHED-104 Fitness/Wellness Lab $25.00
PHED-105 Fitness/Wellness Lab $25.00
PHED-106 Wellness & Lifestyle $25.00
PHED-107 Fitness/Wellness Lab $25.00
PHYS-251 Physics | $60.00
PHYS-253 Physics Il $60.00
PHYS-275 Physical Science Research Project $135.00
WELD-110 Oxyacetylene Welding $50.00
WELD-115 Cutting Processes $50.00
WELD-120 Brazing and Soldering $60.00
WELD-125 Shielded Metal Arc Welding $75.00
WELD-130 Advanced Arc Welding $125.00
WELD-135 Welding Metallurgy $50.00
WELD-140 Gas Metal Arc Welding $100.00
WELD-145 Gas Tungsten Arc Welding $110.00
WELD-150 Pipe Welding $90.00
WELD-155 Special Application $60.00
WELD-190 Welding for the Skilled Trades $60.00

Policy History: Adopted by Board of Trustees September 12, 2001; revised 02/13/02, 09/11/02,
11/05/02,12/11/02, 3/5/03, 9/14/05, 4/8/09, 8/13, 5/14, 4/6/16, fees updated - CTE & DE - 8/10/16,
4/13/17,4/12/18, 8/27/18, 4/11/2019, 3/12/2020, 4/8/2021, 4/14/2022, new ALH courses added

8/11/2022,5/11/23, 5/9/24,10/17/24, 3/13/25
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Policy 315: SCHOLARSHIP
PHILOSOPHY

Glen Oaks Community College is committed to serving a diverse student body with a variety of
talents, skills, abilities, and backgrounds. To help achieve this goal, institutional scholarships are
awarded to qualified applicants.

TYPES OF SCHOLARSHIPS

PRESIDENTIAL/DEAN’S SCHOLARSHIPS

The Presidential and Dean’s scholarships are intended for recent high school graduates who have
outstanding academic records. The scholarship may be used for all education related expenses
and can be renewed for up to two academic years. One Presidential Scholarship and two Dean’s
scholarshipswill be awardedto graduatesfrom each St. Joseph County public high school and a St.
Joseph County private high school. If funds remain, scholarships may be awarded to recent
graduates who reside outside of St. Joseph County.

Eligibility Criteria, Application & Selection Process:

a. Graduating high school senior.

b. President’s minimum 3.5 GPA and Dean’s minimum GPA of 3.0 after the first semester of
the applicant’s senior year.

c. Scholarshipapplication, official high schooltranscript, application foradmissionto Glen
Oaks Community College, and a short essay must be submitted by the annual
scholarship deadline.

d. Other factors that may be used in selection include class rank, financial need, recent
academic improvement, and/or ACT/SAT results.

e. Current high school graduates who meet one of the following criteria may apply: (a)
received an ACT Composite Score of 24 or higher or and SAT [M & V] score of 1110 or
higher; or (b) be rankedinthe top ten percent of the graduating classfrom high school; or
(c) be a member of the high school's National Honor Society.

Selection/Announcement Process:
Selection will be made by the scholarship committee based on the above criteria. Awards will be
announced via a letter from the Financial Aid Office. Presidential Scholarship recipients will also

receive a letter from the President of Glen Oaks Community College. The winners who accept the
awards will be invited to a reception and be awarded a certificate. A press release will be issued.

Enrollment and Renewal:

Students must enroll in a minimum of 6 credit hours at Glen Oaks during each semester the
scholarship is awarded. The award will be pro-rated each semester based upon GOCC enrolled
credits as shown below. The student must also maintain the required GPA as specified in the
scholarship criteria (i.e., Presidential GPArequirement of 3.5 or above; Dean’s GPA requirement of
3.0 or above).

Recipients who do not meet the above GPA criteria will be issued a warning semester. Two
consecutive semesters below the required GPA will result in cancelation of the scholarship.
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Presidential Scholarship (per semester)
Full-time (12 or more credits)=$2,000
% time (9-11 credits) = $1,500
Half-time (6-8 credits) = $1,000

Dean’s Scholarship (per semester)
Full-time (12 or more credits) = $1,000

% time (9-11 credits) = $750
Half-time (6-8 credits) = $500

ATHLETIC SCHOLARSHIPS:
Information regarding Athletic Scholarships is available in the Athletic Department Office.

CAREER AND TECHNICAL EDUCATION SCHOLARSHIPS

Glen Oaks offers 14 CTE Scholarships to high school seniors enrolled in the CTE Program and who
intendto continueinthe same field as their CTE Program after graduation. The Glen Oaks Career and
Technical Education (CTE) Scholarships require aminimum high school grade point average of 2.0in
an occupational field. The scholarship is applied to tuition & fees only.

Recipients must enrollfull-time (12 credits) each semesterat Glen Oaks. Recipients must maintain
a 2.0 semesteraverage at Glen Oaks Community College to continue receiving the scholarship each
semester.

SUPERINTENDENT SCHOLARSHIPS

The purpose of the scholarshipsis to encourage additional education by faculty, administration and
staff who work in St. Joseph County school districts. Each superintendent may recommend
recipients for one scholarship from his/her district. This information will be forwarded to the Glen
Oaks Financial Aid Office. Each scholarship will cover the tuition and general fees for ONE 3 or 4
credit hour class at Glen Oaks Community College. The scholarship does not cover course fees,
books, and supplies.

The following districts will be included:

Burr Oak, Centreville, Colon, Constantine, Mendon, Sturgis, Three Rivers, White Pigeon and SJC
Intermediate School District

Policy History: Revisions to Scholarship Policy adopted by Board of Trustees 5/11/94, 1/11/95,
9/13/95,11/12/97,1/14/98, 9/9/98,11/11/98,9/13/00, 4/11/01,7/11/01,4/17/02, 9/11/02,10/9/02,
9/14/05,9/17/14,6/15/17, reviewed 3/9/23, 11/21/24
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Policy 317: REGISTRATION

Registration for Academic Courses

To register means to complete the registration process in MYGOCC or submit a registration form in
Etrieve and to pay tuition and fees. This should be done before attending class unless special
permission hasbeen grantedto the student. Special permissionto attend a class without registering
may be granted only by the Vice President of Academics, and the Registraristo be notifiedin advance
in writing by the authorizing person.

Note: Students are not officially admittedto a class unless they are registered. Full tuition payment
isdue ora payment plan must be completed atthe time of registration. Students must also complete
an Applicationfor Admissionand may be requiredto participate in course placement testing before
theirfirstregistration will be processed. The registration periodfor all courses shall be determined by
the Registrar.

Classes Beginning and/or Ending at Different Times of the Semester

Classes that begin and/or end at different times throughout the semester will have different refund
and withdrawal dates. These dates will be communicated by the Registration Office. Some students
receiving federal financial aid will have refund adjustments determined by the government. This
information is available in the Financial Aid Office.

Policy History: Adopted by Board of Trustees 7/92, revised 9/14/05, reviewed 9/17/14, 3/9/23
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Policy 318: SCHEDULE CHANGE

No courses can be added by a student after 10% of the academic period has elapsed unless there
are documented extenuating circumstances and written approval by the Vice President of
Academics is obtained. Students are also not permitted to add a course if they have missed the
equivalent of one week of instruction.

A change in registration for class(es) is not official until completed by the student in MYGOCC or
processed by the Registration Office through Etrieve. The date this form is approved by the
Registration Office isthe date used to determineeligibility for arefundinthe case of a dropped class.
Itis strongly recommendedthat advice be sought froman advisor and/or instructor beforea schedule
change is made.

Course Load

A student who carries 12 or more credits is classified as a full-time student. However, to complete
an associate degree intwo years, a student must carry whatis known as a “full load.” A “full load” is
usually 15-16 credit hours/semester.

Students desiringtotake more than 18 semester hours (overload) during the fall or winter semesters
must receive approval from an academic advisor. Those seeking permission to overload during a
given semester should have an accumulated grade point average of 3.0 or better.

Policy History: Adopted by Board of Trustees 1/13/93, revised 9/14/05, 9/17/14, title updated 1/20,
reviewed 3/9/23
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Policy 319: WITHDRAWAL

A studentfindingit necessary to withdraw fromthe College must complete an official withdrawalform
in Etrieve. Failure to obtain officerelease can result in failing grades in all subjects from which the
student fails to withdraw and deprivation of tuition refund privileges at the time of withdrawal.

All students are highly encouraged to meetwith theirinstructor/professor before withdrawing fromany
class.

Upon official voluntary withdrawal from the college, grades are assighed according to the effective date
of withdrawal as follows:

1. Ifwithdrawalis made during the first 10% of the academic period, no grade is recorded.

2. Followingthefirst10% of theacademicperiod and not to exceed 90%of the totalacademic
period, a student will receive an automatic “W”.

3. Duringthe final 10% of an academic period, a “W” will not be issued.

Note: A “W”will not be calculated as part of the student’s grade pointaverage (GPA) but will appearon
the student transcript as part of the student’s permanent record.

Policy History: Adopted by Board of Trustees 1/13/93, revised 9/14/05, reviewed 9/17/14, revised
4/13/17, revised 4/13/23
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Policy 320: STUDENT DEATH DURING a SEMESTER

1. Delete the address of deceased student from Student Information Screen and type
"DECEASED" in the city field of the permanent address.

2. The Registration Office will complete Withdrawal Forms in Etrieve for all classes in which a
deceasedstudent is currently enrolled and indicate deceased. The transcriptwill be posted

with the "W" grade.
3. Currentinstructors of the deceased student will be notified via e-mail.
4. Note on deceased Student File the "Deceased" status.

Release of Information

Per Family Educational Rights and Privacy Act (FERPA) regulations:

Under common law regarding privacy rights, the privacy interests of an individual expire with that
Saidindividual’s death. Accordingly, the disposition of records held by an institution and pertaining
to a deceased individual is not a FERPA issue but a matter of institutional policy. Because FERPA
would no longer apply, the institution may exerciseits owndiscretionindecidingwhether,and under
what conditions, information should be disclosed to survivors or other third parties.

Persons inquiringwill needto provide photo identification and proof of relationshiptothe deceased.
Release of Information is processed at the discretion of the college.
Questionson the release of information for deceased students should be directed to the Registrar.

Policy History: Adopted by Board of Trustees 7/92, revised 9/14/05, reviewed 9/17/14, revised
10/12/17, reviewed 3/9/23
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Policy 321: ATTENDANCE

Students are expectedto attend the courses for which they register. Students who do not attend their
classesare reportedtothe Registration Office and to the Office of Financial Aid. Failure to attend will
result in being marked as “never attended.” Additionally, a student receiving financial aid may have
their award decreased or completely reversed.

When a faculty member recognizes that a student’s absence record equals that of the number of
hours in a course, the faculty member can request that a formal notice be sent from the student’s
advisor or the Vice-President of Academics advising the student about this matter.

Ifthereis no change inthe student’s behavior, and if the individual misses 15 percent or more of the
class timein any given course, the faculty memberteachingthat course has the option of dropping
the student from the class. The student will receive a “W” grade for the course.

If a student decides not to attend a course, the student is responsible for dropping the course. If a
student stops attending and does not formally drop a course, they will be charged the full tuition
amount for the course(s).

Note: See 3.21A for Nursing Student Attendance Policy

Policy History: Adopted by Board of Trustees 7/92, revised 7/02, 9/14/05, 9/17/14, 1/20, revised
4/13/23
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Policy 321A: ATTENDANCE for NURSING STUDENTS

Any student missing 15% of the total hours in a clinical, classroom and/or lab course, will result in
the student’s final grade being lowered one whole number. As anexample, if the student’sfinal grade
is a 3.5, the student’s grade will be lowered to 2.5.

Any Student missing20% or more of the classroom lecture will resultin a course failure; regardless
of scores in other graded components of the course, a 2.0 will be assighed as a final grade.

The student must notify the faculty by phone when absent or tardy one hour before class. In an
emergency, the student must notify the faculty member by phone as soon as possible. If you are to
be in clinical that day, call the clinical agency and notify them of your absence.

Policy History: Adopted by Board of Trustees 8/13/97, revised 2/20/03, 9/14/05, reviewed 9/17/14,
revised 5/20, reviewed 1/12/23
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Policy 321B: GRIEVANCE PROCEDURE - NURSING STUDENTS

Students must try to resolve clinical instruction concerns through discussion with the involved
party/parties. If a satisfactory solution has not beenreached the student may request a meeting with
the Dean of Health Sciences and the party/parties involved.

Should resolutionfail, students may complete a student concernreport (3.65A) and submit itto the
Vice-President of Academics.

Policy History: Adopted by Board of Trustees 8/13/97, revised 7/02,2/20/03,9/14/05,9/17/14,1/20,
reviewed 5/20, title update 1/12/23
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Policy 321C: NURSING and ALLIED HEALTH SUBSTANCE ABUSE

Many federal and state laws are now in effect to protect the safety of patients. Healthcare agencies
are now charged with certain actions to protect the safety of the public from employees who are
working under the influence of drugs/and or alcohol or who have criminal backgrounds. Students in
nursing and healthcare occupations mustbe in compliance with these agency stipulationsin order
to participate in clinical experiences/externships.

To comply with our agency contracts, drug plus alcohol screening is incorporated into the health
status evaluation required prior to entrance to each Nursing and Allied Health Program.

Positive test results will result in denial of admission.

The student will incur the cost of drug plus alcohol screening. The nursing and allied health
department contracts with an outside agency to conduct these services.

January 2004 Governor Granholm signed a law that says, “itis now a misdemeanor punishable by up
to 180 days injailand /or a maximum fine of up to $1,000.00 to be a drunk health care provider who
conductsany part of hisor her practice with ablood alcohol level of 0.05 or higher”. Therefore, GOCC
reserves the right to drug plus alcohol screen nursing and allied health students when behavior or
conduct makes staff/faculty suspect substance abuse. The student will incur the cost of any drug
plus alcohol screening.

*Note: Some health care agencies used for clinical experiences/externships are initiating
random drug plus alcohol screening for staff and students assigned to their agency.

Refusal to allow mandatory or requested drug plus alcohol screensin the clinical agency will result
inimmediate program dismissal and potential college disciplinary actions. Please referto Glen Oaks
Community College Catalog for the Student Code of Conduct which describes behaviors that will
result in disciplinary action.

Policy History: Adopted by Board of Trustees 4/12/06, reviewed 9/17/14, revised 5/20, reviewed
1/12/23
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Policy 321E: NURSING and ALLIED HEALTH CRIMINAL BACKGROUND
CHECK

Changes are taking place within the healthcare facilities at the national and state levels in order to
maintain the safety of clients within their agencies who are receiving care.

In September 2004 the Joint Commission on Accreditation of Healthcare Organizations (JCAHO),
now known as The Joint Commission, which accredits healthcare facilities across the nation,
enforced background screening and has set requirements mandating that student in a healthcare
field must now complete the same background check as hospital employees.

February 2006, Governor Jennifer Granholm signed legislation to strengthen criminal background
checks in long term care facilities stating, “This legislation is to protect our state’s most vulnerable
citizens”. Long term care will include skilled nursing facilities, long-term care hospitals, hospitals
with swing beds, intermediate care facilities for persons with mental retardation, home health
agencies, residential care and assisted living facilities and hospices. This law is in effect as of April
1, 2006.

To be in compliance with JCAHO requirements, the above law, and the Michigan Compiled Laws
Section 333.20173a, students in nursing and allied health programs must complete background
investigations to be able to use clinical sites. The student will incur the cost of the background
investigation either directlyorthrough course fees. Make sure thatyou are following directions from
your programs perspective department before starting any background investigation.

Admission or readmission to any healthcare program will be denied for the following:

Certain felony convictions or attempt/conspiracy to commit a felony within 15 years preceding the
date of admission, such as criminal sexual conduct, abuse or neglect, health care fraud involving a
firearm, prescription drugs or similar felonies. For a full list of felonies, see MCL 333.20173a at
http://www.legislature.mi.gov. OR any misdemeanor within 10 years prior to application that
involved or is similar to the following:

1. Abuse, neglect, assault, battery

2. Criminal sexual conduct

3. Fraud or theft against a vulnerable adult (as defined by the Michigan penal code or similar
misdemeanor in state or federal law), but not limited to such crimes against a vulnerable
adult.

4. Criminal activity involving controlled substances such as sale, possession, distribution or
transfer of various narcotics or controlled substances.

For a full list of misdemeanors, see MCL 333.20173a at http://www.legislature.mi.gov.

Once admitted to an Allied Health/Nursing program or nurse aide course, students subsequently
convicted of crimes listed above will be dismissed from the Allied Health/Nursing Program or Nurse
Aide Course. It is the student’s responsibility to report changes in the status of his/her criminal
background to the Director of Allied Health or Nursing no later than 3 days after the occurrence.
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Policy History: Adopted by Board of Trustees 4/12/06, revised 2/10, 2/13, 2/16, reviewed 5/20,
1/12/23
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Policy 322: GRADING SYSTEM

Atthe end of each enrollment period, a grade is entered on the student’s permanentrecordfor each
class for which the student is registered. The following numerical grading system is used:

4.0 Outstanding; work s clearly at a mastery level

3.5 Much better than average

3.0 Better than average; work exceeds standards

2.5 Slightly better than average

2.0 Average; work meets standards acceptably

1.5 Lessthan average

1.0 Poor; work barely meets minimum standards

0.0 Failing; work does not meet course standards

I Incomplete (see policy 323 for description of when to use)
W Withdrawal

\ Visitor (Audit)

IP In progress; no credit (see Policy 323 for description of when to use)
CR  Credit granted

NC Nocredit

Policy History: Adopted by Board of Trustees 7/92, revised 2/20/03, revised 9/14/05, reviewed
9/17/14,1/12/23
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Policy 322A: GRADES - NURSING PROGRAM REQUIREMENTS
CLASSROOM

Students acceptedintothe Nursing Program must earn a grade of 2.5 or higherin each of the required
coursesin the nursing curriculum and maintainanoverall GPA of 2.5 or higher if they are to continue
in the program. It should be noted that this requirement holds for not only nursing courses but also
other general education courses.

Nursing students who receive final grades of lessthan 2.5 in a required course will not be allowedto
progress to the next clinical course until they have repeated the course and achieved at least a 2.5

final grade.
CLINICAL

Students must meetwith their clinical faculty member at midpoint if required, and again atthe end
of their clinical rotation to participate in a self-evaluation/faculty evaluation of their clinical
performance.

The purpose of these evaluations is to provide the student with the opportunity for feedback, to
reinforce strengths and to correctany weak areas by the end of the clinicalrotation. The Evaluation
of Clinical Performance is to be completed and signed by both the student and faculty member at
both mid-point, if appropriate and final evaluation.

Gradesfor clinicalnursing courseswill be determinedby utilizing a percentage for each component
(theory, clinical, lab) based on the number of credits attributed to each of those components. For
example, a 4-credit class which assigns 1 credit for clinical practice and 3 credits for theory will
determine the final grade using % for clinical and 3 for theory. Students must achieve a passing
lab/clinical performance evaluation. Students who receive a failing classroom/lab/clinical
performance evaluationwill receive a maximum finalgrade of 2.0 inthe clinical course regardless of
their grade point in the theory portion of the clinical nursing course.

Written Warning Notice

The nursing instructor will list in writing the reasons for issuing a warning notice based on
established, but not limited to, criteria. The criteria and process to be followed will be published in
the nursing program's student handbook. If the student does not show satisfactory improvement
afterreceivingawarningnotice, the studentwillfailthe course. The student may not continue in the
program after failing the course. The student has the right to appeal.

Policy History: Adopted by Board of Trustees 8/13/97, revised 2/20/03, revised 9/14/05, revised
7/19/11, reviewed 9/17/14, revised 5/20, reviewed 1/12/23
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Policy 322A: NURSING COURSE PROGRESSION GRADING POLICY
within the NURSING DIVISION

The 0.0 to 4.0 grading scale is used by the Division of Nursingforthe final grade in each of the Nursing
courses. The numerical grade point is assigned using the following scale:

4.0 =95-100%

3.5 =90-94%

3.0 =85-89%
2.5=80-84%
2.0=75-79%
1.5=70-74%
1.0=65-69%

0.0 = 64% and below

Note: If a studentfails TWO courses in the nursing curriculum, (could be the same course), they
are dismissed from the program and shall not be re-admitted.

Policy History: Adopted by Board of Trustees 8/13/97, revised 2/20/03, revised 9/14/05, revised
7/19/11, reviewed 9/17/14, approved 2/9/17. Reviewed 5/20, 1/12/23
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Policy 323: INCOMPLETE and IN-PROGRESS COURSEWORK

Incomplete Work

A student performing satisfactorily may, with permission, receive an Incomplete (l) in a course if at
least 75% of the course iscompleted. A grade of “I” may be completed by satisfactorily finishing the
course objectives within one semester subsequent to the receipt of the Incomplete. If no grade
change isinitiated, the “I” becomesa 0.0 on the student’s record and the student must registerand
repeat the course toreceive a grade and credit for degree purposes. The student must initiate this
process by completing the “Student Request for Incomplete Grade” formin Etrieve for consideration
by the instructor. The instructor will specify in writing the unfinished coursework that must be
completed and the deadline for completion, which shall be no later than the end of the following
semester. The instructor and the Vice President of Academics must each approve the extension of
time for the student to complete the necessary coursework.

In-Progress Work

A student enrolledin courses below 100-Level orin Open Entry/Open Exit may receive anIn-Progress
grade of “IP”if the course requirements as detailed inthe course syllabus have not been completed.
The student has the next semester (i.e., either fall or winter) to work with an instructor to complete
the course requirements. A student will receive no academic credit for an “IP” grade, and it will not
affect the student’s grade point average. If the In-Progress course requirements are not met by the
end of the following semester, the “IP” grade becomes a No Credit (NC) grade.

Policy History: Adopted by Board of Trustees 7/92, revised 11/1/99, 9/19/00, 8/11/04, 9/14/05,
9/17/14, title updated 1/20, form via Etrieve 8/22, revised 4/13/23
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Policy 324: GRADE APPEAL PROCEDURE

Withina month of receipt of the grade, the studentwillappealthe grade to the course instructorand
present facts that document the necessity for a grade change. These facts might include copies of
quiz or test grades and grades on papers or finalexams. The discussion should coverthe calculation
of the grade using the process described in the course syllabus. The burden of persuasion shall be
on the student. The student and the instructorwillreview the facts and the instructorwillrenderan
opinion based upon his or her professional judgment.

If the grade appeal is not satisfactorily resolved, the student may send a letter of appealto the Vice-
President of Academics. The Vice-President of Academics will forward a copy of this letter to the
instructor. The student must appeal the grade in writing within two months of receipt of the grade.
Some reasons for a grade appeal might be:

a. The grade was calculated in a manner inconsistent with the course syllabus or the

changes to the syllabus.

b. Thegradingstandards forthe course were arbitrary, capricious, or unequally applied.
The Appeal Committee comprised of the Vice-President of Academics, andthe instructor will review
the facts. The instructor will be asked to demonstrate that the grade was determined in a manner
consistent with the course syllabus. Only when there is due cause such as item 2b, the Vice-
President of Academicswill have the authority to change the grade without the instructor’s support.
The decision of the Appeal Committee is final.

Policy History: Adopted by Board of Trustees 7/92, revised 10/01, reviewed 9/14/05, revised
9/17/14, title updated 1/20, reviewed 1/12/23
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Policy 325: REPEATED COURSES

A course taken at Glen Oaks Community College for which a grade has been recorded may be
repeated. The highest grade earned in a repeated course is the grade that will count towards
graduation and will be utilized in computing the cumulative grade point average required for
graduation. On the official transcript, the term, course title and course number of the previous
attempt(s)willremainas a permanentrecord. Title IV funding and other government programs may
have regulations regarding repeat of courses.

Policy History: Adopted by Board of Trustees 7/92, revised 9/14/05, reviewed 9/17/14, 3/9/23
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Policy 326: AUDIT OF COURSES

A student who desires to attend classes but does not desire to take final examinations or receive
grades or credit may register as an auditor. An auditing student is expected to attend class and
participate in class discussion or lab activities. A student electing this option must register as an
auditor at the time of registration and pay all tuition and fees. A record will be kept of the courses
audited. A grade of "V" will appear on the student's grade reports and permanent records.

Credit for such courses cannot be established at a later date. Students once registered in a course
for credit cannot change to audit nor can a student registered for audit change to credit afterthe end
of the first 10% of the academic period.

Credit for courses previously audited may be earned by registering for credit and completing the
course with a satisfactory grade.

Policy History: Approved by Board of Trustees 7/92, reviewed 9/14/05, reviewed 9/17/14, 3/9/23

116



Policy 327: ACADEMIC INTEGRITY

Ethical conduct is the obligation of every member of Glen Oaks Community College. Violations of
academic integrity constitute breaches of ethical conduct. Academic integrity requires that all
academic work be the product of an identified individual or individuals. This policy demonstrates
Glen Oaks Community College’s expectations foracademic integrityand guaranteesfair procedures
for handling these concerns.

The definitions and guidelines presented here represent a specific policy for the entire institution,
but individual faculty members are encouraged to clarify in their course syllabi any policies or
procedures particular to their course or academic program. Academic honesty is assumed in an
educational institution whether specifically stated or not.

I. Purpose
The purpose of thisoperational policy is to establish a procedure for academic integrity violations.

Il. Scope and Jurisdiction
This policy applies to all enrolled students at Glen Oaks Community College.

lll. Definitions
A. Cheating: includes, but is not limited to the attempt or actual:

1. use of any unauthorized assistance in taking quizzes, tests, or examinations

2. use of sources beyond those authorized by the instructorinwriting papers, preparing
reports, solving problems, or carrying out other assignments

3. acquisition, without permission, of tests or other academic material belonging to a
member of the College faculty or staff

4. copying work of another person or source

5. engagementinanybehavior specifically prohibited by a faculty memberinthe course
syllabus or class discussion for the purpose of academic credit

6. allowance of, or participation in, cheating by or with other students

7. payment, or offer of payment, to a third party for completion of coursework

B. Plagiarism: includes, but is not limited to, the use, by paraphrase or direct quotation, of the
published or unpublished work of another person without full and clear acknowledgment.

C. Academic negligence: unknowingly or unintentionally claiming credit for the work or effort of
another person.

D. Fabrication: The falsification of information in an academic exercise. This includes the
invention of information or data for an academic exercise without authorization from the
instructor.

E. Generative Al: a type of artificial intelligence (Al) technology that produces text, images,
audio, code, or other synthetic data to generate new content.

1. Expectations regarding the use of generative Al tools are determined by course
instructors. Note that expectations on plagiarism, cheating and acceptable assistance
may vary across courses and instructors. Students should refer tothe course syllabus or
speak with the instructor on expectations of the use of Al tools. Deviations from the
instructor’s guidelines will be considered a violation of the Academic Integrity Policy.

IV. Academic Integrity Procedure

The following processes outline the roles and responsibilities of individuals involved in the

academic integrity procedure:
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The faculty member, or designee, determinesif a student hasviolatedthe Academic Integrity
Policy (i.e. cheating, plagiarism, academic negligence, fabrication, or unacceptable use of
Al).
The faculty member, or designee, discusses the violation and policy with the student and
helps the student learn proper methods for presenting their work and the work of others.
The instructor imposes one of the following penalties within the confines of the course:

1. Grade of zero on the assignment or exam

2. Requirement of an alternate assignment

3. Failure of the course
The instructor filesan Academic Integrity report throughthe Report a Concern button on the
College’s website. Instructor attaches documentation of the violation (e.g. assignments,
papers, and/or projects) to the report.
The Vice President of Student Serviceswilldetermine ifthe violationis a first, second, or third
offense and will follow due process procedures as outlined in Policy 342, the Student Code
of Conduct.

V. Sanctions
In additionto course penalties, the College may impose sanctions, including but not limited to:

A.
B.
C.
D.
E.

Verbal Warning

Written Warning

Probation

Suspension from the College
Expulsion from the College

Forfurther information on due process proceedings and a complete list of sanctions, See Policy 342
Student Code of Conduct.

Policy History: Adopted by the Board of Trustees 2/22/24
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Policy 328: ACADEMIC FORGIVENESS PROGRAM

The Academic Forgiveness program pertains to students who did not perform to their academic
potential earlier in their studies at Glen Oaks but who have since demonstrated a higher level of
achievement. The programisintended to help students improvetheiracademic standing, achieve their
educational goals, and encourage student success and completion. By removing previously earned
credit hours and GPA calculations, students are given the opportunity to have their cumulative grade
point average reflect their more recent improved academic performance.

A student may petition one time for academic forgiveness if the following circumstances apply:

o A markedchangeinthe student’sacademic performance must be present, as evidenced by the
successful completion of 12 or more credit hours, with a 2.0 grade or better earned in each of
the most recently completed classes constituting the 12 or more credit hours. This will be
referredtointhe policyasa “period of recent success.” Courses below the 100-level cannot be
counted toward the 12 credit hours.

e The student must beenrolledin classes atGlen Oaks Community College the semester in which
the petitionisfiled.

Students who have completed and earned a degree from Glen Oaks are not eligible.

When the above circumstances apply, the student may request that 0.0-1.5 grades that were earned
prior to the period of recent success be forgiven. This is a one-time irreversible option. In some cases,
forgiveness of 1.0 or 1.5 grades may affect a student’s financial aid eligibility. It is the student’s
responsibility to confirm whether his/her eligibility will be impacted.

The process for petitioning for academic forgiveness is as follows:

1. Meet with an advisor to determine if academic forgiveness is an appropriate option.

2. If deemed appropriate, the student will fillout an academic forgiveness form through Etrieve,
specifyingwhich 0.0-1.5grades earned priorto the period of recent success are included inthe
request.

3. The advisor willreceive, approve, and send the form to the appropriate academic dean or the
Vice-President of Academics for review.

4. If approved, the Registrar will receive the form and update the student’s record. The forgiven
courses and grades will appear on the student’s transcript with a notation stating, “not
calculatedin GPA”

5. If a student disagrees with the advisor’s evaluation, he/she may appeal directly to the Vice-
Presidentof Academics, whose decision willbe considered finaland willterminate the process
within the College.

Policy History: Adopted by Board of Trustees 1/13/93, revised 9/14/05, 9/17/14, 5/11/22, 4/13/23
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Policy 329: INDEPENDENT STUDY REQUESTS

Independent study classes demonstrate mastery of a course’s objectives independently and without
the structure of a classroomorregular meetings with theinstructor. In general, independent studies are
more work than a traditional course and should be requested only as a last resort. However, an
independent study may be a student’s bestoptionfor completing a required or desired course prior to it
being offered. To request an independent study:

1. The student must submitanindependent study requestform to an instructor through Etrieve.
The instructor will reviewthe requestandif he/sheapproves will add details for how the student
will meet the course’s studentlearning outcome and howthe student’s learning will be assessed
and then submit the form for the Vice-President of Academics review.

3. Ifthe Vice-President of Academics approves, approvalreceipts will be forwarded through Etrieve
to the student, instructor, and Registrar.

4. The following regulations apply:

a. Anystudentislimitedtoonelndependent Study course per semester and may take no
more than 12 IndependentStudy credithours during his/her enrollment at Glen Oaks.

b. The normal number grading system will apply.

c. Independent Study course optionswill not be approved for a semester’s regular course
schedule.

Policy History: Adopted by Board of Trustees 7/92. Position titles updated 07/02, revised 9/14/05,
9/17/14, title updated 1/20, revised 4/13/23
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Policy 330: HONORS - PRESIDENT'S AND DEAN'S LISTS

President’s List

The President’s Listis compiled each semester for fulland part-time students completing sixor more
credithours and earninga minimum semester GPA of 4.0. Credits for courses withgrades of W, I, IP,
CR, NC or other grades not computedinthe GPA are not used to determine full or part-time status.

Dean's List

The Dean’s List is compiled each semester for full and part-time students completing six or more
credithours and earning a minimum semester GPA of 3.5t0 3.99. Credits for courseswith grades of
W, 1, IP, CR, NC or other grades not computedin the GPA are not used to determine full or part-time
status.

Policy History: Adopted by Board of Trustees 2/13/91, revised 5/12/93, revised 9/14/05, reviewed
9/17/14, revised 3/9/23
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Policy 331: CERTIFICATE/DEGREE REQUIREMENTS

Degree Requirements

Graduation requirements for an associate’s degree:

1. Acumulative grade point average of at least 2.0. Please note that specific programs may
require a higher GPA.

2. Aminimum of 60 credits.

3. A minimum of 15 credits must be earned at Glen Oaks Community College.

NOTE: Courses below 100-level do NOT meet general education, degree specific, or program
requirements and may not be used towards the minimum requirement of 60 credit hours.

Certificate Requirements

Graduation requirements for a certificate:

1. A cumulative grade point average of at least a 2.0.
2. Satisfy the credit requirements of the certificate.
3. A minimum of 25% of the certificate must be earned at Glen Oaks Community College.

Any substitution of certificate/degree requirements must be approved by the Vice-President of
Academics.

Policy History: Adopted by Board of Trustees 1/13/93, revised 7/02, reviewed 9/14/05, revised 9/17/14,
2017, 1/20, revised 4/13/23
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Policy 332: CATALOG AFFECTING CREDITS and GRADUATION

Eachstudent’sacademic requirements are based on the catalogwhichisinforce duringthe student’s
first semester at Glen Oaks Community College. Exceptions may be necessary when changes in
certification or licensure standards mandate changes in academic requirements or in the college
programs. The date of the catalog by which credits are checked for graduation may not be more than
fouryears earlierthanthedate of theissuance of the degree. A student may notbe checked by a catalog
dated earlierthanthe time of entrance. Studentsmaynot use a combination of catalogs to graduate but
must follow the degree requirements in one catalog. Students who do not enroll in courses for two
consecutive years must fulfill the requirements ofthe catalogin force at thetime of readmission or may
electasubsequent catalog. If a student'sworkisinterrupted by military service, an extension of time of
not more than six years will be allowed equal to the period of interruption.

Second Degrees

Second degrees will be awarded based on the catalog in effect at the time of enrollment in the new
program and cannot be extended beyond four years. For a second associate’s degree, a student must
complete a minimum of 15 additional credit hours beyond the first degree at Glen Oaks and achieve a
2.0grade point average for the additionalcredits. Itisrequired that these additional credits be planned
and approved in writing through an advisor. The written approval of the additional 15 credits must be
forwarded to the Registration Office in order to be considered for the awarding of the degree.

Second Certificates

Second or additional certificates will be evaluated based on the catalog in effect at the completion of
the second certificate.

Policy History: Adopted by Board of Trustees 1/13/93, revised 8/10/94, revised 9/14/05, reviewed
9/17/14, revised 4/13/23
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Policy 334: GRADUATION RECOGNITION

At graduation each year, recognition is given to each student who has maintained a high academic
cumulative grade point average. Recognition is given as Cum Laude (3.00-3.49 GPA), Magna Cum
Laude (3.50-3.74 GPA), and Summa Cum Laude (3.75-4.00 GPA).

Policy History: Adopted by Board of Trustees 1/13/93, reviewed 9/14/05, 9/17/14, 3/9/23
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Policy 335: TRANSCRIPT FEES

Students must complete and pay for a transcript request through the National Student
Clearinghouse link provided on the Glen Oaks website. Official transcripts are sent directly to the
receivinginstitution or organization and are not normallyissuedto the student. An official transcript
issued to the student will have an indication on the transcript that it was issued to the student.
Student copies of transcripts are available without charge.

Policy History: Adopted by Board of Trustees 1/13/93, revised 9/14/05, 5/8/13, reviewed 9/17/14,
revised 2/21/19, reviewed 3/9/23, revised 2/13/25
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Policy 336: THE MICHIGAN TRANSFER AGREEMENT (MTA)

The Michigan Transfer Agreement was designed to facilitate the transfer of general education
requirements between Michigan public colleges and universities. Students who complete an
Associate of Arts, an Associate of Business, or an Associate of Science degree at Glen Oaks
Community College oftenwill have most if not all of the general education requirements satisfied at
their transfer institution upon completing the MTA requirements. MTA requirements include:

One course in English Composition

e A second course in English Composition or one course in Communications

e Two coursesin Social Sciences (from two disciplines)

e Two courses in Natural Sciences including one with laboratory experience (from two
disciplines)

e Two courses in Humanities/Fine Arts (from two disciplines excluding studio and
performance classes)

e One math course in College Algebra, Statistics or Quantitative Reasoning, or an
advanced level course in any of these areas will also be accepted.

Policy History: Adopted by Board of Trustees 1/13/93, reviewed 9/14/05, 9/17/14, 3/9/23
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Policy 338: GUARANTEE - TECHNOLOGY TRAINING

Any graduate of anAssociate of Applied Science in Technology degreethat is judged by his/heremployer
aslackingintechnical job skills normally expected of a job-entry-levelemployee will be provided further
skills training up to 16 credit hours by Glen Oaks Community College without charge.

The Degree

The graduate musthave earned an Associate of Applied Science in Technology Degree withinthreeyears
of the notification of lack of preparation (in a college-recognized specialty area) as evidenced by the area
of concentration designation on the student transcript.

Note: Graduate’sinitialdate ofemployment must be within one year of his/her graduation date.

The Employment

The employer must certify in writing thatthe employee is lackingin the entry level job skills which are
relevanttothe student'scoursework. These job skills must have beenidentified in writing at the time of
initialemployment and must specify the area(s) of skills deficiency within 90 days of the graduate's initial
employment.

Affective behaviors such as attitude, judgment, interpersonal relations, etc. will be considered
"technical job skills" for purposes of the guarantee provided that formal instruction in appropriate
affective behaviors is included within the specialty area.

Policy History: Adopted by Board of Trustees 1/13/93, revised 9/14/05, reviewed 9/17/14, revised
4/13/23
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Policy 339: STUDENT HOUSING

The David H. and Patty A. Devier Student Suites offer two-bedroom and four-bedroom suite options
with private bedrooms, furnished living spaces, and a full kitchen. The suites accommodate 106
residents, including one professional live-in staff member and four resident assistants.

Students are required to apply for student housing, submit the non-refundable administrative fee,
and complete the application process, concluding in the signing of a housing agreement. Students
who are not emancipated minors at the time of signing the agreement are also required to have a
parent or guardian sign the agreement prior to it being accepted and countersigned by Glen Oaks
Community College. Only students who will be 18 years of age or older before the end of the first
semester are eligible to live in the Devier Student Suites.

Costs associated with on-campus housing are listed on the GOCC website and in the Student
Housing contract. All Students living on campus in student housing, with the exception of
international students, will pay in-district tuition rates.

Residential students must also meet ongoing academic requirementsincluding full-timeenrollment
and satisfactory academic progress. Each semester, residential students must maintain full-time
enrollment; twelve (12) credits are required for Fall/Winter semesters, and three (3) credits are
required for the Summer semester. Please see the Student Housing Handbook and Student Housing
Agreement for further information.

All residents must respect and comply with lifestyle expectations and all college policies and
procedures. Each residentisresponsible forreadingand adheringtothe procedures and regulations
outlinedin the Student Housing Handbook, the Glen Oaks Community College Housing Agreement,
and the Glen Oaks Community College Student Code of Conduct. Residents are also held
accountable to local, community, state, and federal authorities. Violations of the Student Housing
policies mayresultindisciplinary actions (such as probation or suspension from the College) by the
Judicial Board.

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights
regulations and policies, the USDA, its agencies, offices, and employees, and institutions
participating in or administering USDA programs are prohibited from discriminating based on race,
color, national origin, religion, sex, gender identity (including gender expression), sexual orientation,
disability, age, marital status, family/parental status, income derived from a public assistance
program, political beliefs, or reprisal or retaliation for prior civil rights activity, in any program or
activity conducted or funded by USDA (not all bases apply to all programs). Remedies and complaint
filing deadlines vary by program or incident.

Students desiring assistance in housing or with questions regarding housing are encouraged to
contact the Student Housing Office.

Policy History: Adopted by Board of Trustees 8/10/17, revised 8/12/21, 3/10/22, reviewed 3/9/23
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Policy 340: ALCOHOL and DRUG ABUSE
PHILOSOPHY

The Glen Oaks Community College Board of Trustees certifies and pledges that it will provide a drug-
free workplace and learning environment for its employees and students. This pledge is in
compliance withthe Drug-Free Workplace Act of 1988, 34 CFR Part 85, Subpart F and the Drug-Free
Schools and Communities Act Amendments of 1989 (Public Law 101-226).

Glen Oaks Community College recognizes that clear evidence exists that the misuse and abuse of
alcohol and drugs can erode the foundation of the College’s goals and objectives and can diminish
the attainment of intellectual, social, physical, and moral growth and development. Glen Oaks is
committed to a healthy and productive college environment by providing free literature and abuse
referral services.

STANDARDS of CONDUCT

The Glen Oaks Community College Board of Trustees prohibits the possession, use, distribution,
dispensing and unlawful manufacturing of illegal drugs, narcotics, or controlled substances on the
College campus, in student housing, or at any College-approved student activity (i.e., College-
approved student travel and for overnight stays).

Recreational Marijuana and marijuana prescribed for medicinal purposes is also prohibited on the
College campus, in student housing, or at any College-approved student activity. GOCC receives
federal funding through Title IV in the form of student financial aid (grants, loans, and work-study
programs)and through federalresearch grants. As a condition of acceptingthese funds, the College
is requiredto certify thatit complies with the Drug-Free Schools and Communities Act (DFSCA) (20
U.S.C. 1145g part 86 of the Drug and Alcohol Abuse Prevention Regulations). The federal government
regulates drugs through the Controlled Substances Act (CSA) (21 U.S.C. A 811) which does not
recognize the difference between medical and recreational use of marijuana. Thus, to comply with
the Federal Drug Free School and Communities Act and to avoid losing federal funding, Glen Oaks
Community College must prohibit all marijuana use, including medical marijuana.

No alcohol or other intoxicating liquors shall be kept, used, or consumed on campus, in student
housing, or at any College-approved student activity (i.e., College-approved student travel and/or
overnight stays), except at approved functions.

Persons who are on the College campus and who appear to be under the influence of alcoholic
beverages, narcotics, or drugs, will be removed from the College campus.

Any person taking prescription drugs or over-the-counter medication is individually responsible for
ensuring that while taking the drug or medication, he/sheis not a safety risk to themselves or others
while on College property, at College-related events, while driving a College or privately owned
vehicle while engaged in College business. Itis illegal to misuse prescribed drugs contrary to the
prescription or to give or sell the prescribed drug(s) to another person.
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LEGAL SANCTIONS

Glen Oaks Community College abides by all local, state, and federal laws and may ask an
appropriate law enforcement agency to impose appropriate sanctions if a violation of any local,
state, or federal law shall take place on the College campus or at any College function.

When there is probable cause, whichis based upon credible information, Glen Oaks Community
College may require that a student or employee be tested for alcohol or drugs. The failure to submit
to a breathalyzer test for alcohol or a urinalysis test for drugs may result in disciplinary action. The
words “probable cause” as used herein shall be defined as a reasonable basis for the formulation of
a belief that an individual is using and/or abusing alcoholic beverages or illegal drugs. The words
“credible information” is defined as including, but not limited to, the following “warning signs”:

Excessive absenteeism or tardiness;

Excessive illness;

Deteriorating or inconsistent work performance;

Increased carelessness;

Decrease in attention span, especially after breaks or lunch;

Frequent brushing of the teeth or use of mouthwash, breath spray, breath mints or other
breath fresheners, especially before conferences with instructors or administrators;
Substantial increase in use of the rest room or water cooler;

Avoidance of instructors, administrators, or other students, especially if thisis a recent
change in behavior.

9. Deteriorating or inconsistent attention to personal grooming and neatness;

10. Financial problems, especially if the student has not previously had such problems;
11. Frequent licking of the lips;

12. Nervousness, especially when discussing work performance or personal life;

13. Gastric disturbances or change in appetite;

14. Insomnia;

15. Moody behavior or "mood swings";

16. Unexplainable bruised and/or puffy skin, especially in the face;

17. Dilated pupils;

18. Slurred or incoherent speech;

19. Lack of dexterity;

20. Uncontrollable crying or laughing.

IZEE S S
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Glen Oaks Community College students and employees can assistinthe detection of the use and/or
abuse of alcohol and drugs by looking for these "warning signs". Students or employees who use
and/or abuse alcoholic beverages and/or drugs while on campus, in student housing, or while
attendinga College-approved student activity shall be subject to sanctionsthat mayinclude any of
the following: verbalwarning, written letter of censure, suspension or immediate dismissal(should
the behavior be both improper and a potential threat to the College or the College community). A
student convicted of a drug-related offense under federal or state law may also become ineligiblefor
federal student aid under federal law.
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PRE-EMPLOYMENT DRUG TESTING

In order to strive toward a drug-free workplace, Glen Oaks Community College will require a pre-
employment urinalysis for new employees. This applies to all full-time and part-time permanent
positions at Glen Oaks Community College. The urinalysiswill be performed by a reputable clinical
laboratory, the expense of which will be assumed by Glen Oaks Community College. If the urinalysis
registers a positive result (the presence of narcoticsorillegal drugs), the candidate will not be hired.

EMPLOYEE ALCOHOL and DRUG USE

Any employee who consumes alcoholic beverages while actively engagedin carrying out the duties
and responsibilities of their employment (excluding College-sponsored "entertainment" functions
which employees may attend in connection with their employment), and any employee who uses
illegal drugs while in the course of employment, shall be subject to sanctions as outlined in the
appropriate Collective Bargaining Agreements and/or the Glen Oaks Community College Policy
Manual. Violations by faculty or staff may result indisciplinary action up to andincluding termination
of employment. Employees who have CDL will be required to undergo mandatory random
drug/alcohol testing as notified by the HR Department. If a Glen Oaks Community College employee
is convicted of violating a criminal drug statute (non-alcohol related) on the College campus, or ata
College function, that employee must notify Glen Oaks within five (5) days after such conviction.
Within thirty (30) days after such conviction, Glen Oaks shall take one of the following actions: (1)
take appropriate personnel action against the employee up to and includingtermination; and/or (2)
require the employee to satisfactorily participate in an approved drug abuse assistance or
rehabilitation program. Glen Oaks Community College shall also notify the appropriate agency of the
Department of Education within ten (10) days after the conviction.

ALCOHOL and DRUG EDUCATION, PREVENTION and REFERRAL

Glen Oaks Community College is committedto addressingthe problem of substance abuse through
education, prevention, and referral. The President of the College will designate a Glen Oaks
Community College employee asthe Substance Abuse Counselor. The Substance Abuse Counselor
willannually coordinate/organize and make available free literature to students and employees. This
information will include: (1) standards of conduct, (2) a description of the legal sanctions, (3) a
description of the healthrisks, (4) a description of drug or alcohol programs available to students and
employees, and(5) a clear statement of the Glen Oaks Community College sanctions it mayimpose
on students and employees. The Substance Abuse Counselor will provide initial counseling and
limited supportive services. The primary goal of the Substance Abuse Counselor is to provide the
student or the employee with a referral for treatment or rehabilitation. Once a referral is made, the
Substance Abuse Counselor shall provide the appropriate follow up.

College employees or students who exhibit "warning signs" of drug/alcohol misuse or abuse in the
workplace and who refer themselves for assistance will be supported, educated, and referred to
appropriate agencies for treatment. Those employees or students who are diagnosed as drug or
alcoholmisusersorabusers shallreceive the same consideration and opportunity for treatment that
is extended to persons with any other type of illness. Confidentiality shall be maintained and no
adverse effects to an employee or a student shall result based upon a request for treatmentora
diagnosis of misuse or abuse.
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If an employee has been referred to the Substance Abuse Counselor by a supervisor or if a student
has beenreferredto the Substance Abuse Counselor by aninstructor or a College administrator and
if treatmentis recommended and treatment is refused or terminated, the fact of such refusal or
termination of treatmentshall be made knownto the individual who referred the employee or student
to the Substance Abuse Counselor. If an employee or a student (1) refuses to acceptdiagnosis and
treatment, or (2) fails to respond to treatment, andif the result of such refusal or failure is such that
job performance, behavioron campusor learning ability is affected, that person shall be considered
in violation of College policies and shall be subject to discipline.

Additional information about the physical and psychological consequences of substance abuse is
available in the Glen Oaks Learning Commons and through the Glen Oaks Community College
Substance Abuse Counselor in Student Services. Glen Oaks Community College alsoworks closely
with the Substance Abuse agencies in the area.

Glen Oaks Community College will review its Drug and Alcohol Prevention Program every two (2)
years in an attempt to determine its effectiveness and to implement changes as needed.

Policy History: Adopted by Board of Trustees 6/12/91, revised 9/14/05,9/17/14, 8/10/17,1/10/19,
reviewed 3/9/23
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Policy 341: CAMPUS SECURITY

Report Procedures

When criminal actions, other emergencies or substantial rumors occur on the Glen Oaks campus,
contact the Safety and Security Office or designee at 269-467-9945, ext. 233 or 221, 312 or call
269-223-0263. If additional assistance is needed, Glen Oaks will contact the St. Joseph County
Sheriff's Office (269-467-9045).

Glen Oaks will take the necessary action to protect the safety of students and employees and to
deal with the occurrence.

Access to Campus Facilities

The Glen Oaks building is open Monday through Thursday from 6:30 a.m. to 10:30 p.m.; Fridays (3rd
week of August through 1st week in May) from 6:30 a.m. to 4:00 p.m.; and Saturdays 7:30 a.m. to
4:00 p.m. The building is closed on Fridays when the college is operating on “Summer Hours”
typically after 1st weekin May through the second week in August. When the building is closed and
there is an event on campus, Maintenance will provide access to the appropriate area. Glen Oaks
facility, room, or space reservations for an event or a meeting can be made by contacting the
President’s Office.

Authority of Campus Security

Designated Campus Security Personnel have the authority to confront individuals related to an
occurrence, require identification, and, when necessary, contact the St. Joseph County Sheriff or
Michigan State Police.

When incidents occur on campus, an Incident Report must be completed and forwarded to the
Vice-President of Finance & Administration.

Occurrence Statistics

Upon request, data is available in the Human Resources Office for the following criminal offenses
which could be reported on the campus or to the St. Joseph County Sheriff's Office:

Offenses Reported

Murder

Rape

Robbery
Aggravated Assault
Burglary

Motor Vehicle Theft

oakwd=

Arrests

1. Liquor Law Violations
2. Drug Abuse Violations
3. Weapons Possessions
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Policy History: Adopted by Board of Trustees 3/11/92, revised 9/14/05, reviewed 9/17/14, revised
1/20, reviewed 3/9/23
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Policy 342: STUDENT CODE of CONDUCT

The purpose of the Student Code of Conduct at Glen Oaks Community College (GOCC)isto fostera
positive and safe learning environment for the College community by clearly articulating conduct
prohibited by the College and identifyingthe rights of individualsin the process consistent with that
purpose.

GOCC upholds all federal, state, and local laws and expects students to abide by such laws. The
College reservestheright to hold students accountable for violations of federal, state, and local laws
when the conduct has a direct impact on the College or the college community. Additionally,
students are expected to comply with the Student Code of Conduct, and any specific regulations
adopted by GOCC.

Students shall have the right to be accorded due process in all disciplinary actions resultingin a
change of their socialand/or academic status at Glen Oaks Community College. It iswith this spirit
that these procedures have been established.

SCOPE AND JURISDICTION

The Student Code of Conduct applies to individuals from the point of admissionto the College and
thereafter as long as the individual has a continuing educational interest in the College. The Code
applies to high school partner programs, including but not limited to, dual enrollment and Early
Middle College. Registered Student Clubs and Organizations are also held accountable to the
Student Code of Conduct. The Student Code of Conduct shall also be applicable to a student’s
conduct even if the student withdraws from school while a disciplinary matter is pending.

The College Student Code shall apply to conduct that occurs on College premises, at College
sponsored activities, and to off-campus conduct that adversely affects the College community
and/or the pursuit of its objectives.

Students and visitors are subject to immediate removal from College property when, in the sole
discretion of the President, or a representative, removalis necessary to protect the rights and safety
of College students or employees.

Students may be suspended from College classes and/or activities pending due process procedures
by the President or representative when, in the President’s or representative’s sole discretion, such
action is necessary to protect the rights and safety of College students or employees.

Visitors are subject to criminal charges or civil liability for improper conduct on College property.

In cases of noncompliance withthe Student Code of Conduct, the College willimpose sanctions that
are consistent with the impact of the offense on the College community (See Article IV (C)). The
college reserves the right to pursue criminal and/or civil action where warranted.

ARTICLE |: DEFINITIONS

A. College: Glen Oaks Community College.
B. Student Code: the College’s Student Code of Conduct.
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. Student: individuals from the point of admissiontothe College and thereafteraslong as the

individual has a continuing educational interest in the College.

. College official: any person employed by the College, performing assigned administrative or

professional responsibilities.

Member of the College community: includes any person who is a student, faculty member,

College official or staff member employed by the College, or any authorized non-employed

personnel (such as interns). A person’s statusin a particular situation shall be determined by

the Vice President of Student Services (or a designee).

College premises: all land, buildings, facilities, and other property in the possession of,

owned, used, or controlled by the College (including adjacent streets and sidewalks).

. Harassment: repeated, malicious mistreatment, verbal abuse, or conduct that is

threatening, intimidating, humiliating, insulting, isolates people, or undermines their

reputation through verbal or nonverbal communication.

. Judicial Board: a group of persons authorized by the Vice President of Student Services (ora

designee) to consider whether a student has violated the Student Code or to review the

sanction(s)imposed by the Vice President of Student Services (or a designee) if requested by

the accused.

Policy: written regulations of the College as found in, but not limitedto, the College Catalog,

Course Schedule, Student Handbook, the College web site and/or other written regulations

and procedures available within a department or division.

Cheating: includes, but is not limited to the attempt or actual:

1. Use of any unauthorized assistance in taking quizzes, tests, or examinations

2. Use of sources beyond those authorized by the instructor in writing papers, preparing
reports, solving problems, or carrying out other assignments

3. Acquisition, without permission, of tests or other academic material belonging to a
member of the College faculty or staff;

4. Engagementin any behavior specifically prohibited by a faculty member in the course
syllabus or class discussion for the purposes of academic credit

5. Allowance of, or participation in, cheating by other students

6. Payment, or offer of payment, to a third party for completion of coursework

Plagiarism: includes, but is not limited to, the use, by paraphrase or direct quotation, of the

published or unpublished work of another person without full and clearacknowledgment. It

also includes the unacknowledged use of materials prepared by another person or agency

engaged in the selling of term papers or other academic materials.

Academic negligence: unknowingly or unintentionally claiming credit for the work or effort of

another person.

. Complainant: any person who submitsa report alleging that a student violated this Student

Code or any other rule or policy of the College. When a student believes they have been a

victim of another student’s misconduct, they will have the same rights under this Student

Code asare providedto the Complainant, evenif another member of the College community

submittedthe allegation. Requeststoreceive information regardingthe Respondent must be

in writing and submitted to the Student Services Divisional office.

. Respondent: any student accused of violating this Student Code, or any other rule or policy

of the College.
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ARTICLE Il: STUDENT CODE AUTHORITY

A. The Vice-President of Student Services (or a designee) shall determine whether a Judicial
Board shall be authorized to hear each matter.

B. The Vice-President of Student Services (or a designee) shall develop policies for the
administration of the Code of Conduct process and procedural rules for the conduct of
Judicial Board hearings that are consistent with provisions of the Student Code.

C. Decisions made by the Judicial Board and/or the Vice-President of Student Services (or a
designee) shall be final, pending the appeal process.

ARTICLE IlI: PROHIBITED CONDUCT

A student or Registered Student Club or Organization, who commits any of the following acts of
misconduct, shall be subject to disciplinary action. GOCC’s disciplinary proceedings may be
instituted against a student charged with violation of a law, which is also a violation of the Student
Code of Conduct. For example, if bothviolations result from the same factual situation, proceedings
under the Student Code of Conduct may be carried out prior to, simultaneously with, or following
civil or criminal proceedings.

A. Violations of the Code of Conduct

1. Abuse of the Student Code Process: Any interference of the Student Code of Conduct
process including but not limited to:

a.

g.

Falsification, distortion, or misrepresentation of information during the
Student Code of Conduct process.

Disruption or interference with the orderly conduct of a Judicial Board
proceeding.

Attemptingtodiscourage anindividual’s proper participationin, or use of, the
Student Code process.

Attempting to influence the impartiality of a member of a Judicial Board
member prior to, and/or during the course of, the Judicial Board Hearing.
Harassment (verbal or physical) and/orintimidation of amember of a Judicial
Board prior to, during, and/or after a Judicial Board Hearing.

Failure to comply with the sanction(s) imposed under the Student Code of
Conduct.

Influencing or attempting to influence another person to commit a violation
of the Student Code process.

2. Academic Dishonesty: Cheating, plagiarism, academic negligence, and any other
forms of academic dishonesty.
3. Acts of dishonesty including, but not limited to:

a.

Misrepresentation of facts or furnishing false information to any College
official, faculty member, staff, or office.

Forgery, alteration, or misuse of any College document, record, orinstrument
of identification.

Perceived, attempted or actual Financial Aid fraud or corresponding
behaviorsthat would allow a student to receive a monetary benefit for which
they are not eligible.

Withholding materialinformationfrom the college officials and/or processes.
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10.

11.

12.

13.
14.

Alcohol: Use, possession, manufacturing, distribution, or being under the influence
of alcoholic beverages (except as expressly permitted by College regulations), or
public intoxication.

Bullying: Systematic intentional behavior that includes, butis not limited to, repeated
unwanted physical, verbal, or written actswhich are hostile or offensive, targeted at
an individual or group and creates an intimidating and/or threatening environment
which produces a risk of psychological and/or physical harm. Bullying may manifest
as cyber stalking or cyber bullying

as well as excluding behaviors such as ignoring or dismissing individuals or groups.
Hostile behaviors include, but are not limited to, inappropriate behaviors that are
harmful or damagingto anindividualand/or property. Behaviorsthat are intimidating,
threatening, disruptive, humiliating, sarcastic, orvicious may also constitute hostile
behavior. Offensive behaviors may include, but are not limited to, inappropriate
behaviors such as abusive language, derogatory remarks, insults, or epithets. Other
offensive behaviors may include the use of condescending, humiliating, or vulgar
language, swearing, shouting or use of unsuitable language, use of obscene gestures,
or mocking.

Discrimination: Unlawful discrimination or related harassment on the basis of race,
color, sex, age, religion, national origin, creed, ancestry, familial status, disability,
marital status, height, weight, sex (sex or gender, affiliation, expression or
orientation), political affiliation, veteran status, or any other characteristic covered by
law.

Disorderly Conduct: Disorderly, lewd, indecent, or obscene conduct or expressions.
Disrupting Normal Operations of the College: Participating in an on-campus or off-
campus demonstration, riot or activity that disrupts the normal operations of the
College and/or infringes on the rights of other members of the College community;
leading or inciting others to disrupt scheduled and/or normal activities within any
campus building or area. Refer to Policy 344 Freedom of Expression Policy which
promotes free exchange of ideas and safe and efficient operation of the College.
Disruptive Behavior: Disruption or obstruction of teaching, research, administration,
disciplinary proceedings, or other College activities or functions, includingits public
service functions on or off campus, or of other authorized non-College activities
when the conduct occurs on College premises.

Drugs: Use, possession, manufacturing, distribution, or being under the influence of
marijuana, illegal drugs, narcotics, or other controlled substances except as
expressly permitted by federal law. Possession of drug paraphernalia is also
prohibited on campus.

Failure to Comply with College Officials: Failure to respond appropriately to
reasonable and lawful requests with the directions of College officials or law
enforcement officers acting in performance of their duties and/or failure to identify
oneself to these persons when requested to do so.

Failure to Engage in Responsible Social Conduct: Failure to engage in conduct that
reflects credit upon the College community.

Failure to Pay: Failure to pay fines, fees, or other debt to the college.

Failure to Return College Property: Failure to return college property loaned to the
student.
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15.

16.

17.

18.

19

20.

Firearms: Possession of firearms (even if legally possessed), tasers, stun guns,
explosives, weapons, or dangerous chemicals on College premises, or use of any
such itemin a manner thatharms, threatens or causes fear to others. The definition
of aweaponincludes butisnot limitedto a pistol or otherfirearm, dagger, razor, knife,
orany otherdangerous ordeadly weapon orinstrument. College vehicles are covered
by this policy at all times regardless of whether they are on College property.
Gambling: Encouraging, promoting, or participating in unauthorized gambling on
GOCC premises or at GOCC-sponsored events or activities.

Harassment: Repeated, malicious mistreatment, verbal abuse or conduct that is
threatening, intimidating, humiliating, insulting, isolating, or undermining another’s
reputation through

verbal or non-verbal communications. Any verbal or physical conduct that shows
hostility, intimidation, threat, or aversion toward another individual.

Hazing: An actwhichendangers the mental or physical health or safety of a student,
or which destroys or removes public or private property, for the purpose of initiation,
admission into, affiliation with, or as a condition for continued membershipin, a
group or organization. The express or implied consent of the victim will not be a
defense. Apathy or acquiescenceinthe presence of hazing are not neutral acts; they
are still violations of this rule.

. Obstruction: Obstruction of the free flow of pedestrian or vehicular traffic on College

premises or at College sponsored or supervised functions.

Sexual Harassment, Sexual Misconduct and Retaliation: Violations of the College’s
Sex/Gender-Based Discrimination and Harassment Policy. Conduct that does not
rise to the level of a Title IX violation (conduct that is not severe or pervasive and is
not sexual assault as defined by the Clery Act) may be processed via the Student
Code of Conduct. Sexual harassment includes, but is not limited to:

a. Intentional touching of a sexual nature, repeated/unwelcomed advances, or
comments of a sexual nature that create anintimidating, hostile, or offensive
campus, educational or working environment for another person.

b. Obscene or indecent behavior which includes but is not limited to indecent
exposure and the display of sexual behavior that would reasonably be
offensive to others.

c. Retaliation against anyone who files a complaint or participates in an
investigation relating to this provision.

21. Tampering with safety equipment: Tampering with any safety equipmentincluding but

not limited to fire alarms, fire extinguishers, video surveillance cameras, and
emergency exits.

22. Technology Theft or Abuse: Theft or other abuse of technology and resources,

including but not limited to:

a. Unauthorized entryinto a file, to use, read, or change the contents, or for any
other purpose.

b. Unauthorized transfer of a file.

Use of another individual’s identification and/or password.

d. Useof computingfacilitiesandresourcestointerferewith the work of another
student, faculty member or College Official.

e. Use of computing facilities and resources to send obscene or abusive
messages.

o
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f. Use of computing facilities and resources to interfere with normal operation
of the College computing system.

g. Use of computing facilities and resources in violation of copyright laws.

h. Anyviolation of the Network Acceptable Use Policy.

23. Theft: Attempted or actual theft of property of the College or property of amember of
the College community or other personal or public property, on or off campus.

24. Tobacco: Use of combustible tobacco products or smokeless tobacco products in
College facilities and on the College premises. The only exception is one’s personal
vehicle.

25. Unauthorized Presence/Use of College Facilities: Unauthorized entry into, presence
in, oruse of College facilities orequipment which has not beenreserved or accessed
through appropriate College officials. Unauthorized presence on campus premises
during non-instructional hours or failure to properly supervise guests on College
premises. Possession, duplication, or the use of keys to any College premises.

26. Unauthorized Use of College Property: Unauthorized use of the name, logos, or
publications of the College or a College-related agency.

27. Violation of College policy, rule, or regulation: Any violation of published College
policy or rule including those posted in a course syllabus. Violation of any federal,
state, or local law.

28. Voyeurism: Spying on people engaged in intimate behaviors, such as undressing,
sexual activity, or other actions usually considered to be of a private nature. This
includesthe use of any deviceto capture audio, video or digitalrecord or photograph
of any person while on College premises or College events where there is a
reasonable expectation of privacy (i.e., restrooms, locker rooms, etc.).

B. Violation of Local, State, and Federal Laws

1.

2.

3.

College disciplinary proceedings may be instituted against a student charged with
conduct that potentially violates both the criminallaw and this Student Code (that is, if
both possible violations result from the same factual situation) without regard to the
pendency of civil or criminal litigation in court or criminal arrest and prosecution.
Proceedings underthis Student Code may be carried out prior to, simultaneously with, or
following civil or criminal proceedings off campus at the discretion of the Vice President
of Student Services (or a designee). Determinations made or sanctions imposed under
this Student Code of Conduct shall not be subject to change because criminal charges
arising out of the same facts givingrise toviolation of the College’s Code were dismissed,
reduced, or resolved in favor of or against the criminal law defendant.

When a student is charged by federal, state, or local authorities with a violation of law,
the College willnot request or agree to special consideration for thatindividual because
of the status as a student. If the alleged offense is also being processed under the
Student Code, the College may advise off-campus authorities of the existence of the
Student Code and of how such matters are typically handled within the College
community.

The College will attempt to cooperate with law enforcement and other agenciesin the
enforcement of criminallaw on campus andinthe conditionsimposed by criminal courts
for the rehabilitation of studentviolators (provided that the conditions do not conflict with
campus rules or sanctions). Individual students and other members of the College
community, actingintheir personal capacities, remainfree to interactwith governmental
representatives as they deem appropriate.
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ARTICLE IV: STUDENT CONDUCT PROCESS

A.
1.

Procedures and Due Process

Any member of the College community may file a report against a student for alleged
violations of the Student Code. An allegation of a Student Code violation must be directedto
the Vice President of Student Services (or a designee). Reports may be made in person, in
writing, or through the college’s online reporting system. Any report of a violation of the
Student Code should be submitted as soon as possible afterthe eventtakes place, preferably
within a week.

The college utilizes the college-supplied email system for all communications. Students are
expected to check their college email on a regular basis. When communicationis sentto a
student’s email account, it is considered delivered.

The Vice President of Student Services (or adesignee) will conduct an impartialandreliable
preliminary investigation of all allegations to determine if the allegations fall within the
jurisdiction of this code and/or if the allegation can be informally resolved. An informal
resolution shall be final and there shall be no subsequent proceedings.

If it is determined that the allegation falls within the jurisdiction of the Student Code, the
Respondentwill receive written notificationvia the student’s college-generated email that an
alleged violation has occurred. In the notification, the student will be assigned an
appointment date and time with the Vice President of Student Services (or a designee) to
review the facts concerning the alleged violation and to determine if formal charges should
be prepared. Students needing to reschedule the appointment date or time or needing to
request accommodations for the proceedings must contact the Vice President of Student
Services (or a designee)within five business days of the date listed on the notification letter.
During this investigative meeting, the Respondent meets one on one withthe Vice President
of Student Services (oradesignee). A parentoran advisorwill only be allowed inthis meeting
at the discretion of the Vice President of Student Services (or a designee)when appropriate.
In addition, a FERPA (Family Educational Rights and Privacy Act) Authorization to Release
Information form must be submitted prior to the scheduled meeting to allow a parent or
advisor to attend any proceedings.

If the Respondent is unable to meet with the Vice President of Student Services (or a
designee) in person, alternative arrangements may be made to facilitate the meeting, such
as video or teleconference, at the sole discretion of the Vice President of Student Services
(or a designee).

After conducting a thorough, reliable, and impartial investigation, the Vice President of
Student Services (or a designee) will use a preponderance of the evidence standard to
determine whetheritis more likely than not that a violation of the Student Code of Conduct
occurred. The Vice President of Student Services will then notify the student of the
determination of responsibility.

In the event that the student fails to appear at the student’s scheduled appointmenttime or
failsto contactthe Vice President of Student Services (or a designee) withinfive (5) business
days of the date listed on the written notification, a hold may be placed on the student’s
record to prevent

future registration of courses. The Vice President of Student Services (or a designee) will then
review the facts available without the benefit of the student’s participation. If a decision is
made to prepare formal charges, the Vice President of Student Services (oradesignee) shall
notify the Respondent of the formal charges and impose sanctions associated with those
charges.
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10. If the Respondent is found responsible for a violation of the Student Code of Conduct, the
assigned sanctions must be completed within the timeframe listed on the student’s formal
charges letter.

11. In cases where the College is acting as the Complainant, the Vice President of Student
Services may offer the accused student the option to accept responsibility. If the accused
student accepts responsibility and the sanctions, the accused student will not have any
options for appeals.

12. If a studentdeniesresponsibility or does not agree with sanctionsimposed, the student may
appeal the findings and/or sanctions to the Vice President of Student Services (or a
designee). All appeals must be in writing and submitted to the Vice President of Student
Services within five

13. business days of the date listed onthe formal charges letter. The case will then be referred to
aJudicial Board for a hearing. The determination of the Judicial Board is final.

14. If the Complainant requests an alternate form of resolution, and the Respondent agrees, the
parties will engage in informal resolution. If the informal resolution results in mutual
satisfaction of both parties, then the case will be considered adjudicated. If the case is not
adjudicated, then it may be forwarded to the Judicial Board for a hearing.

Judicial Board Hearing

In cases in which the Respondent is accused of a violation of the Student Code, and potential
sanctionsinclude suspension or expulsion, the Respondent mayrequesta judicialboard hearing. A
Judicial Board may also be requested when a student denies responsibility for a violation of the
Student Code or disagrees with the imposed sanctions.

Prior to a Judicial Board hearing, the Respondent shall be entitled to the following:

a. Awritten notification of how the alleged violation came to the College’s attention;

b. Awritten statement of charges so that the Respondent may prepare a defense;

c. The student shall be entitled to an expeditious hearing of the case.
Members of the Judicial Board shall be appointed by the Vice President of Student Services (or a
designee) and shall be comprised of the following:

a. The Vice President of Student Services will serve as the Chairperson. When the Judicial

Board is hearing an appeal based on a disciplinary decision of the Vice President of

Student Services, the Vice President of Student Serviceswillrelinquishthe Chair, and a

temporary Chairperson will be appointed.

b. Two GOCC employees (a combination of faculty and/or staff) selected by the Vice

President of Student Services.

1. Judicial Board hearings shall be conducted by the Judicial Board according to the following
guidelines:

a. Theludicial Board hearing will be scheduled at the convenience of the sitting Board
members; all efforts will be made to schedule the hearing within 3 weeks.

b. AllJudicial Board hearings shall be conducted in private.

c. The Complainant and Respondent have the right to be assisted by one advisor they
choose attheirown expense (if applicable). The Complainant and/or the Respondent
isresponsible for presentingthe information. Parents or advisors are not permitted to
speak or to participate directly in any Judicial Board hearing. Delays will not be
allowed due to the scheduling conflicts of an advisor. The Complainant, Respondent,
and theiradvisors, if any, shall be allowedto attendthe entire portion of the hearing,
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excluding deliberations. Admission of any other person to the Judicial Board hearing
shall be at the sole discretion of the Chair (or a designee).

d. In Judicial Board hearings involving more than one Respondent, the Chair (or a
designee), in the Chair’s sole discretion, may permit the Judicial Board hearings
concerning each student to be conducted either separately or jointly.

e. ThelJudicialBoard may arrange for witnessesto present pertinentinformation during
the hearing. The College willtry to arrange the attendance of possible witnesses who
are members of the College community, if reasonably possible, and who are
identified by the Reporting and/or Responding parties, at least twoweekdays prior to
the Judicial Board hearing. Witnesses will provide information to, and answer
questionsfrom, the Judicial Board. The tone of the hearing should be educationaland
not adversarial. Questions of whether potentialinformationwill be received shall be
resolved at the sole discretion of the Chairperson of the Judicial Board.

f. Pertinent records, exhibits, and written statements (including Student Impact
Statements) may be accepted as informationfor consideration by a Judicial Board at
the sole discretion of the Chairperson.

g. Allprocedural questions are subject to the final decision of the Chairperson of the
Judicial Board.

h. Requests for a continuance shall be at the discretion of the Chairperson of the
Judicial Board.

i. After the portion of the Judicial Board hearing concludes in which all pertinent
information has been received, the Judicial Board shall determine (by majority vote)
whetherthe Respondent has violated each section of the Student Code in whichthe
student is being charged. The Board may also suggest a different charge to the
Chairpersonif they believe the facts support charge(s) differentfromthe charge(s) for
whichthe student was originally charged. The Judicial Board willalsorecommend an
appropriate sanction(s) to the Chairperson.

j.  ThelJudicial Board’s determination shall be made on preponderance of evidence, the
basis of whether it was more likely than not the Respondent violated the Student
Code.

k. Formalrules of process, procedure, and/ortechnicalrules of evidence, such asthose
that are applied in criminal or civil court, are not used, and do not apply in Student
Code of Conduct proceedings/hearings.

l. If a disruption occurs during the hearing, the Chairperson, in the Chair’s role
discretion, may have the disruptive party removed from the hearing.

2. There shall be a single verbatim record, such as a digital recording or written transcript of a
digital recording, of all Judicial Board hearings. Deliberations shall not be recorded. The
recording shall be the property of the College. Thisrecordingwill be maintained only until the
appeal process has concluded (if applicable)or untilthe time of appeal has lapsed. For the
purposes of FERPA the recordingis considered an educationalrecord and cannot be released
unless a release is signed by all students with identifiable information contained in the
recording. The recording may be requested under FOIA (Freedom of Information Act) if the
hearing only involved one student without any witnesses, and the student is the individual
requesting the recording.

3. If the Respondent, with notice, elects not to appear before a Judicial Board appeal hearing,
the student shall be considered to have waived the right to appeal, and the decision at the
priorlevelstands. If the Judicial Boardis the initial decision maker, the informationin support
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of the charges shall be presented and considered by the Judicial Board even if the
Respondent or the Complainant is not present.

The Chairperson may accommodate concerns for the personal safety, well-being, and/or
fears of confrontation of the Complainant, Respondent, and/or other witnesses during the
hearing by providing separate facilities, by using a visual screen, and/or by permitting
participation by telephone, video, audio, written statement, or other means, where and as
determinedinthe sole judgment of the Vice President of Student Services (or a designee) to
be appropriate.

OncetheJudicial Board has determined by the preponderance of evidence standard whether
the Respondent violated the Student Code of Conduct, the Judicial Board will make
recommendations to the Chairperson regarding an appropriate sanction.

After receiving the recommendations of the Board, the Chairperson will decide the most
appropriate sanction proportionate to the violation.

The Vice-President of Student Services (or designee) will notify the Respondent of the
findings. This notice will include a determination of whether a violation occurred, any
sanction(s) appliedfor the violation(s), and information on the appeal process (if applicable).

Sanctions

1.

IIn cases of noncompliance with aviolation of the Student Code of Conduct, the College will
impose discipline thatis consistentwith the impactof the offense onthe College community.
Progressive discipline principles will be followedinthatthe student’s prior discipline history
at the College will be considered. Disciplinary action taken against a student may include,
but is not limited to, one or more of the following:

a. Verbal Warning- Student is given a verbal warning and a notation is made in the
student’s disciplinary file.

b. Wiritten Warning— A notice inwritingtothe student that the studentisviolating or has
violated institutional regulations and a copy of the warning letter is placed in the
student’s disciplinary file.

c. Probation— Awrittenreprimandforviolation of specifiedregulations. Probationis for
a designated period of time and includes the probability of more severe disciplinary
sanctions if the student is found to violate any institutional regulation(s) during the
probationary period.

d. Loss of Privileges— Denial of specified privileges for a designated period of time.

e. Restitution— Compensation for loss, damage, or injury. This may take the form of
appropriate service and/or monetary or material replacement.

f. Discretionary Sanctions— Work assignments, essays, service to the College,
Community Service, or other related discretionary assignments.

g. College no contact orders— Prohibits contact between the Respondent and the
Complainant (when appropriate). Contact includes but is not limited to in person
contact, telephone calls, email, texts, social media-based messages or postings,
other electronic communications, and third-party communications including
through proxies.

h. College Suspension— Separation of the studentfrom the College for a definite period
of time (usually a year or less) afterwhich the studentiseligible toreturn. Conditions
for readmission may be specified.

i. College Dismissal— separation of the student from the College for a year or more.
The student may be eligible for return. Conditionsfor readmission may be specified.

j. College Expulsion— Permanent separation of the student from the College.
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k. Revocation of Admission and/or Degree— Admissionto or a degree awarded from the
College may be revoked for fraud, misrepresentation, or other violation of College
standards in obtaining the degree, or for other serious violations committed by a
student prior to graduation.

l.  Withholding Degree or Certificate — The College may withhold awarding a degree
otherwise earned until the completion of the process set forth in this Student Code
of Conduct, including the completion of all sanctions imposed, if any.

m. Morethan one of the sanctionslisted above may be imposed for any single violation.

The following sanctions may be imposed upon groups of organizations:

e Those sanctions listed above in article IV (C)(1) (a-l).

e Lossof selected rights and privileges for a specified period of time.

o Deactivation. (Lossof all privileges may be issued, including College recognition,
for a specified period of time.)

e Once the Judicial Board has determined that a student and/or group or
organization has violated the Student Code, the sanction(s) shall be
recommended by the Judicial Board to the Chair. The Chairperson shall make a
final determination of the sanction to be imposed, taking into consideration the
Judicial Board’s recommendations.

e Following the Judicial Board hearing, the Vice President of Student Services (or
designee) shall notify the Respondent, group and/or organizationinwriting of the
decision/finding and of the sanction(s) imposed, if any, by the Judicial Board.

=)

Interim Suspension

In certain circumstances, the Vice President of Student Services (or a designee), may impose a
College suspension prior to a Judicial Board hearing.

1. Interim suspension may be imposed only in the following circumstances:

a. to ensure the safety and well-being of members of the College community or
preservation of College property; or

b. toensure the student’s own physical or emotional safety and well-being; or

c. if the student poses an ongoing threat of disruption of, or interference with, the
normal operations of the College.

2 Interim suspension will take effect immediately upon the direction of the Vice President of
Student Services (or a designee) and may last through the completion of the conduct
process.

3 Duringthe interim suspension, a student shallbe deniedaccesstothe campusand premises
(including classes)and/or all other College activities or privileges forwhich the student might
otherwise be eligible, as the Vice President of Student Services (or a designee) may
determine to be appropriate.

4 The interim suspension does not replace the regular process, which shall proceed on the
normal schedule, up to and including the completion of the Judicial Board hearing, if
required.

5 Aninterim suspension may be appealed to the Vice President of Student Servicesinwriting
within five business days of the date the interim suspension was imposed. The interim
suspension shall remain in place during the pendency of the appeal. The decision of the
Appellate Officer will be final.
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Appeals

Adecisionreached by the Vice President of Student Services (or a designee) may be appealed by
either the Complainant or the Respondent within five (5) business days of the decision. Such
appeals shall be in writingvia letter or college-generated emailtothe Vice President of Student
Services Office. The Vice President will forward the case to a Judicial Board for review.

In matters in which the Judicial Board made the initial determination, the Complainant or
Respondent may appeal the decision, in writing, within five (5) business days to the Vice
President of Student Services. The appeal will then be reviewed by an Appellate Officer of the
College.

During an appeal, the sanctions imposed will remain in effect.
Appeals are only permitted for the following reasons:

1. A material deviation from written procedures that jeopardized the fairness of the
process.

2. Newevidence,whichwasnotreasonably available priortothe determination being
made and which could affect the outcome, has become available.

3. Ademonstrable bias by the Vice President of Student Services and/ora member(s)
of the Judicial Board.

4. A sanction that is (substantially) disproportionate to the severity of the violation

The Judicial Board or Appellate Officer, as appropriate, will review each accepted basis of
appeal and determine whetherto grant or deny the appeal. A written notification will be sent
to party(s) within ten (10) business days of the date the party’s appeal was due.

If an appeal isupheld, the matter shall be returned tothe Vice President of Student Services
to reopen the hearing to allow for reconsideration of the original determination and/or
sanctions. All attempts will be made to assign a new Judicial Board in cases of bias. If an
appeal is not upheld, the matter shall be considered final and binding upon all involved.

Retaliation

The College seeks to foster an environmentinwhich all employees and students feel free to
report incidents of misconduct without fear of retaliation or reprisal. Therefore, the College
strictly prohibitsretaliation against any individual for filing a complaint or for participatingin
an investigation or hearing. Retaliatory conduct constitutes aviolation of this Student Code.

Any student who believes that they have been harassed or retaliated against in violation of
this policy should immediately report such incidents to the Vice President of Student
Services.

Allallegations of retaliationwill be thoroughly investigated. If itis determined that retaliation
has occurred, the College will take all reasonable steps within its power to stop such
conduct. Individualswho engage inretaliatory conduct are subject to disciplinary action, up
to and including expulsion.
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ARTICLE V: INTERPRETATION AND REVISION

A. Anyquestionofinterpretation or application of the Student Code shall be referredtothe Vice
President of Student Services (or a designee) for final determination.

B. The Student Code shall be reviewed every year under the direction of the Vice President of
Student Services (or a designee).

Policy History: Adopted by Board of Trustees 3/10/93, revised 6/9/99, 10/9/02, 9/14/05, reviewed
9/17/14, revised 10/12/17,10/15/19, 9/10/20, reviewed 3/9/23
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Policy 344: CAMPUS UNREST, DISSENT and PROTEST

Glen Oaks Community College is categorically committed to the concept of individual and group
freedom - so long asfreedom of thought and/or action does not infringe upon or abuse the freedoms,
rights and privileges of other individuals or groups. It is within the context of this commitment that
the following statement is issued.

Campus violence already threatens some colleges and universitiesin a way that could cripple their
freedom for many years. Even so we must be mindful of the dangersin laying out inflexible guidelines
about unacceptable conduct or in specifyingthe precise momentwhen a hazardto the institutionis
such that civil authority must be called upon.

If one central theme or thread can be extracted from the fabric of campus and student unrest, it
would reveal problems occur when communication breaks down or is lacking. Students should not
only be given substantial autonomy, but also participate in matters of general educational policy,
especially in curricular affairs. Since increased participation contributes to effective decision
making, students should servein a variety of roles on committees. Effective student representation
will not only improve the quality of decisions, but also ensure theiracceptability to the student body.

Every attempt must be made to establish effective communications so that policy questions,
grievances and/or disciplinary problems can be aired by the college community. To this end,
violations and/or violators of individual or group freedom will be referred to the President to hear,
weigh, evaluate,andrecommend asis necessary by the evidence at handin solvingthe problem and
attaining the objective.

Students must know that they cannot be shielded from the consequences of their behavior,
especiallywhenitviolatesthe laws of society at large. They must recognhize and respect therights of
other students as they seek rights and privileges for themselves. Threats, violence, coercive
disruption of classes and events, and similar acts that tread on the rights of others are intolerable.

Mindful of the concerns of the general public as well as the state legislature the following
information, entitled Act #26 of the Public Acts of 1970 of the State of Michigan, isreproduced herein.

ACT #26 OF THE PUBLIC ACTS OF 1970

AN ACT to provide penalties for certain conduct at public institutions of higher education.

The People of the State of Michigan enact:

Sec. 1. A person is guilty of a misdemeanor, punishable by a fine of not more than $500.00, or by
incarceration in the county jail for not more than 30 days, or both:

When the chief administrative officer of a publicly owned and operated institution of higher
education, or his designee, notifiesthe person that he is such officer or designee, and the person is
in violation of the properly promulgated rules of the institution; and

When the personisin fact inviolation of such rules; and

When, thereafter, such officer or designee directs the person to vacate the premises, building or
other structure of the institution; and
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When the person thereafter willfully remainsin oronsuch premises, building or other structure; and

When, in so remaining therein or thereon, the person constitutes (1) a clear and substantial risk of
physical harm or injury to other persons or of damage to or destruction of the property of the
institution, or (2) an unreasonable prevention or disruption of the customary and lawful functions of
the institution, by occupying space necessary therefore or by use of force or by threat of force.

Sec. 2. A person is guilty of a misdemeanor, punishable by a fine of not less than $200.00 and not
more than $1,000.00 or by incarceration in the county jail for not more than 90 days, or both, who
enters on the premises, building or other structure of a publicly owned and operated institution of
higher education, with the intentionto, and therein or thereondoes in fact, constitute (a) aclearand
substantial risk of physical harm or injury to other persons or of damage to or destruction of the
property of the institution, or (b) an unreasonable prevention or disruption of the customary and
lawful function of the institution, by occupying space necessary therefore or by use of force or by
threat of force.

Sec. 3. This act shall take effect August 1, 1970.
This act is ordered to take immediate effect.

The followingact or acts could or might necessitate invokingthe trespass law but not be necessarily
limited toit:

Destruction of or willful damage to institutional property, grounds, or facilities:

Where responsibility can be ascertained, resultant action should evolve through "due process" with
local and/or state agencies. Restitution if and when practicable will be considered. Suspension
and/or dismissal action may be instituted by proper authority.

Disruption of or undue distractive influences within an organized classroom situation:

Any person or persons whenin the opinion of the instructor are not contributingto or are distracting
from the educational atmosphere of the class or logical pursuit thereof shall be removed and/or
denied access thereto with resultant notification to the Vice President of Academics and the Vice
President of Student Services.

Barricading or causingto prevent free accesstooregressfrom any area of the campusincluding but
not exclusive of classrooms, office areas, corridors, stairways, library areas, student center,
maintenance and service areas, and roadways:

After ample opportunity and notification by proper authority has been afforded to and no response
and/or action resulted there from, physical apprehension and eviction by proper authority shall be
affected. Length of time interval from notification to desist from, to notification of proper authority
not to exceed three (3) minutes duration. Suspension and/or dismissal action may be instituted by
proper authority.

Disruptive action prior to, during or subsequent to an address, performance, event, or ceremony:

Any person who interferes with access to or egress from a performance of an address, ceremony,
athletic event, or any college sanctioned activity and/orinterferes with the continuity of an address,
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performance or event shall be considered to be preventing or disrupting the customary and lawful
function of the institution. Suspension and/or dismissal action may be instituted by proper authority.

Readmission to a class or function after having been removed or suspended there from:

Any student has the absolute right to attend a class in which he is duly enrolled unless he/she has
abrogated that right. Final permission for readmission rests with the instructor and/or designated
responsible person involved acting in conjunction with the Vice President handling the incident.
Offenders in this regard should be handled in the same manner as a disruptive or distractive
influence.

Theright of student dissent or protest withinthe confines of a building or on the grounds of Glen Oaks
Community College:

Theright of peaceful dissent and protest should be and will be honored as long as it does not interfere
in the rights of others to pursue an education, accessto normal working stations, or bring discredit
upon the institution and the customary and lawful functions of the institution.

The possession, use of, or causingto bring firearms, dangerous weapons, or explosive agents within
the confines of a building or onto the grounds of Glen Oaks Community College is expressly
prohibited:*

Any person or persons who are in violation of the above shall, through due process, be subject to
suspension and/or dismissal action and will necessitate immediate notification of violation and of
proper legal authority of said violation.

Violations of Act #26 of the Public Acts of 1970; The Employees Trespass Law or any of the above
rules and regulations of Glen Oaks Community College will resultin immediate suspension of said
employee and if substantiated through due process by duly constituted legal authority will be
grounds for termination of said employment. Student violations will result in suspension and if
substantiated, possible expulsion in the future from college classes and events.

*See Resolution and Policy Amendment 3.32.

In the eventthat itis necessaryto inform certainindividualsthey arein violation of Act#26 of 1970,
the following format is to be used:

"My nameis, and | amthe designee of the President of Glen Oaks Community
College and | am also the agent of the owner of the property upon which you are now
standing. | hereby notifyyou, and each one of you individually, that all persons in this group
are in violation of the properly promulgated rules of Glen Oaks Community College,
specifically that . Anyrightthatyou have to use these premisesis hereby
suspended, whetheryouare a student or not, and acting on behalf of Glen Oaks Community
College and on behalf of the owner of this property, | hereby instruct each and every one of
you, whether or not you are a student, to immediately vacate and depart from this property.
If you failto do so, you willimmediately be arrested and prosecuted for violating the laws of
the State of Michiganrelative totrespassingandto conduct upon the property of institutions
of higher education."
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Policy 344A: FREEDOM of EXPRESSION POLICY

Purpose

The purpose of the policy isto promote the free exchange of ideas and the safe and efficientoperation
of the College by:
o Fostering free speech, assembly, and other expressive activities at publicly accessible
outdoor areas of any College campus, regardless of the viewpoint being expressed;
e Maintaining an appropriate educational and work environment for all persons present on
College property; and
e Protecting and maintaining the security of College property, students, employees, and
visitors.

In developing and administeringthis policy, the College recognizesthe freedoms guaranteed by the
United States and Michigan constitutions, including freedom of speech and assembly. The College
alsorecognizesthe need to preserve and protectits property, students, guests, and employees, and
to ensure the effective operation of educational, business, and related activities of the College.

Expressive activitiesonthe College’s campus may be subject to reasonable regulation with regard to
the time, place, and manner of the activities. College employees will not consider the content or
viewpoint of expressive activities when enforcing this policy, including by restricting students’
expressionbased on concerns about other person(s)’ negative reactiontothe expression. No policy
can address every possible activity or situationthat may occur on College property, and the College
reserves the right to address such situations as circumstances warrant.

Expressive activities carried out under this policy will not be considered to be speeches made by, on
behalf of, or endorsed by the College.

Scope
This policy applies on all of the College Campus.

Expressive Activity Defined

“Expressive Activity” is defined as the carrying or displaying of signs or placards, leafleting,
campaigning, marches, rallies, parades, demonstrations, protests, assemblies, speeches,
circulation of petitions, and/or any public demonstration on College grounds.

Expressive Activity for Enrolled Students and Registered Student Groups

A. GeneralAccess: Registered students and student groups may use, without prior notification
or permission, any publicly accessible outdoor area of the College campus except parking
lots, and driveways. Federal, state, and local laws will be enforced, as applicable. The use
of walkways or other common areas may not block the free passage of others norimpede
the regular operation of the College.
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Use of the publicly accessible outdoor area may include speaking, non-verbal expression,
distributing literature, displaying signage, and circulating petitions. There is no limit to the
number of times a month a person or group may accessthese areas, providedthataccessis
limited to the hours when the College is open to the public.

During work and class hours, or if the areais currently in use for an official College event,
amplificationwill be restrictedif it interferes with College operations or noise ordinances are
violated.

Large groups: Except in the circumstances described below, any person or group whose use
of an outdoor area for demonstration, protest or distribution or literature is expected or
reasonably likely to have more than fifty (50) people in attendance shall notify the Vice
President of Finance & Administration and the Vice President of Student Services, or their
designee at least two (2) business days before the day of the activity. The notification shall
be submitted at least two (2) business days before the day of activity. Notification shall
include information as to the specific location requested to be used for the event and the
estimated expected number of persons, and the name and contact information of at least
one person who can be contacted regarding logistics of the event, which should include at
least one person who will be personally present.

Reserved Space: In addition to the general right of access to outdoor areas of campus
described above, any registered student or student organization may seek to reserve the
use of specific indoor areas by contacting the President’s Office. Requests by a registered
student or student organization to reserve such area or space shall be made at least 5
business days before the event. A request will be granted unless it would conflict or
interfere with a previously scheduled event or activity or violate College policy.

A student or student organizationthathasreserved a specific area or space under this policy
will have priority over any other persons seeking to use the area or space during the
scheduled time period. Any decision denying a request will be promptly communicated
(within48 hours of receivingthe request)inwritingto the requester and will set forth the basis
for the denial.

The content of the anticipated speech or other expressive activity will not form the basis for
a denial.

Expressive Activity by College Visitors

A.

Requests to Engage in Expressive Activity. Members of the public who are not registered
students or student organizations must receive a permit before engaging in Expressive
Activity on any College campus. Requests to schedule Expressive Activity on the College
grounds shall be madeto the Vice President of Finance & Administrative Services, and Vice
President of Student Services or their designee (hereinafter, Vice President’s). Requests
may be submitted in person at the Vice President of Student Services Office.

Process. Requests must be made in writing to the Vice President of Finance &
Administration and Vice President of Student Services during regular business hours at
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least 48 hours prior to any Expressive Activity on a form supplied by the College. Each
request shall be in writing and shall contain the following information:

1. Name/address/telephone number(s) of contact person(s).

2. Name/address/telephone number(s) of back-up contact person(s).

3. Date and hours requested for the expressive activity and duration of the expressive

activity.

4. Arearequested for use.

5. Number of anticipated participants.

6. Structuresto be used inthe expressive activity.

C. Appeal. If a person or organization is aggrieved by a decision of the Vice President of

Finance & Administration or Vice President of Student Services, an appeal may be taken to
the President within three College business days of that decision. The appeal shall be in
writing, stating the basis therefore, and the relief sought. The President shall promptly
announce their decision.

Rules. Use of College grounds is subject to the following

A.

In orderto maintainthe security, safety and aesthetic appearance of the College and College
grounds, and to provide for regular maintenance, improvements, or alterations, Expressive
Activity onthe College grounds may occur only between the hours of 8:00a.m.and 8:00 p.m.
and shallat no time block any entrance or exit of the buildings or impede free access to the
buildings or parking lots by its students, faculty, employees, occupants, or the public.

No activity shall substantially impede or interfere with College business, the educational
process, or public access to College grounds.

To provide for regular maintenance, improvements, or alterations of the College grounds and
inorder to maintainthe security, safety and aesthetic appearance of the College and College
grounds, equipment, signs, banners, or structures of any kind that are placed on the College
grounds shall be free standing and shall not be affixed to any building, tree, monument,
fixture, or other College structure. The equipment, signs, banners, or structures shall be
entirely removed at the conclusion of the expressive activity, or no laterthan 8:00 p.m.onany
day of any Expressive Activity. Structures (whether for shelter or for any other purpose) must
be pre-approved by the Vice President, Student Services.

Due to the presence of underground utility, electrical and drainage lines, signs, banners, or
otherobjects shall not be drivenintothe ground; nor shallthey be supported inor by any tree,
monument or other structure affixed to the College grounds. Signs, banners, or objects
supported by freestanding devices may not be left unattended, i.e., an individual must be
stationed within six feet of afreestanding sign orbanner atalltimesto prevent damage to the
property and injury to individuals.

Defacing or damaging the College grounds, including but not limited to trees, shrubbery,
flowers, lawns, sidewalks, parking lots, fences, lighting fixtures, light wells, fire hydrants,
benches, statues, monuments, plaques, and such subterranean features as are necessary
for the maintenance and operation of the College (such as lawn sprinkler systems, sewer and
water mains, electrical conduit, etc.), or any other feature is not allowed. Likewise, defacing
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or damaging the exterior walls and surfaces of the buildings, including the entrances,
porches, and staircases, is not allowed.

F. Stepping or climbingupon statues, monuments, fences, lighting fixtures, light wells, trees, or
parts of the College building not intended for such purposes is not allowed.

G. Nosign locatedwithin 50 feet of aroadway, entrance or exit shall be largerthan 3'x 3}, and no
sign shall block the sight lines of drivers entering or exiting the College grounds or traveling
on a public roadway around the College.

H. Vehicles are not allowed on the College grounds, except in areas designated for vehicular
use.

I. Camping or sleeping overnight on the College grounds is not allowed.

J. Alcoholic beverages or any other controlled substance shall not be possessed, dispensed,
or consumed on the College grounds.

K. Individualsdistributingliteratureshallremove all discarded items from the generalarea(s) of
distribution at the conclusion of their activity.

L. Firearms, or other weapons are not allowed on campus.

M. Allpersons mustcomplywithall College policies, Campus Rules and Regulations, andlocal,
state, and federal ordinances and statutes.

N. Expressive Activity inside College buildings is prohibited.

O. Distribution/solicitation by placing any material on vehicles in the parking lots or garages is
prohibited. Leaving trash, litter, materials, or pollutants in any area is prohibited.

Enforcement.

The College reserves the right to stop any activity that substantially interferes with or disrupts the
normal activities of the College; interferes with the educational process; or violates any of the
conditions covering expressive activityunderthis policy. Any person who violates this policy may be
subjectto an orderto leave College property. Employeesinviolation of this policy may be subject to

discipline, up to and including termination. Students in violation of this policy may be subject to
discipline under the applicable Code of Conduct.

Policy History: Adopted by Board of Trustees 1/11/18, revised 1/20, reviewed 3/9/23
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Policy 345: FIREARMS on CAMPUS

Glen Oaks Community College, inits policy governing campus unrest, specifically prohibits firearms
on campus.

The transport and use of any firearm on campus must be performed in accordance withthe laws of
the State of Michigan.

Policy History: Adopted by Board of Trustees 11/17/71. Revised 9/19/73,9/14/05,9/17/14,10/9/20,
reviewed 3/9/23
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Policy 346: BULLETIN BOARD/DIGITAL MESSAGING

Employees and/or studentswishingto have printedflyers, posters, or digital sighage from internal or
external groups posted on the GOCC posting areas must request approval. Approval can be given by
Executive Associate to President (President’s Office), Executive Director of Communications &
Marketing (Administrative Office area), Assistant to Executive Director of Communications &
Marketing (Marketing Office), or Vice President of Student Services.

APPROPRIATE CONTENT MATERIALS INCLUDE:

GOCC-sponsored events and activities, student organization events or fundraisers, speakers, and
educational opportunities. Also included will be information from outside organizations that would
be of interest to the general GOCC community. Only registered organizations, campus governance
units, academic units, campus departments/offices and College committees will be allowed to
display content of the digital signage system.

INAPPROPRIATE CONTENT INCLUDES but is not limited to:

Content that includes references to the sale or consumption of alcohol or other drugs will not be
approved for display. Content that promotes or condones behaviorthat violates college policies, or
local, state, orfederallaw will not be approved for display. Advertisement of commercial productsis
prohibited. Content that infringes on the copyrighted or trademarked works of others will not be
approved for display. Unapproved postings or obscene materials will be immediately removed.

PRINT:

Typical printed signs are 8 2” x 11” and can be either vertical or horizontal layout. Printed literature
will be reviewed, andif it meets criteria, it will be stamped “APPROVED” and can be posted on boards
throughout the college. Materials are to be removed AFTER their event date (if applicable) or every
three months.

There aretenofficial approved areas for posting printed materials: 1) Administration Hallway, 2) Main
Elevator Entryway, 3) TechWing Entryway, 4) Learning Common Entryway, 5) D-Wing, 6) G-Wing, and
7) Devier Student Suites.

DIGITAL:

Digitalmessagingrequest must meet format requirements: 1440 pixels wide by 810 pixels high (this
translates to 11” wide by 6.1” high), NOT be on solid red background, and be in JPG format and be
submitted minimum of five (5) days prior to first date content is to be displayed on signage system.
Solid red background will be reserved for EMERGENCY communications ONLY.

Digital message requests can be submitted to Denise DeVries ddevries350@glenoaks.edu or

Eric Connelly — econnelly713@glenoaks.edu

There are ten official approved areasfor digitalimagesto be displayed: 1) Administrative Hallway, 2)
Student Services, 3) Concourse - Stage, 4) Concourse — Gaming Area, 5) Learning Commons, 6) 4"
floor E-Wing, 7) Gymnasium Entryway, 8) D-Wing, 9) G-Wing Study Area, and 10) Devier Student
Suites.
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Policy History: July 1992, revised July 2002, revised 9/14/05, reviewed 9/17/14, revised 11/12/20,
reviewed 3/9/23
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Policy 347: STUDENT GOVERNMENT

The students of Glen Oaks Community College are authorizedto organize a student government and
to operate according to a constitution and by-laws that have been approved by the college
administration. In general, the government is composed of representatives from all groups and its
powers extend to recommendations only. It is organized to achieve student input into college
decision-making and to sponsor events to benefit students. Members may serve on college
committees and coordinate activities for co-curricular and extra-curricular programs.

Policy History: Adopted by Board of Trustees 1/13/95, revised 9/14/05, reviewed 3/9/23
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Policy 348: ACCESS to STUDENT ACADEMIC RECORDS, FILES, and
DATA

Glen Oaks Community College recognizes the importance of maintainingrecords for each individual
student which present authentic evidence of the events and actions which both contribute to and
confirm the student's educational progress and to facilitate the intelligent and purposeful direction
necessary to the achievement of the educational goals of the student in a college setting.

The release and disclosure of student records maintained by Glen Oaks are in a large measure
governed by state and federal laws. It is the purpose of these guidelines to provide reasonable
interpretations of privacy. These guidelines are effective as of January 1, 1975, but are subject to
change asfederal guidelines are subsequently developed. The Family Educational Rights and Privacy
Act of 1974 basically provides for the following:

1. To protect a student's rights to the privacy of information which Glen Oaks has in its
possession concerning the student, and

2. To provide a reasonable guideline for the release or disclosure of such information as is
required by federal and state law and as is necessary for the effective functioning of the
college.

The following are matters of public record and may be included in publications or disclosed upon
request without the consent of the student (this "directory" information can be located in the
academic files): name of student, the student's local phone, e-mail, the student's local and/or
permanent address, date and place of birth, whether or not a student is currently enrolled, dates of
attendance, the most recent previous educational agency or institution attended by the student,
class (freshman, sophomore), academic majors, information pertaining to honors, achievements,
degree(s) and/or certificates earned from Glen Oaks Community College and dates, participationin
officially recognized college activities and sports, weight and height of athletic team members.
Inquiries by phone or inperson for the items of public record listed will be honored. Blanketrequest
or request requiring data in specific formats (mailing labels, for example) may be denied and/or a
charge for the service may be levied. The student has the right to designate that any or all of the
categories listed above be withheld from directory information.

All personally identifiable information not covered by the aforementioned is confidential and shall
only be disclosed by Glen Oaks Community College as provided herein. Upon proper identification
any Glen Oaks Community College student 18 years of age or older, past, or present, or any
parent/guardian of a student under 18 years of age or the parents of a dependent student (as defined
by Internal Revenue Code of 1954, Section 152) may examine the official records, files and data of
the college directly relatingto the student. (The parent/guardian of a non-dependent student 18 years
or older does not have the right to examine the student's record without the student's consent as
provided in the Family Educational Rights and Privacy Act of 1974 and its ensuing modifications.)

The procedure for access to Student Record Files will be handled through the Registrar and the
Registration Office with verification of identity by the student.
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Records can be shown to school officials for legitimate educational purposes. For the purposes of
this policy, legitimate educational purposes are those whichwouldfacilitate the officialin delivering
service to the student.

The college will annually notify the student of certain of their rights with the College Catalog
(available free of charge and on the College’s website). If the student objectsto the release of such
information, he/she must notify the Registrar of his/her objection to directory information release
within two weeks of the annual notification.

Records may be disclosed to college officials of a college in which the student seeks to enroll. The
student/parent’ must be presented with a copy of the records if requested.

Records may be disclosed to certain federal and state officials acting within their functions in
connectionwithfinancial aid requests, totestingagenciestoadministerandvalidate theirtestsand
to accreditinginstitutions, incompliancewith a court order, and in health and safety emergencies.

All confidential information shall be disclosed only on a need-to-know basis. That is, an official
requesting information must have a legitimate need to have the requested information for the
effective function of the position or office. Determinations as to whether the need-to-know
requirement has been satisfied shall be made by the head administrator of the area retaining the
information. Existing policies and procedures adequately cover these circumstances.

A request for copies of therecord will be denied when the student/parent can effectively reviewthe
records without copies.

No student/parentwill be required by the college towaive any rights but may be requested to do so.

Exemptionsto the access of student recordfiles and data are the following. Students may be denied
accessto notes and observations kept by counselors, staff, and faculty members for their personal
use and not for the use of an outside agency or other persons or offices in the college, to
psychologists'and psychiatrists'records, etc. which are kept confidentialand employment records,
so long as employmentis not part of the student status. (If the records serve as client-professional
practitioner relationship, the student shall have access only through the practitioner. Release or
disclosure of these records shall be governed by state statute and codes of professional ethics.)
Students may be denied access to disciplinary records which relate to the student as an individual
or citizen. (A file on any incident may contain several names including both students and non-
students. In Michigan such records are not accessible to the individual until a complaint has been
sighed and a warrant issued.) In addition to the above, students shall not have access to letters of
recommendation or statements of evaluation obtained or prepared before January 1, 1975, pursuant
to implied or expressed promises of the confidentiality or personally signed letters of
recommendationtowhich students have waived theirright to access. A student may be allowed, but
notrequired, to waive his or herright of accessto letters of recommendationreceived after that date.

For the purposes of this section, student/parent refers to the independent student or the parent of a
student under age 18 or over 18 who is still a dependent.
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Further, students do not have access to the Parent's Confidential Statement contained in their
financial aid folder as this is deemed a record of the parent, not the student.

A student shall be entitled to an explanation of any information contained in official records, files,
and data directly related to the student. The student/parent may request a change. If denied the
change, the student/parent shall be notified of the right to a hearingto challenge the content of such
recordsto ensure thattherecordis not inaccurate or misleading, or otherwise inviolation of privacy
or otherrights of the student. (The substantive judgment of a faculty member about a student's work,
expressedingrades assignedin a course and other evaluations of a student's work, is not withinthe
scope of such hearings.) Hearings shall be limited to the factual accuracy of the record. The hearing
official will be designated by the College President and shall have no directinterestinthe outcome.
Should the student/parent challenge any of the contents of the student's records on the grounds
indicated.

NOTICE OF RIGHT TO ACCESS AND PRIVACY OF RECORDS

Parents and guardians of each student under 18 years of age and each studentwho is 18 years of age
or older have certainrights respecting the records kept on the student by Glen Oaks Community
College. Parents of dependent students over age 18 may also exercise these rights.

These rights include:

1. Theright to examine the student's records.

2. Therightto have the administration hear evidence that any part of the record is inaccurate,
misleading or violates a student's privacy or other rights, to have the record changed if the
administration agrees with the applicant's evidence andtoinsert an explanationinthe record
if the administration agrees.

3. Theright to have records which personally refer to a student kept confidential except either
by consent of the parent or students, or when being used by school personnel for school
business. Certain official agencies may also request records.

4. The following information will be made available for publication in directories, sport
programs, and so forth:

e Name of student

e Student's local address

e Student's local phone, e-mail address

e Student's permanent address

e Date of birth, place of birth

o Whether or not a student is currently enrolled

e C(Class (freshman or sophomore)

e Academic major

e Information pertaining to honors achievements

o Degree(s) and/or certificates earned from Glen Oaks and dates
e Participation in officially recognized college activities and sports
o Weight and height of athletic team members
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If a parent or student does not wish this information to be available for publication, notice
must be given to the Registrar.

5. The right to obtain a copy of the Board of Trustees policy on privacy of student records from
the Vice President of Academics or Vice President of Student Services.
6. Theright to protestto

The Family Educational Rights and Privacy Act Office
Department of Health, Education and Welfare
300 Independence Avenue, SW
Washington, DC 20201
If the school district is not complying with the Family Rights and Privacy Act or the Department of

HEW rules.

Policy History: Revised 1/12/77, 1/79, 9/14/05, 7/02, reviewed 9/17/14, revised 1/20, reviewed
3/9/23
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Policy 349: PROCEDURE for RETENTION and DISPOSAL of RECORDS
(STUDENT SERVICES)

Document retention will be based on the American Association of Collegiate Registrars and
Admissions Officers, and best practice recommended for retention and disposal of records. Glen
Oaks Community College will utilize document imaging to retain documents where appropriate.

FERPA specifically requires institutions to maintain records of requests and disclosure of
personally identifiable information except for defined “Directory Information” and requests from
students for their own records. The records of disclosure and requests for disclosure are
considered a part of the student’s educational record; therefore, they must be retained as long as
the educational records to which they refer are retained by the College.

Policy History: Adopted by Board of Trustees 7/92, revised 9/14/05, reviewed 9/17/14, 3/9/23
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Policy 352: ATHLETIC GRANT-IN-AID REQUIREMENTS

Student-athletes must maintainand complete a full-time course load (12 min.)witha minimum 2.0
grade point cumulative and semester average to keep institutional grant-in-aid. Those that do not
complete 12 credits (min) at a 2.0 GPA will lose their grant-in-aid immediately.

Athletes must also be present at all athletic functions (practice, games, tournaments, meetings)
unless excused by coachorAthletic Directorinorderto maintaintheir scholarship. If the scholarship
is canceled during a semester in which the student athlete is under contract, the student will be
billed the cost of the scholarship for that semester.

Prospective student athletesthat are not satisfactory status for Satisfactory Academic Progress will
not be eligible to receive an athletic scholarship.

Student athletes must adhere to all College, NJCAA, MCCAA, and all local, state, or federal laws.
The scholarshipis subject to cancellation if a student athlete is found to be in noncompliance.

Procedure:

Grades are processed at the end of each semesterto checkfor NJCAA eligibilityrequirements. Those
students that have not passed 12 creditswitha 2.0 grade point average will lose their athletic grant-
in-aid immediately. Student-athletes may be eligible to compete per NJCAA and MCCAA
requirements but would not receive institutional grant-in-aid until they reestablish a 2.0 semester
and cumulative GPA while completing a full-time course load.

Student-athletes will be notified that their aid has been reduced due to academic shortcomings at
the end of each semester by the Athletic Director or designee. Any athletic grant-in-aid the student
athlete was expected to receive during the next semester will be returned to the appropriate
department.

Additional verbiage would be stated in the letter of intent that would consist of this:

“This scholarshipis contingent on the student athlete taking 12 credits or more in the “insertterm”,
and passingeach classwitha 2.0 or higher,and becoming NJCAA eligible to participate inthe “insert
term” season of “sport”. Scholarship is contingent on maintaining satisfactory academic progress
(Above a 2.0 in atleast 12 credits at Glen Oaks Community College each semester and maintaining
academic eligibility in accordance with NJCAA guidelines). The student athlete must be present at
all scheduled and/or called contests, practices, sessions, and meetings of the sport and athletic
departmentinwhich he/she participates unless excused by the coach. This scholarshipis subjectto
cancellationif the student athleteisfoundto be in non-compliance with any of the above-mentioned
requirements, violation of any College policy, and/or any local, state, orfederal law. If the scholarship
iscancelledduringa semesterinwhichthe student athlete is under contract, the student athlete will
be billed for the cost of the scholarship for that semester.”

Policy History: Adopted by Board of Trustees 11/11/15, reviewed 3/9/23
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Policy 355: CHILDREN on CAMPUS

To protect the safety of youngvisitors andto avoid disruptive behavior, young children accompanying
employees, students or visitors of Glen Oaks Community College must be under the constant
supervision of a responsible adult while on Glen Oaks property. This means, specifically, thatthere
must be an unobstructed line-of-sight between the child (or children) and the adult responsible for
their care. Children who are taking part in organized, scheduled activities, minors who have been
admitted to Glen Oaks Community College, and dual enrolled high school students, may be on
campus without adult supervision. In all other cases, minor children, however, must remain under
the constant supervision of their parent or adult guardian while on GOCC property. Minor children
should not be brought into classrooms, laboratories, or other areas of instruction without prior
approval. Should the student-parent experience anemergency where there isno other option but to
bringthe childto campus, classroom faculty or the administrative heads of other units will determine
if the child may be allowed to quietly sit in the classroom or with the student-parent in some other
location. Achildwillbe removedfrom the settingif hisor her presence is determinedto be disruptive
to the learning process.

The College does not allow children to be left unattended on our property due to security and child
welfare concerns. Parents who have problems with childcare shouldvisit the Student Services Office
to receive referrals to childcare services in the area.

Policy History: Adopted by Board of Trustees 8/13, reviewed 9/14, 3/9/23
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Policy 360: ACCEPTABLE USE

Purpose

Information technology resources, including email and Internet access, are provided for
educational purposes. Adherence to the following policy is necessary for continued access
to the college'stechnology resources. This policy is designed to guide students, faculty, and
staffinthe acceptable use of computer systems, networks, and otherinformation technology
resources at Glen Oaks Community College.

Guiding Principles

Non-public Forum. Information technology at Glen Oaks Community College is a non-public
forum. The College reserves the right to restrict access to and the use of information
technology resources in a manner consistent with federal and state law.

Creativity Encouraged. The College community is encouraged to make innovative and
creative use of information technologies in support of educational, scholarly, and
administrative purposes.

. Copyrighted Materials. Glen Oaks Community College recognizes the importance of

copyright and other protections afforded to the creators of intellectual property. Users are
responsible for making use of software, digital media, and other information technology
resources in accordance with copyright and licensing restrictions and applicable College
policies. Using information technology resourcesin a manner violatingthese protections or
furthering the unauthorized use or sale of protected intellectual property, is prohibited.

. Offensive Material. Glen Oaks Community College cannot protect individuals against the

receipt of potentially offensive material. Those who use electronic communications
occasionally may receive material that they might find offensive. Those who make personal
information available about themselves through the Internet or other electronic media may
expose themselves to potential invasions of privacy.

Use IT Wisely. Information technology resources are provided to support the College’s
scholarly, educational, and administrative activities in fulfilling the mission of the College.
Information technology resources are limited and should be used wisely and with
consideration for the rights and needs of others.

Privilege, Not a Right. The use of Glen Oaks Community College computer systems, networks
and other informationtechnology resourcesis a privilege, and not a right. Inappropriate use
of such resources may result in suspension or termination of privileges and/or other
discipline. The College further reserves the right to monitor Internet use and determine if
specific uses are consistent withthis Acceptable Use policy, and to deny accessto prevent
unauthorized or unacceptable activity.

User Responsibilities

Protect your Password. Users are expected to use computer and network resources in a
responsible manner. Users should take appropriate precautions to ensure the security of
their passwords and prevent others from obtaining access to their computer resources.
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Convenience of file or printer sharingis not a sufficient reasonfor sharing computer accounts
and passwords. Ensure your password meets or exceeds complexity requirements. If MFA is
available, use it.
College Image. Users should remember that information distributed through the College’s
information technology resources may be considered a form of publication. Although Glen
Oaks Community College does not take responsibility for material issued by individuals,
users must recognize that third parties may perceive anything generated at Glen Oaks
Community College asin some manner havingbeen produced under Glen Oaks Community
College auspices. Accordingly, users are reminded to exercise appropriate language,
behavior, and style in their use of information technology resources.
. Prohibited Practices. The following behaviors are prohibited while using College information
technology resources, including computers and networks owned or operated by Glen Oaks
Community College, or to which Glen Oaks Community College is connected:
1. Modifying system or network facilities or attempting to crash systems or networks.
2. Using, duplicating or transmitting copyrighted material without first obtaining the
owner’s permission, in any way that may reasonably be expected to constitute an
infringement, or that exceeds the scope of a license, or violates other contracts.
3. Tamperingwith software protections or restrictions placed on computer applications
or files.
4. Using College information technology resources for personal for-profit purposes.
Impersonating another user or otherwise falsifying a username in email;
6. Degrading or disrupting the network, hindering access to the network, or otherwise
excessively using resources in a manner which effectively denies service to other

o

users.

7. Sending chain letters, junk mail, “spam,” or other similar types of broadcast
messages or messages that use pyramid schemes to distribute communications to
an exponentially growing collection of recipients.

8. Sending mail that is deliberately designed to interfere with proper mail delivery or
access.

9. Using information technology resources in a manner that is disruptive of the
workplace or educational purpose of the College, or which otherwise hinders the
effectiveness of the institution.

10. Usinginformationtechnology resourcesto access, store, ortransmit pornographic or
obscene materialinviolation of Michigan criminallaws, including, but not limited to
Michigan obscenity laws MCLA 752.361-752.374 and other Michigan statutes and
cases concerning obscenity.

11. Sending messages that are malicious or that a reasonable person would find to be
harassing or threatening.

12. Accessing another person’s computer account without permission. Users may not
supply false or misleading data, or improperly obtain another’s password to gain
access to computers or network systems, data, or information. Obtaining access to
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D.

an account name or password through the negligence or oversight of another is
considered to be a specifically prohibited use.

13. Intentionally introducing computer viruses, worms, or other rogue programs into
information technology resources that belong to, are licensed to, or are leased by
Glen Oaks Community College or others.

14. Physically damaging information technology resources.

15. Using, orencouraging othersto use, informationtechnology resourcesinany manner
thatwouldviolate this or other College policies or any applicable state or federal law;
and

16. Falsely reporting or accusing another of conduct that violates this policy, without a
good faith basis for such an accusation.

Incidental Use. Ability to access computing resources does not, by itself, imply authorization
to do so. Users are responsible for learning what authorizations are necessary and for
obtainingthem from the appropriate supervisor before proceeding. Incidental use is defined
as occasional, limited, andwithout significant costintime or college resources. Supervisors
are expectedto use professionaljudgmentto determine whether an employee's personal use
is incidental. Incidental use of college-owned computer systems for personal purposes is
permitted if:

1. Use occurs outside of the employee’s work schedule.

2. Use does not interfere with work being performed by another employee.

3. Use is not for pay or profit.

4. Use does not consume excessive supplies—as determined by a supervisor,

employees may be asked to replace supplies consumed beyond an incidental level.

o

Use does not violate software licensing agreements.
6. Use does not expose confidential or personnelinformationto others who should not
have access to such information.

Policy Administration

College Access to Your Files. The College encourages all members of its community to use
electronic resources in a manner that is respectful of others.

Generally, the College will not make the contents of electronic mail available tothose other
than the originator and intended recipient. While respecting users’ privacy to the fullest
extent possible, however, the College reserves the right to examine any computer files. The
College reserves this right for bona fide purposes, including, but not limited to:

1. Enforcing policies against harassment and threats to the safety of individuals.

2. Protectingagainstorlimiting damage to College information technology resources.

3. Complying with a court order, subpoena, or other legally enforceable discovery
request.
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4. Investigatingand preventingthe posting of proprietary software or electronic copies
of texts, data, media, or images in disregard of copyright, licenses, or other
contractual or legal obligations or in violation of law.

Safeguarding the integrity of computers, networks, hardware, software and data.
Preserving information and data.

Upgrading or maintaining information technology resources.

Cooperating with law enforcement authorities in reporting and investigating
suspected criminal activity.

Servers. All servers and cloud services must be approved by the College. Root/Adminaccess
must be given to the Vice President of Finance & Administrative Services or designee for all

@ N

servers on the Glen Oaks Community College network.

Terminating Your Use of Computers. The College may suspend or terminate the use of its
computers and network systems when presented with evidence of a user’s violation of
College policies, or federal or state laws, or when it is necessary to do so to protect the
College against potential legal liability. The College reserves the right to limit access toits
information technology resources, and to remove or limit access to material stored on
College information technology resources.

. Disciplinary Action. All users are expectedto conduct themselves consistent with these
responsibilities. Abuse of computing privileges maysubject the userto disciplinary action as
established by applicable College policies and/or collective bargaining agreements.
Bound by Public Law.The College and users must recognize thatallmembers of the College
community are bound by federal and state laws pertaining to civil rights, harassment,
copyright, security, and other statutes governing the use of electronic media. This policy does
not preclude enforcement under such laws.

Indemnification and Warranties

Glen Oaks Community College makes no warranties of any kind whether expressed or
implied, for the computer services it provides.

Glen Oaks Community College assumes no responsibility for any direct or indirect damage
arising from the user’s connection to the Internet. The College is not responsible for the
accuracy of information found onthe Internet, but rather merely facilitates the accessing and
dissemination of information through its systems. Unless the College expressly authors
content, it has no editorial control over the content distributed or disseminated on the
networkand users are solely responsible for any materialthat they access and disseminate.
Users hereby agree to indemnify and hold Glen Oaks Community College and its officers,
Trustees, employees, and agents harmless for any loss, damage, expense, or liability
resultingfrom any claim, action ordemand, arising out of or related tothe users’ use of Glen
Oaks Community College owned technology resources and network, including reasonable
attorney fees. Such claims shall include, without limitation, those based on trademark or
service mark infringement, trade name infringement, copyright infringement, dilution,
tortuous interference with contract or prospective business advantage, unfair completion,
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defamation, unlawful discrimination or harassment, rights of publicity, and invasion of
privacy.

VI. Reporting Violations

Allegations of student conduct that is believed to violate this Acceptable Use policy should be
reported in writing to the Vice President of Student Services. Allegations of faculty or staff conduct
that is believed to violate this Acceptable Use Policy should be reported in writing to the Vice
President of Finance & Administration or designee. To ensure the fairness of any proceedings that
may follow a reported violation, the individual filing the report should not discuss or provide copies
of the allegations to others.

Policy History: Adopted by Board of Trustees 5/14/08, revised 9/17/14, 1/20, reviewed 3/9/23
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Policy 365: STUDENT CONCERN POLICY

To provide an avenue for addressing and resolving student concerns, to ensure continued
improvement of College processes, and to meet regional accreditation and federal compliance
requirements, Glen Oaks Community College shall establish formal procedure(s) for receiving
concerns, complaints, and grievances from students; shall provide clearinformation regarding such
procedures; shall respond to concerns in a timely manner; and shall analyze them to improve
processes. The College shall utilize a systematic tracking process for various concerns that
effectively allow formal student complaints to be received, tracked, and handled in atimely manner.
The College shall periodically reviewits concern policies and proceduresto ensure compliance with
the requirements of Higher Learning Commission Criteria for Accreditation and federal compliance.

Glen Oaks Community College shall provide students who have a College concern or issue that they
are unable to resolve an opportunity to report such a concern formally to the appropriate College
official. Examples of concerns include, but are not limited to, issues with customer service,
complaintsregarding aninstructor or staff member, or challenges with a college policy or procedure.
Information provided by students through this process givesthe College the opportunity to improve
services or processes when warranted. When a student has a conflict with a GOCC faculty or staff
member, the College encourages students first to speak to the person with whom they have a
conflict,asmany concerns canbe resolved informally. However, when a conflict cannot be resolved,
or the student isreluctantto speak to the faculty or staff member, they are encouragedto utilize the
formal Student Concern Procedure.

In addition, students are encouraged to report individuals displaying behaviors they perceive as
concerning, worrisome, or threatening (no matter how minorthe behavior mayseem). Suchreporting
allowsthe college tointervene andfind solutions, connect concernsto previous reports, and provide
students with the levels of support that are needed. Examples of concerningbehaviorsinclude, but
are not limitedto, classroom misconduct, physicalviolence, excessive absences, directstatements
indicating stress, deterioration of physical appearance or hygiene, angry or hostile outbursts,
disorganized speech or confusion, substance abuse, or noticeable cuts, bruises, or burns.

The College also strongly encourages students to report any incidents of sexual misconduct,
including dating or domestic violence, sexual harassment, sexual misconduct, or stalking. As
“responsible employees,” GOCC faculty, administrators, and staff are required to report incidents of
potential sexual misconduct. Students who wish to speak to someone confidentially (without filing
a report) may meet with a licensed counselor in Student Services, a private counselor, or
clergyperson.

Incidents involving sexual misconduct that meet appropriate criteria shall be handled under the
College’s Title IX policy (Policy 395). Student concerns about a final grade in a course shall be
handled under the College’s Grade Appeal Procedure (Policy 324).

STUDENT CONCERN PROCEDURE

1. Astudent expressing any concern related to the College will be directed to report it via the
Report a Concern webpage on the College’s website.
2. The student will complete and submit the information, including, at a minimum, the date and
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10.

location of the incident, the nature of the report, the urgency of the situation, and the student’s
desired resolution to the complaint or concern. The student may submit any other relevant
information, including supporting documentation.

Based on the student’s selectedreport type and partiesinvolved, the report will be routed to the
office of the appropriate department (Student Services, Academics, or Human Resources.
The appropriate office will contact the complainant with an initial acknowledgement and/or
request any additional information, unless the report was made anonymously, or no additional
information is needed.

The appropriate office will conduct a preliminary investigation of the matter and determine
whether additional information or appearance by parties may be needed.

Within two (2) weeks from initial receipt of the report, the appropriate office will conclude the
investigation, unless a longer timeline is necessitated by the scheduling availability of involved
parties. The complainant will receive periodic updates until the concernis resolved.

Student complainants may withdraw or amend their concern report at any time during the
investigation.

Complainant confidentiality will be maintainedtothe extent possible, subject to applicable laws.
Students will be informedwhen personally identifyinginformation must be disclosedto another
party named in the concern report and will be informed of the consequences of declining to be
identified. Investigations where a complainant declines to identify themselves to other parties,
when required for complete resolution of the concern, as well as where a complainant stops
participatinginthe resolution process, may be closed due to lack of complainant participation.
Once the concernis addressed, the complainant will receive a notice to that effect (unless the
report was made anonymously), including the resolution reached. Concern resolutions may
include a referral to outside agencies.

If a student complainantis not satisfied withthe resolution, the complainant must file a written
appealwithinfive (5) business days of the date of the notification of resolutionto the office of the
appropriate Vice President (Academics, Student Services, Finance and Administrative Services).
AnAppeal Committee willbe formedtoreview the appealandrender ajudgment. The committee
willinclude at least three members. Possible members of this Appeal Committee include, but
arenot limitedto, the President of the Faculty Senate, the Vice President of Academics, the Vice
President of Student Services, and/or the President of Glen Oaks.

Policy History: Adopted by Board of Trustees 2012,9/17/14,1/20,2/29/20,8/12/21, reviewed 3/9/23
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Policy 370: SOCIAL SECURITY NUMBER

It may be necessary for the College to use an employee’s or student’s social security number for
business purposes. The College respectsits employees’and students’privacy and will keep all social
security numbers confidentialto the extent practical. The only employees who have accessto social
security numbers are employees whose job duties require exposure to social security numbers.
Should any document containing a social security number be disposed of, such document should
be shredded prior to disposal.

SOCIAL SECURITY NUMBER USAGE FOR IMPROVING INSTRUCTION

In order to improve the instruction offered at Glen Oaks Community College and to meet the
requirements of the Carl D. Perkins Vocational and Technical Education Act. Section 113 and the
Workforce Investment Act of 1998, Section 122, we will be usingyour Social Security Number in order
tocompile summary reports. Section 113 of the Carl D. Perkins and Technical Education Act, 20 USC
2323, and Section 122 of the Workforce Investment Act of 1998, 29 USC 2842, requires Glen Oaks
Community College andthe State of Michiganto assess the effectiveness of vocational and technical
education programs aimed at training, placement, and retention of students in employment.
Although these laws require that performance reports be compiled based on wage record
information, neither law requires studentsto give their Social SecurityNumbers (SSN)to the College.

The College plans to use your SSN in order to gainaccesstoyour individual wage record and compile
required WIA and Perkins Act reports. These reports will assist the College toimprove vocational and
technicaleducation programs. By improving programs, the College will be betterable to serve both
employersandemployees. Yourwage recordis confidentially maintained, based onyour SSN, by the
State of Michigan. Neither the College nor the State of Michigan will disclose your SSN or wage record
datato any person or entity unless legally permitted to do so. Any personally identifyingwage record
data will be destroyed by the College as soon as all required statistical analyses have been
performed, or when the information is no longer needed, whichever date comes first.

Policy History: Adopted 9/14/05, reviewed 9/17/14, 3/9/23
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Policy 372: STUDENT TRAVEL
Purpose

Glen Oaks Community College seeks to promote safe travel to events and activities occurring beyond
the boundaries of College property by students, student/athletes, and recognized student
organizations. As such, this policy appliestotravel bothin caseswhere the travelis sponsored by the
College, and in cases where the travel is independent of college sponsorship but where a student
travels on behalf of, or with the financial support of, the College. Examples of activities and events
that fall under this policy include but are not limited to field trips, athletic trips, activities of
recognized student organizations, travel abroad programs, and in situations where a student or
recognized student organization officially represents the College (e.g., conferences). This policy does
not apply to travel undertaken by individual students engaging in internships, clinicals, or
observations, etc.

General Requirements

All student travel within this policy must meet the following requirements:

A. Recognized student organization travel must be consistent with the organization’s purpose
statement and by-laws on file with Student Government. Travel must be planned, and forms
must be submitted per procedures listed in the Student Club and Organization Handbook.

B. Student Athletes must have appropriate documents on file with the Athletic Office prior to
travelling for athletic events.

C. AllCollege sponsored travel must be chaperoned by a College faculty or staff member.

D. Employees and students are required to adhere to College codes of conduct, the student
handbook, the employee handbook, or any rules associated with the club, organization, or
association in which travel is warranted.

College Sponsored Student Travel

To ensure that events or activitiesinvolving studenttravel are consistent with the College’s mission
and that student safety issues have been addressed, College sponsored student travel must be
approved in advance by an appropriate administrator. All College-sponsored trips must be
chaperoned by a staff or faculty member. If students are traveling on their own for the purpose of a
recognized student organization or activity, and College funds are being utilized to support the
activity, the sponsor of the student organization or activity must meet with an administrator in the
appropriate office (Vice President of Student Services, Athletic Director, etc.) prior to the trip to
review specific trip details and expectations.

A Field Trip Waiver of Liability/Hold Harmless Agreement and Student Activity Contract must be
completed priorto the travel activity, and the college faculty or staff sponsor must have copies of all
waivers on the day of the trip. Any trip taken without submission of required forms and
documentation or other violations of this policy may result in individual and/or organizational
discipline asoutlined inthe Student Code of Conduct and Student Club or Organization Handbook.
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Travel Guidelines

Glen Oaks Community College, through its various departments and offices, provides opportunities
for student travelto activities that facilitateand/or enhance the learning processtaking place within
the College community. Participation in such activities shall be limited only to members of the
College community unless approved by the appropriate administrator. Students participatinginthe
Travel Abroad program, whether for college credit or no credit, should consult with the Travel Abroad
sponsor to ensure appropriate documentation is submitted. Participants in activities involving
student travel are responsible for their own behavior and any resulting consequences. The College
shall not be liable for any loss, damage, injury, or other consequence resulting from a participant’s
failure to comply with College rules and regulations, the direction of College employees, or
applicable law. Without limiting the foregoing, all trip participants are requiredto (a) comply with the
standards set forth in the Student Code of Conductand with applicable College policies,
procedures, rules and regulations, understanding that such compliance isimportanttothe success
of the trip and to the College’s willingness to permit future similar activities; and (b) conform their
conduct to the standards surrounding the trip and assume responsibility for their own actions,
understanding the circumstances of an off-campus activity may require a standard of decorum that
may differ from that applicable on campus. Violations may subject participants and sponsoring
organizations to disciplinary action pursuant to College policies and procedures. It is the
responsibility of the faculty or staff sponsorto assure compliance with these guidelines including but
not limitedto policies such asthe College’svehicle policy andreservation procedures. The following
additional guidelines also apply to all travel activities subject to travel guidelines:

A. Pre-tripMeeting: The faculty member, administrator, and/or recognized student organization
in charge of the trip should hold a pre-trip planning meeting with all participants to discuss
the itinerary, behavioral expectations, and transportation details.

B. Transportation: The sponsoring College department should be prepared to arrange for
transportation by official College vehicle(s), rental vehicle(s), chartered service, regularly
scheduled transportation service, or, if necessary, personal vehicles. The following rules
apply to the use of vehicles:

1. College Vehicles — Only College employees may operate college vehicles.

2. Rental Vehicles - If rented with College funds, only College employees can drive; the
employee must comply with all terms of the rental contract.

3. Contract Bus Service — Adequate insurance coverage for personal injury and property
damage must be provided by the bus company. Contact the Vice President for Finance
and Administrative Services to determine if coverage is adequate for student travel.

4. Regularly Scheduled Carriers — Regularly scheduled transportation service providers
(e.g., Greyhound, Amtrak) may be utilized for transportation.

5. Personal Vehicles — Personal Vehicles should only be used on a voluntary basis. The
owners/drivers must provide their own insurance coverage. All student participants
choosing to ride in a private automobile do so voluntarily and at their own risk. The
College shall not insure or accept liability forany damage, loss or injury resulting from the
use of a private vehicle. The College does not provide comprehensive or collision
(physical damage) insurance for private vehicles driven on College business, and the
owner isresponsible for primary liability insurance. The College does carry non-owner
excess liability coverage to protect the College and employee in the event of a suit
resulting from an automobile accident in which an employee was driving on College
business.
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C. Accident and Medical Insurance The faculty member or administrators responsible for the
trip shall communicate to the participants that the College does not provide medical
insurance for any student’s participation in trips. All student participants shall be
responsible for any medical costs they incur during and/or as a result of the trip.

D. Guestsof studentsare noteligible to participate intravel opportunities with the exception of
the Travel Abroad program.

E. Allparticipantsarerequiredtoengagein the planned activities of the trip. Unstructuredtime
should be kept to a minimum to reduce the risks inherent in unsupervised activity.

F. Studentswithdisabilitiesare entitledto participate inthe most integrated settings possible.
If a trip or special program is conducted, appropriate accommodations must be offered. If
the tripincludes transportation, accessible transportation for students with disabilities must
be offered.

Policy History: Approved by Board of Trustees: 2/13/20, reviewed 3/9/23
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Policy 375: GENDER IDENTITY

Glen Oaks Community College is committed to a College culture that respects and values all
students and employees andfosters understanding of genderidentity withinthe College community.
All students and employees will adhere to procedures established in connection with this policy to
ensure a safe working and learning environment, free of discrimination and harassment.

Jurisdiction of the Policy

All questions or concerns regarding the College’s Gender Identity Policy will be handled by the Vice-
President of Student Services (for students, community members, and visitors) and the Director of
Human Resources (for College employees):

Tonya Howden Jamie Yesh
Vice-President of Student Services Director of Human Resources
thowden906@glenoaks.edu jyesh093@glenoaks.edu
269-294-4230 269-294-4229

Definitions

A. Sex: The classification of people as male or female as assigned at birth.

B. Gender Identity: One's internal, deeply held sense of one's gender that may or may not
conform to that typically associated with the sex they were assigned at birth. For some
people, their gender identity does not fit neatly into one of the two choices.

C. Gender Expression: External manifestations of gender, expressed through one's name,
pronouns, clothing, haircut, behavior, voice, or body characteristics.

D. Sexual Orientation: An individual's enduring physical, romantic and/or emotional attraction
to another person. Gender identity and sexual orientation are not the same. Transgender
people may be heterosexual, lesbian, gay, or bisexual. For example, a person who transitions
from maletofemale and is attracted solely to menwould identify as a heterosexual woman.

E. Transgender: An umbrella term for people whose gender identity and/or gender expression
differs from what is typically associated with the sex they were assigned at birth. People
under the transgender umbrella may describe themselves using one or more of a wide variety
of terms - including transgender.

F. Transitioning: Transitioning refers to processes undertaken by some transgender people to
align their gender expression with their genderidentity. Aspects of transitioning may include
social processes (e.g., tellingothers, changes inappearance, using a preferred name and/or
different pronouns), medical processes (e.g., hormone therapies, gender confirmation
surgery), and/or legal processes (e.g., obtaining a court-ordered name change and/or change
in legal sex designation).

Procedures

Campus Records

At the request of the student, the College will engage in reasonable and good faith efforts to use a
preferred name and/or gender oninternal College records such as classrostersand class schedules.
The College is not permitted to use a preferred name and/or gender on the following records:
enrollment verifications, transcripts, diplomas, financial aid documents, Visa documents, W-2
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forms, and third-party reports. There may be some situations where it may be necessary to clarify
that a preferred name is different from a legal name. Examples of this include official interactions
with police/law enforcement, security, and verification of medical records.

Restrooms

All students, faculty, staff, and visitors have the right to use the restroom that coincides with their
gender identity.

Privacy

College personnel shall not disclose information that may reveal a student’s transgender status.
Under the Family Education Right to Privacy Act (FERPA), only those College employees with a
legitimate educational need may have access to a student’s records or the information contained
within those records.

Names/Pronouns

When requested by the student or employee, College staff should engage in reasonable and good
faith efforts to address students and employees by their preferred names and pronouns that
correspond to their gender identity, regardless of whether there has been a legal name change.
Consistent with these guidelines, College personnel should make every effort to maintain the
confidentiality of the student’s transgender status. Students who need to change their names or
pronouns under this policy should submit a Change of Status form to the Records and Registration
Office. College employees who need to change their names/pronouns under this policy should
submit their requests to Human Resources.

Student ID Cards and E-mail Addresses

Students and employees mayrequest an ID card be issued in the name thatreflects an individual’s
genderidentity thatis consistently asserted at College. Once a student has submitted the Change of
Status Form to the Records and Registration Office and the name change is approved, the student
may obtain a new student ID card. Should students needto change a College-issued e-mailaddress
to include the name that reflects the individual’s gender identity consistently asserted at College,
they should contact the Records and Registration Office, who will complete an IT work order to
change the information appropriately. Records and Registration staff will notify the student of the
new login information after IT has completed the request. College employeeswhowishto requesta
change of their College-issued email under this policy should submit their requests to Human
Resources.

Athletics and Physical Education

Transgender students shall have the same opportunities to participate in physical education as all
other students. Students may participate in physical educationand athleticsinaccordance with the
student’s genderidentity thatis consistentlyasserted at College. Participationin competitive athletic
activities will be resolved on a case-by-case basis by the Title IX Coordinator and the Director of
Athletics.

Locker Room Accessibility:

GOCCaimsto support transgender students and employees while ensuring the safety of all. The use
of restrooms andlocker rooms by transgender students, employees and members of the community
requires colleges to consider numerous factors, including, but not limited to the transgender
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individual’s preference; protecting privacy; maximizing social integration; minimizing stigmatization;
ensuring equal opportunity to participate; the student’s age; and protecting the safety of all persons.
A transgender student or employee who expresses a need or desire for increased privacy will be
provided with reasonable alternative arrangements, which may include the use of a private area, a
separate changing schedule, or a single stallrestroom. Atransgender person may not be requiredto
use a locker room or restroom that conflicts with the individual’s gender identity consistently
asserted at the College.

Gender Segregation in Other Areas:

In any other circumstance where students are separated by gender in College activities (i.e.,
overnight field trips), students will be permitted to participate in accordance with their gender
identity consistently asserted at College. Activities that may involve the need for accommodations
to address student privacy concerns will be addressed on a case-by-case basis considering the
factors set forth above.

Bullying, Harassment, and Discrimination

Discrimination, bullying, and harassment on the basis of sex, sexual orientation, or gender identity
or expression is prohibited. It is the responsibility of the College and all staff to ensure that all
students, including transgender and gender nonconforming students, have safe school
environments. The scope of thisresponsibility includes ensuringthat any incident of discrimination,
harassment, or bullying is given immediate attention, including investigating the incident, taking
appropriate action, and providing students and staff with appropriate resources and support.
Enforcement of anti-bullying policies should focus on education and prevention rather than
exclusionary discipline.

Complaints alleging discrimination or harassment based on a student’s actual or perceived gender
identity or expression are to be taken seriously and handled in the same manner as other
discrimination, bullying, or harassment complaints.

Policy History: Approved by Board of Trustees: 2/9/17, revised 1/19, 1/20, reviewed 3/9/23, title
revised 10/23 from Transgender Policy to Gender Identity Policy
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Policy 380: SERVICE ANIMAL

|. Purpose

Glen Oaks Community College is committed to providing reasonable accommodations to persons
with disabilities andfulfilling obligations under State and Federal law. This policy governs the use of
service animals on campus by persons with disabilities.

II. Policy Statement

Persons with disabilities may be accompanied by working service animals on the campus of Glen
Oaks Community College consistent with the provisions of this policy.

I1l. Definitions

Disability under the Americans with Disabilities Act (ADA): A physical or mental impairment that
substantially limits one or more major life activities, arecord of such impairment, or being regarded
as having such animpairment.

Service animal: The College recognizes “Service Animals” as defined by the Americans with
Disabilities Act Amendments Act (ADAAA). Pursuant to that law, a service animal is defined as any
dog that is individually trained to do work or perform tasks for the benefit of an individual with a
disability, including a physical, sensory, psychiatric, intellectual, or other mental disability.

Other species of animals, whether wild or domestic, trained, or untrained, are not service animals
for the purposes of this definition. The work or tasks performed by a service animal must be directly
related to the handler's disability. The crime deterrent effects of an animal's presence and the
provision of emotional support, well-being, comfort, or companionship do not constitute work or
tasks for the purposes of this definition.

V. Reasonable Modifications - Miniature Horse

Glen Oaks Community College shall make reasonable modifications in policies, practices, or
procedures to permit the use of a miniature horse by an individual with a disability if the miniature
horse has been individually trained to do work or perform tasks for the benefit of the individual with
a disability. Otherrequirements which apply to service animals shall also apply to miniature horses.

Assessment factors
In determining whetherreasonable modificationsin policies, practices, or procedurescan be made
to allow a miniature horse into a specific facility, Glen Oaks Community College shall consider:

e The type, size, and weight of the miniature horse and whether the facility canaccommodate
these features;

o \Whether the handler has sufficient control of the miniature horse;

e \Whether the miniature horse is housebroken; and

e Whether the miniature horse'spresencein a specific facility compromises legitimate safety
requirements that are necessary for safe operation.
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V. Service Animal Use on Campus

Visitors: Visitors with service animals may access all public facilities, with the exception of areas
where service animals are specifically prohibited due to safety or health restrictions, where the
service animalmay be in danger, or where the service animal’s use may compromise the integrity of
research.

Employees: Employees with a disability who wish to utilize a service animal as a reasonable
accommodationina College office or other areas of campus buildings not opento the general public
must register with the Human Resources Office at least 30 days before the animal is needed.

Students: Students with a disability who wish to utilize a service animal in a classroom are
encouraged but not required toregister with the Support Services for Students with Disabilities Office
(SSSD), located in Student Services. Students are encouraged to register with the SSSD Office for
access to resources, information, and advocacy around a range of disability-related dynamics,
including service animals. Registrationis encouraged for studentswhowishto use a dog as a service
animal and is required for students who wish to use a miniature horse in College facilities.

VI. Student Housing

Foruse of a service animal by aresident or potentialresidentin College housing, refertothe Student
Housing Handbook.

VII. Service Dogs in Training

A. Servicedogsin trainingare permitted on campusin all public facilitiesonthe same basisas
working service animals provided that the dog is being led or accompanied by a trainer for
the purpose of trainingthe dog, and the trainer has documentation confirmingthe traineris
affiliated with a recognized or certified service dog training organization.

B. Onlyadult dogs (twelve months of age or older) are considered service dogs intraining under
College policy. “Puppies in training” are not permitted in College buildings, except with
written permission from the Vice President of Student Services.

C. Service dogsin training are not permitted in classrooms, offices, or other areas of campus
buildings not open to the general public, except with written permission from the Vice
President of Student Services.

D. A student or employee with a disability who wishes to utilize a service dog in training in
College housing, classrooms, offices, or other areas of campus buildings not open to the
general public must register with the SSSD Office and seek approval through the reasonable
accommodation process.

VIIl. General Requirements

Service animals on campus must comply with all state and local licensure and vaccination
requirements. The animal must be on a leash at all times, if appropriate for that animal.

The care and supervision of a service animal is the responsibility of the individual who uses the
animal’s service. The individual must maintain control of the animalat alltimes. The individual using
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the animal’s service isresponsible for ensuring the cleanup of all animalwaste and for any damage
caused by the animal. College officials and staff may designate animal toileting areas.

The College may place otherreasonable conditions or restrictions onthe animals dependingon the
nature and characteristics of the animal.

IX. Clarifying Animal Status

Service animals are permitted in all public facilities on campus in accordance with this Policy.
College employees should not question an individual about an accompanying service animal if the
individual's disability is readily apparent and the function of the accompanying animalis clear.

In the unusual circumstance when an inquiry must be made to determine whether an animalis a
service animal, a College employee may only ask two questions:

1. Whether the animalis required because of a disability
2. What work or task the animal is trained to perform

College employees shall not ask any questions about the individual's disability.

Although a service animal may sometimes be identified by an identification card, harness, cape, or
backpack, suchidentifiersare notrequired and should not be requested or demanded for any service
animal on campus.

X. Conflicting Disabilities

Individuals with medical issues impacted by animals (e.g., respiratory conditions, allergies, or
psychological conditions) should contact the SSSD Office in Student Services for assistance.

Xl. Removal of Service Animals

A service animal may be removed from College facilities or grounds if it is disruptive (e.g., barking,
wandering, displaying aggressive behavior) and the behavior is outside the duties of the service
animal. Ill, unhygienic, and/or unsanitary service animals are not permittedin public campus areas.
The individual responsible for such an animal may be required to remove the animal.

XIl. Restricted Areas

The College may prohibit the use of service animalsin certain locations due to health or safety
restrictions, where service animals may be in danger, or where their use may compromise the
integrity of research. Restricted locations may include but are not limited to laboratories and/or
classrooms with demonstration/research animals.

Exceptionstorestricted areas may be granted on a case-by-case basis by contacting the SSSD Office
in Student Services. In making its decision, the SSSD Office will consult with the appropriate
department and/or laboratory representative regarding the nature of the restricted area.

XIlI. Interacting with Service Animals

Service animals work and perform tasks and are not pets. Accordingly, members of the College
community should adhere to the following best practices when interacting with service animals:
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e Allowa service animaltoaccompanyitsownerat alltimesand in all places on campus that
are open to the general population.

e Do nottouch or feed a service animal unless invited to do so.

e Do not deliberately distract or startle a service animal, and,

e Donot separate orattemptto separatea service animalfrom the individualusingthe animal's
service.

e Do notinquirefor detailsabout a person’s disabilities. The nature of a person’s disabilityisa
private matter.

XIV. Emergency Situations

A handler/animal team may become stressed during emergency situations involving smoke, fire,
sirens, or injury, and exhibit protective behavior. Be aware that service animals may try to
communicate the need for help. In emergency situations make every effort to avoid separating the
handler from the animal.

XV. Policy Exceptions

Individuals wishing to request a modification or exception to this policy as a reasonable
accommodation should contact the SSSD Office in Student Services.

Policy History: Approved by the Board of Trustees 6/15/17, revised 1/20, reviewed 3/9/23

184



Policy 385: EMOTIONAL SUPPORT ANIMAL

Purpose

Glen Oaks Community College is committed to providing reasonable accommodations to persons
with mental or psychiatric disabilities and fulfilling obligations under State and Federal law and the
FairHousing Act. This policy governsthe use of emotional support animals on campus andin student
housing.

Policy Statement

Persons with verifiable mental or psychiatric disabilities may seek an emotional support animal
consistent with the provisions of this policy.

Definitions

Emotional support animal: a companion animal that provides therapeutic benefit to an individual
with a disability. Unlike service animals, emotional support animals are notindividuallytrained to do
work or perform tasks for the benefit of an individual with a disability.

Emotional Support Animals on Campus

Unlike a service animal, an emotional support animal is not granted access to places of public
accommodation. Underthe federal Fair Housing Act (FHA), however, an emotional support animal is
viewed as a reasonable accommodationina housing unit that has a "no pets" rule for its residents.

Students whowishtorequestthe use of anemotional support animalto help alleviate the symptoms
of a disability must make the requestin writingtothe Support Services for Students with Disabilities
Office (SSSD), located in Student Services. Students must complete a DSS Student Application at
least 30 days in advance of the desired occupancy of the animal. Applicationswill be reviewedona
case-by-case basis. Students must explain how the reasonable accommodation helps or mitigates
symptoms of the disability. While the student is not required to disclose the disability, he or she is
required to provide acceptable documentation from a doctor or other health professional. This
documentation, the Disability Verification form for Emotional Support Animals, must state that the
animalindeed provides emotional support that alleviates one or more of the identified symptoms or
effects of an existing disability. Documentation must be provided for each support animalrequested.
A new DSS Student Application and a Disability Verification Form for Emotional Support Animals
must be submitted to the SSSD Office each academic year.

General Requirements

Emotional support animals on campus must comply with all state and local licensure and
vaccination requirements. Animals must be harnessed, leashed, or tethered. Emotional support
animals cannot be juveniles and will need to be altered before they are able to live in housing.
Animals are not to be on college property until the application is approved.

Due to the size of the campus suites, the weight limit for the animal will be 50 lbs. to ensure space
for the animal and the other students living in the suite.
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The care and supervision of an emotional support animal is the responsibility of the individual who
uses the animal’s service. The individual must maintain control of the animal at alltimes. Emotional
support animals are the full responsibility of the owner. The student isresponsible for the cleanup of
allanimalwaste andfor any damage caused by the animal. College officials and staff may designate
animaltoiletingareas.If a student is neglectingan emotional support animal,and itrises to a level
where the animalis endangered, it may become a criminal matter. Emotional support animals are
not exempt from state animal neglect laws. If any animalis being neglected, locallaw enforcement
or animal control may intervene.

The College may place otherreasonable conditions or restrictions onthe animals dependingon the
nature and characteristics of the animal.

Dispute Resolution Procedure

Disputesordisagreements about a disability determination, appropriateness of anaccommodation,
or an animalrestriction shouldfirst be raisedwith the SSSD office. If the matter cannot be resolved,
a dispute resolution should be submitted to the Vice President of Student Services.

Policy Implementation

The SSSD Officeisresponsible for implementingthis policy. Successrequiresthe cooperation of all
students, staff, and faculty.

Policy History: Adopted by Board of Trustees 6/15/17, revised 8/11/22, reviewed 3/9/23
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Policy 390: MISSING STUDENT

Itis the policy of Glen Oaks Community College toinvestigate any report of a missing studentwho is
attending classes at GOCC and who resides in on-campus housing.

Astudentwillbe deemed missingwhenreported absentfrom the College and/or the student housing
buildingwithout any known-cause and/or for areasonable period of time. Areasonable period of time
may vary based upon student’s routine and habits, punctuality, reliability, reports of suicidal
thoughts, drug, and alcohol use, or if the student might be inthe company of individualswho could
endanger the student’s welfare or place the student in a life-threatening situation.

Allreports of missing students must be directedto the Campus Security Officerat 269-294-4312;in
these instances, the Campus Security Officer will take the lead ininvestigating each report and make
a determination whether the student is missing in accordance with this policy. At that time, the
Campus Security Officer will contact local law enforcement within 24 hours after the College
receives a report that a student is missing.

All students have the option toidentify an emergency contact person or persons who will be notified
within 24 hours in the event a determination is made by local law enforcement that the student is
missing. This contact information may be added through the Student Housing Office. It is the
student’s responsibility to regularly update any changes to existing contactinformation through the
Student Housing Office. This information will be registered confidentially. Only authorized campus
officials and law enforcement officers may have access to this information.

If a missing student is under 18 years of age, and not an emancipated individual, the College will
notify a custodial parent or guardian of the missing student no later than 24 hours after the
determination by law enforcement that the student is missing.

The Devier Student Suites are configured for apartment-style living, and there is no formal procedure
or prescribedtimelinesfor monitoringwhether students are presentintheir assigned student suites.
Student welfare and safety is paramount to the College; however, the College recognizes and makes
known its limitationsin obtainingaccurate and timely information on the whereabouts of students.
Procedures

Any report of a missing student who resides in on-campus housing, from whatever source, must
immediately be directed to the Campus Security Officer. When a student is reported missing, the
Campus Security Officer will:

e Initiate an investigation to determine the validity of the missing person report, including
gatheringinformation such as a description, clothing, vehicle, physicaland mental state,
who the student may be with, and obtaining an up-to-date photograph.

e Inform the Vice President of Student Services

e Make a determination as to the status of the missing student.

o Notify local police or other appropriate law enforcement agencies within 24 hours after
the College receives a report that the student is missing.

Upon determining the student is missing and upon notification by law enforcement, the Vice
President of Student Services will:

187



o Notify the person(s) identified by the missing student as the emergency contact within 24
hours of makingthe determinationthat the studentis missing. If the missing studentis under
the age of 18, and is not an emancipated individual, the Vice President of Student Services
will notify the student’s custodial parent or guardian as contained in the records of the
College within 24 hours of the determination that the student is missing.

e Initiate whateverother action is deemed appropriate under the circumstances to be in the
best interest of the missing student.

In cases of amissing student, the law enforcement agency conductingthe investigation will typically
provide informationtothe media. Law enforcement personnel are best suitedto provide information
to the mediathatis designedto elicit public assistance for a missing person. Glen Oaks Community
College is available to provide consultation on communication with the investigating law
enforcement agencies. Any media requests should be directedto Glen Oaks Community College and
the Executive Director of Communications and Marketing.

In the case a commuter student is believed to be missing, reports should be directed to the
appropriate law enforcement agency. Glen Oaks Community College will work in conjunction with
law enforcement as needed.

If any provisions(s) of this policy or set of bylaws conflicts with laws applicable to Glen Oaks
Community College, includingthe Community College Act of 1966, the Freedom of Information Act,
or the Open Meetings Act, as each may be amended from time to time, such laws shall controland
supersede such provisions(s) to the extent required by law.

Policy History: Approved by the Board of Trustees 9/17/17, revised 1/20, reviewed 3/9/23
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Policy 395: SEX DISCRIMINATION, HARASSMENT, and RETALIATION

Introduction

Glen Oaks Community College (“Glen Oaks” or “the College”) believes that every student and staff
member, regardless of their gender, is entitled to equal educational opportunity and a safe
environmentinwhichtolearnandwork. This meansthat allmembers of the college community have
theright tobe free from all forms of sex/gender discrimination, harassmentandretaliation. The term
“sexualharassment”inthis Policy includes sexualviolence, dating and domestic violence, stalking,
and any other form of discrimination based upon sex that wouldviolate Title IX of the Civil Rights Act.

This Policyisintendedto: define what qualifies as sexual discrimination, harassment andretaliation
under Title IX; establisha mechanism for responding to complaints, including supportive measures
that may be availabletoallinvolved parties; and outline the remedial efforts the College may take to
end any sex discrimination, harassment orretaliation that has occurred, preventits recurrence and
address any continuing effects on an affected person.

SECTION 1: Scope and Jurisdiction of Policy

The College’s Sex/Gender-Based Discrimination and Harassment Policy prohibits discrimination and
harassment based on sex in all education programs and activities that Glen Oaks operates, as
required by Title IXand consistent with the College’s own mission and values. For purposes of this
Policy, the College’s “education programs and activities” include locations, events or circumstances
overwhich Glen Oaks exercised substantialcontrol over the person(s) accused of sexual harassment
and the context in which the sexual harassment occurred; it also includes any building owned or
controlled by Glen Oaks. This Policy also prohibits retaliation against a person who makes a good
faith complaint of sex discrimination or harassment under this Policy. Alleged sexual harassment that
occurred outside of the College’s education program or activity cannot be resolved through the
grievance procedures described in this Policy but may be addressed through the College’s Code of
Conduct.

All reports of sexual discrimination, harassment or retaliation will be handled by one of the
College’s Title IX Coordinators:

Tonya Howden Jamie Yesh Candy Bohacz

Title IX Coordinator Title IX Coordinator Title IX Coordinator
Student Services, A53 Administrative Office, A36  Administrative Office, A37
62249 Shimmel Rd. 62249 Shimmel Rd. 62249 Shimmel Rd.
Centreville, M1 49032 Centreville, M1 49032 Centreville, M1 49032
Thowden906@glenoaks.edu jyesh093@glenoaks.edu cbohacz417@glenoaks.edu
269-294-4230 269-294-4229 269-294-4232

Complaints under this Policy may be made to any of the Title IXCoordinators. The Title IXCoordinator
in the Student Services Office willtake the lead role in administering this Policy but may involve the
Title IX Coordinator(s) in the Administrative Office on complaints that involve employees or if the
involvement of a different Title IX Coordinator is otherwise appropriate. In the event an incident
involves alleged misconduct by a Title IX Coordinator, reports should be made to another Title IX
Coordinator or the President of the College.
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Individuals experiencing harassment or discrimination also have the right to file a formal complaint
with government authorities:

Office for Civil Rights (OCR)

400 Maryland Avenue, SW

Washington, DC 20202-1100

Customer Service Hotline #: (800) 421-3481
TDD#: (877)521-2172

Email: OCR@ed.gov
Web: http://www.ed.gov/ocr

U.S. Department of Justice Civil Rights Division
Educational Opportunities Section, PHB

Washington, D.C. 20530

Telephone: (202) 514-4092 or 1-877-292-3804 (toll-free)

SECTION 2: Definitions

Advisor: A person chosen by a party or appointed by the institution to accompany the party to
meetingsrelatedtothe grievance process, to advise the party onthat process, andto conduct cross-
examinationforthat party at the hearingas needed. This person may be, but need not be, an attorney.

Complainant: The individualwho is alleged to be the victim of conduct that could constitute sexual
discrimination or harassment.

Formal Complaint: A document filed by a complainant or signed by the Title IX Coordinator alleging
sexual harassment against arespondent and requestingthat the College investigatethe allegation of
sexual harassment.

Respondent: The individual who has been reported to be the perpetrator of conduct that would
constitute sexual harassment or discrimination.

Sex Discrimination: Unequal treatment based on sex with respect to an individual’s access to or
participation

in the College’s education programs or activities, as prohibited by Title IX.

Sexual Harassment: “Sexual harassment” is conduct on the basis of sex where at least one of the
following occurs:

e An employee of the College makes providing an aid, benefit or service of the College
conditional upon an individual’s participation in unwelcome sexual conduct;

e Thereis unwelcome conduct on the basis of sex that a reasonable person would deem so
severe, pervasive and objectively offensive that it effectively denies a person equalaccessto
the College’s education program or activity; or

e Anindividualissubjectedto “sexual assault,” as defined by the Clery Act, whichis classified
as a forcible or non-forcible sex offense under the uniform crime reporting system of the
Federal Bureau of Investigation. That is further defined as:
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o Sex Offenses, Forcible: Any sexual act directed against another person without the
consent of the Complainant, including instances in which the Complainant is
incapable of giving consent.

= Forcible Rape:

e Penetration,no matter how slight, of the vagina or anus with any body
part or object, or oral penetration by a sex organ of another person,
without the consent of the Complainant.

* Forcible Sodomy:

e Oralor anal sexual intercourse with another person forcibly, and/or
against that person’s will (non-consensually), or not forcibly or
against the person’s will in instances in which the Complainant is
incapable of giving consent because of age or because of temporary
or permanent mental or physical incapacity.

= Sexual Assault with an Object:

e The use of an object or instrumentto penetrate, however slightly, the
genitalor analopening of the body of another person, forcibly, and/or
againstthat person’swill (non-consensually) or not forcibly or against
the person’s will in instances in which the Complainantisincapable
of giving consent because of age or because of temporary or
permanent mental or physical incapacity.

= Forcible Fondling:

e The touching of the private body parts of another person (buttocks,
groin, breasts) for the purpose of sexual gratification, forcibly and/or
againstthat person’swill (non-consensually) or not forcibly or against
the person’s will in instances in which the Complainant is incapable
of giving consent because of age or because of temporary or
permanent mental or physical incapacity.

o Sex Offenses, Non-forcible:

= |ncest: Non-forcible sexual intercourse between persons who are related to
each otherwithinthe degreeswherein marriage is prohibited by Michigan law.
Statutory Rape is
Non-forcible sexualintercourse with a person who is under the statutory age
of consent of Michigan.

Anindividual is subjected to “dating violence,” defined in 34 U.S.C. 12291(a)(10) as:

o Violenceon the basis of sexcommitted by a person who is in or has been in a social
relationship of a romantic or intimate nature with the Complainant.

o Theexistence of sucharelationship shall be determined based onthe Complainant’s
statement and with consideration of the length of the relationship, the type of
relationship, and the frequency of interaction between the persons involved in the
relationship.

o Forthe purposes of this definition—

= Dating violence includes, but is not limited to emotional, psychological,
sexual or physical abuse or the threat of such abuse.
= Dating violence does not include acts covered under the definition of
domestic violence.
Anindividual is subjected to “domestic violence,” defined in 34 U.S.C. 12291(a)(8) as:
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o Violence on the basis of sex committed by a current or former spouse or intimate
partner of the Complainant, by a person withwhom the Complainant shares a child
in common, or by a person who is cohabitating with, or has cohabitated with, the
Complainant as a spouse or intimate partner, or by a person similarly situated to a
spouse of the Complainant under the domestic or family violence laws of Michigan,
or by any other person against an adult or youth Complainant who is protected from
that person’s acts under the domestic or family violence laws of Michigan.

o To categorize an incident as Domestic Violence, the relationship between the
Respondent and the Complainant must be more than just two people livingtogether
as roommates. The people cohabitating must be current or former spouses or have
an intimate relationship.

e Anindividualis subjected to “stalking,” defined in 34 U.S.C. 12291(a)(30) as:

o Engagingina course of conduct on the basis of sex directed at a specific person that
would cause a reasonable person to fear for the person’s safety, or the safety of
others; or suffer substantial emotional distress.

o Forthe purposes of this definition:

» Course of conduct meanstwo or more acts, including, but not limitedto, acts
in which the Respondent directly, indirectly, or through third parties, by any
action, method, device, or means, follows, monitors, observes, surveils,
threatens, orcommunicatesto orabout a person, orinterferes with a person’s
property.

= Reasonable person meansareasonable personunder similarcircumstances
and with similar identities to the complainant.

»= Substantialemotional distress meanssignificant mental suffering or anguish
that may but does not necessarily require medical or other professional
treatment or counseling.

Consent: clear, knowing and voluntary agreement. Silence, inand of itself, cannot be interpreted as
consent. Consent can be given by words or actions, as long as those words or actions create
mutually understandable, clear permissionregarding willingnessto engage in (and the conditions of)
sexual activity.

e Consentto any one form of sexual activity cannot automatically imply consent to any other
forms of sexual activity.

e Previous relationships or prior consent cannot imply consent to future sexual acts.

e In order to give effective consent, one must be of legal age and have the mental/physical
capacity to consent. A person may be unable to consent due to consumption of drugs or
alcohol.

Genderldentity: Genderidentity isthe gender of which a personidentifies which may not correspond
with the gender assigned at birth.

Sexual orientation: Sexual identity in relation to the gender to which a personis attracted.

*This policyisapplicable regardless of the sexual orientation and/or gender identity of the individual
engaging in sexual activity.

Supportive measures: Supportive measures are non-disciplinary, non-punitive individualized
services offered as appropriate, as reasonably available and without fee or charge to the
complainant or respondent. Supportive measures may be provided before or after a formal
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complainthas been filed or where no formal complaint has been filed. They are designed to restore
or preserve equal access to the College’s education program or activity without unreasonably
burdening the other party and include measures designed to protect the safety of the parties or
campus environment or to deter sexual harassment. Examples of supportive measures may include
counseling, extensions of deadlines or other course-related adjustments, modifications of work or
classschedules, campus escort services, mutualrestrictions on contact between parties, changes
in work or housing locations, leaves of absence, increased security and monitoring of certainareas
of campus and other similar measures. These measures will be kept confidential, to the extent
maintaining that confidentiality does not impair the College’s ability to provide the supportive
measures.

Retaliation: the act of intimidating, threatening, coercing or discriminating against any individual for
the purpose of interfering with any right or privilege secured by Title IX, or because the individual
made a report or complaint, testified, assisted or participated (or refused to participate) in any
manner in an investigation, proceeding or hearing related to Title IX or this Policy. Intimidation,
threats, coercion or discrimination - including making charges against an individual for code of
conduct violations that do not involve sex discrimination or sexual harassment, but arise out of the
same facts or circumstances as a report of complaint of sex discrimination or a report or formal
complaint of sexual harassment for the purpose of interfering with any right or privilege secured by
Title IX - constitutes retaliation.

The exercise of rights protected under the First Amendment does not constitute retaliation. Norisit
retaliation to charge an individual with a Code of Conduct violation if the College finds that the
individual made a materially false statement in bad faith in the course of a grievance proceeding
under this Policy, provided that a determination regarding responsibility, standing alone, is not
sufficientto conclude that any party made a materially false statement inbad faith. Retaliation will
not be tolerated and may result in severe sanctions, including discipline, suspension, expulsion,
termination of employment or revocation of tenure, or an additional charge.

SECTION 3: Reporting Sexual Harassment, Discrimination, or Retaliation

All college employees (faculty, staff, administrators) are expected to immediately report actual or
suspected harassment, discrimination, or retaliationto a Title IXCoordinator, though there are some
limited exceptions. In order to make informed choices, itis importantto be aware of confidentiality
and mandatory reporting requirements when consulting campus resources. On campus, licensed
counselors can maintain confidentiality — meaning they are not required to report actual or
suspected harassment discrimination or retaliation to appropriate university officials - thereby
offering options and advice without any obligationtoinform an outside agency or individual unless a
victim has requested information to be shared. Other resources exist for a victim to report crimes
and policyviolations and these resourceswill take actionwhenan incidentis reportedto them. The
following are two reporting options:

Confidential Reporting Options

If a reporting party would like the details of an incident be kept confidential, they should
speak with a licensed counselor, members of the clergy and chaplains, or off-campus rape
crisisresources. The college recommends contacting Domestic and Sexual Abuse Services
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at 1-800-828-2023 (crisis line). Those who are able to maintain confidentiality will do so
except in extreme cases of immediate threat or danger or in the abuse of a minor.

If you are unsure of someone’s duties and ability to maintain your privacy, ask them before
you talkto them. They will be able to inform you of their duties, and help you make decisions
about who can best assist you.

Personally identifiable information will be shared in the event that the incident reveals a
need to protect you or other members of the community. If personally identifiable
information is shared, it will only be shared as necessary with as few people as possible,
and all efforts will be made to protect your privacy.

Formal reporting options

Reporting parties are encouragedtofile aformal complaint of sex/gender-based harassment,
discrimination or retaliation at www.glenoaks.edu by clicking on the Reporta Concerntabon
the home page. This reportis submittedto the College’s Title IX Coordinator, who will review
the allegations made and determine if they fall within the scope of this Policy or would
constitute some other Code of Conduct violation. Reporting parties may also contactaTitle
IX Coordinator (as described above), or another school administrator, with whom the
reporting party feels comfortable making a complaint. Students and employees have the
right to have incidents of sexual harassment, discrimination or retaliation investigated and
properly resolvedthrough a grievance process. Information will be shared as necessary with
the Complainant, Respondent, and appropriate college administratorswho play arole in the
grievance process.

If a victim wishesto remainanonymous, does not wishfor an investigationtotake place, or
does not want a formalresolutionto be pursued, the victim may make such a request to the
Title IX Coordinator, who will evaluate that requestin light of the duty to ensure the safety of
the campus and comply with federal law. In cases indicating pattern, predation, threat,
weapons and/or violence, the College will likely be unable to honor a request that no
investigation take place, but will maintain confidentiality to the extent possible. In cases
where the victim requests confidentiality and the circumstances allow the College to honor
thatrequest, the College will offer supportive measures, but will not otherwise pursue formal
action. A complainant/reporting party has the right, and can expect, to have reports taken
seriously by the College, and when formally reported, to have those incidents investigated
and properly resolved through these procedures.

SECTION 4: College Reporting Obligations

Federal Statistical Reporting Obligations

Certain campus officials have a duty to report sexual misconduct for federal statistical reporting
purposes (Clery Act). All personally identifiable information is kept confidential, but statistical
information must be passedalong to campus law enforcement regardingthe type of incidentandits
general location for publication in the annual Campus Security Report. This report helps to provide
the community with a clear picture of the extent and nature of campus crime, to ensure greater
community safety. Mandated federal reporters include: student/conduct affairs, campus law
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enforcement, local police, coaches, student activities staff, human resources staff, academic
advisors, advisors to student organizations and any other official with significant responsibility for
student and campus activities. The information to be shared includes the date, the location of the
incident using Clery location categories and the Clery crime category. This reporting protects the
identity of the victim and may be done anonymously.

Federal Timely Warning Reporting Obligations

Victims of sexual misconduct should also be aware that college administrators must issue
immediate timely warnings for incidents reported to them that pose a substantial threat of bodily
harm or danger to any member of the campus community. The College will make every effort to
ensure that a victim’s name and other identifying information is not disclosed, while still providing
enough information for community members to make safety decisionsin light of the danger. The
reporters for timely warning purposes are exactly the same as detailed in the above paragraph.

SECTION 5: Grievance Process for Sex Discrimination

Any student or staff member who believes that they have been subjected to (or witnessed) sex
discrimination in any program or activity of the College should report that concern at
www.glenoaks.edu by clicking on the Report a Concern tabon the home page. Thisreport goesto the
College’sTitle IX Coordinator, who will review the allegations made and determine if they fall within
the scope of this Policy or would constitute some other Code of Conduct violation. Reporting parties
may also contacta Title IX Coordinator (as described above)in person, by mail, by email or by using
the contactinformationforthe Title IXCoordinatordescribed above. If the concerninvolves aTitle IX
Coordinator and you do not feel comfortable reporting to one of the other Title IX Coordinators, a
report may be made to the President of the College.

Withinfive (5) business days of receivinga complaint, the Title IXCoordinator will determine whether
any supportive measures are necessary, work on implementing those supportive measures, and
initiate an investigation. The investigation, which will be conducted by the Title IX Coordinator or
his/her designee, willinclude interviews of witnesses deemed necessary by the investigatoraswell
as review of relevant evidence. Absent unusual circumstances (e.g., unavailability of witnesses), the
investigation will be completed within 60 business days. At the conclusion of the investigation, the
investigator will prepare a report that summarizes the factual evidence gathered and makes a
determination of whetherthere is sufficient evidence to conclude-by a preponderance of evidence
(i.e., “more likely than not”) - that sex discrimination occurred in one of the College’s programs or
activities.

If the Title IX Coordinator did not act as the investigator, the investigator will provide a copy of the
Reporttothe Title IXCoordinator and the parties. Within five (5) business days of receiving the report,
the Title IX Coordinator (if not the investigator) will adopt, modify or reject the investigators
conclusions and provide notice to the parties of that decision. The Title IX Coordinator will also
determine what remedial actions (if any) may be necessary to end any sex discrimination that
occurred, prevent its recurrence and redress any continuing effects of the discrimination.

Both parties will have the right to file a written appeal of the Title IX Coordinator’s decision to the
President of the College. An appeal must be submitted, in writing, to the Title IX Coordinator within
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five () business days after the date of the Title IXCoordinator’s report or notification. The decision of
the President is final.

Retaliation against a person for making a good faith complaint of sex discrimination is strictly
prohibited. Any complainant who believes that he/she has been retaliated against for making a
complaint of sex discrimination under this Policy should notify the Title IX Coordinator and that
complaint will be handled according to the grievance procedures provided in this Section.

SECTION 6: Grievance Process for Sexual Harassment

Aformalcomplaint of sexual harassmentmay be filed with the Title IXCoordinatorin person, by mail,
by email or by using the contact information for the Title IX Coordinator described above, but the
College strongly encourages submission of reports through the Report a Concern option at
www.glenoaks.edu. The Title IX Coordinator reserves the right to file a formal complaint should the
complainant decline to file a formal complaint. The Title IX Coordinators are the school officials
charged with authority to institute corrective measures for violation of this Policy, but all College
employees are obligated to report incidents of sexual harassment of which they become aware,
unless they have a recognized confidentiality privilege, such as serving as a licensed counselor for
the College. Further, students and guests who have observed or been made aware of sexual
harassment are encouraged to report such incidents.

The formal complaint should clearly and concisely describe the conduct that the complainant
believes constitutes sexual harassment; the identities of the parties involved in the incident, if
known; the date and location of the incident, if known; and the desired remedy sought. The formal
complaint should contain the name and contact information for the complainant if available. Any
supporting documentation and evidence should be referenced within the body of the formal
complaint. Additionally, the complainant should submit any supporting materials as quickly as is
practicable.

Part I: Actions upon Receipt of a Formal Complaint
Upon receipt of a formal complaint, the Title IX Coordinator will:

1. Initiate the investigation process by reviewing the allegations contained in the formal
complaint. The formal complaint will be dismissed for lack for jurisdiction if the conduct
alleged (1) would not constitute sexual harassment, as defined by Title IX regulations and
described in this Policy, evenif proved; (2) did not occur in the College’s education program
or activity; or(3) did not occur against a person in the United States. The Title IX Coordinator
will, however, consider whether the alleged conduct may violate the College’s Code of
Conduct, and if it may, refer the complaint for handling under the Code of Conduct.

2. Review if any immediate steps need to be taken for the safety of any student or other
individual arising from the report of sexual harassment. If emergency removal is necessary
due to an immediate threat to physical health or safety, the Title IX Coordinator will provide
respondent(s) with notice of the decision to remove respondent(s) from campus and the
opportunity to challenge the decision immediately following the removal.

3. Provide a Notice of Allegation to the parties of:

a. The College’s grievance process, including the informal resolution process;
b. The sexualharassmentallegations, includingthe identities of the partiesinvolved, if
known; the conduct alleged to be sexual harassment; and the date and location of
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the incident, if known. If, during the course of the investigation, the College decides
to investigate additional allegations that were not included in this initial notice, the
College will provide notice of those additional allegations to the parties.

c. Thefactthattherespondentispresumednotresponsible for the alleged conductand
that a determination of responsibilitywill be made at the conclusion of the grievance
process;

d. The parties’rightto have anadvisor of their choice,who may be, but isnot requiredto
be, an attorney andwhowill be permittedtoinspectandreview evidence obtained as
part of the investigation that is directly related to the allegations made in the formal
complaint;

e. The provisions in the College’s Code of Conduct that prohibits making false
statements or knowingly submitting false information during the grievance process.

4. Provide supportive measures, as needed, to both the complainant and respondent.
5. Assign aninvestigator to the case
a. The investigator may be one or more individuals. If there is more than one investigator,
they shall be present at all meetings. The assigned investigator(s) will have received all
requisite training and will be free of bias and conflict of interest.
6. Monitor the investigation’s progression and completion.

Part Il: Formal Investigation Process and Protections

Within five (5) business days of the College’s receipt of a formal complaint, the investigator will
initiate an investigation. The investigator will ensure that the burden of proof and gathering of
evidence rests on the College, not the parties, understanding that the College cannot access,
consider, disclose or otherwise use a party’s treatment records without thatparty’s voluntary, written
consent.

Each of the parties will have an equal opportunity to present evidence andwitnesses, includingfact
and expert witnesses. The investigator will not restrict the ability of either party to discuss the
allegations under investigation or their ability to gather and present relevant evidence.

The investigator will conduct interviews (and follow-up interviews, as needed) with the parties and
relevant witnesses. Prior to any investigative interview or other meeting where a party is invited or
expected to attend, the investigator will provide advance, written notice of the date, time, location,
participants and purpose of the meeting, with sufficient time for the party to prepare to participate.

Absent unusual circumstances (e.g, school closure, unavailability of witnesses, delay caused by
criminal investigation), the investigation will be completed within 60 business days. Any time the
general timeframe for resolution outlined in this Policy will be delayed, the College will provide
written notice tothe parties of the delay, the cause of the delay, and the anticipatedtime needed as
aresult of the delay.

Part lll: Investigation Meeting Details

1. Each meeting will be held privately and closed to the public. At no time during the
investigation will the respondent and the complainant be in the same room.

2. These meetings are entirely administrative in nature and are not considered legal
proceedings.

3. The parties will be allowed an advisor of their choice to be present during all administrative
meetings and hearings.
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a. The complainant and respondent must select an advisor of their choice, which, at
their own expense, may include an attorney.
i. If either party does not have an advisor, the College will provide one at the
request of the student at no cost to the involved party.
ii. Alladvisors provided by the college are employees who are trained to serve
in this function. The college will not provide legal counsel for the student.
iii. If an involved party is a minor, a parent/guardian, as well as an advisor, may
attend all meetings.
b. During investigative meetings, the advisor may only speak with their party in a way
that does not disrupt the meeting. At no time willthey be allowedto speak on behalf
of the party unless deemed necessary or appropriate by the Investigator.

Part IV: Investigation Summary Report

Atthe conclusion of the formalinvestigation, the investigator will complete an investigation summary
report. Priorto completion of the report, the investigator will send each party and his/her advisor (by
electronic format or hard copy) a copy of the evidence obtained during the investigationthat directly
relates to the allegations in the formal complaint, regardless of the source of that evidence or
whetherthe investigatorintendstorely upon it. The partieswill be given at least 10 days to submita
written response, which the investigator will consider when completing the investigation report.

The investigation summary report, which will fairly summarize the evidence, will be provided to the
complainant, respondent, and advisors at least 10 days prior to the live hearing. Both parties will
have the opportunity to review that report and respond in writing.

At least 10 days after the investigation summary report was distributed to the parties, the investigator
will submit the report (as well as the parties’ responses to the report, if any) to the Hearing Chair.

Part V: Informal Resolution

As part of the College’s formal grievance procedure, at any time after a formal complaint has been
filed, the parties may agree to participate in an informal resolution process. Through that informal
resolution process, the College would be authorized to facilitate a mediation or other informal
resolution betweenthe partiesthat would not involve a full investigation and adjudication. Informal
resolution is only permitted where the College:

1. Provides a written Notice of Informal Resolution to the parties of (1) the allegations of the
formal complaint, (2) the requirements of the informal process (including that a party may
withdraw from the informal process at any time, but once the parties have agreed to a
resolution, the parties may be precluded from resumingthe formalcomplaint process -i.e.,
the full investigation and adjudication - based on the same allegations); and (3) any
consequences that would result from participation in the informal resolution process,
including that records may be maintained or shared;

2. Obtains both parties’ voluntary, written consent to the informal resolution process;
Informal resolution may not be used to resolve complaints alleging that an employee sexually
harassed a student. In caseswhere informalresolution is permitted, it will be strictly voluntary, and
will not be required of any party as a condition of enrollment or continued enrollment; employment
or continued employment or any other right.
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Part VI: Hearing

Forformal complaints, unlessresolved throughthe informalresolution process, a live hearing will be
conducted by a Decision-maker (or Decision-making Panel) before a determination of responsibility
is made. The hearing may be conducted by a sole Decision-Maker or by a Decision-making panel, at
the Title IX Coordinator’s discretion. If there is a Panel, the Title IX Coordinatorwill select a Hearing
Officerwhowill serve asthe Chair of the Decision-making Panel. The Hearing Officer will manage the
hearing and make evidentiary rulings.

At the live hearing, each party’s advisor will have the opportunity to ask the party questions relevant
tothe allegations of the formal complaint. Questions about a complainant’s sexualpredisposition or
prior sexual behavior are not relevant, unless those questions or evidence: (1) are offered to prove
that someone other than the respondent committed the conduct alleged by complainant; or (2)
concern specific incidents of complainant’s prior sexual behavior with respect to respondent and
are offeredto prove consent. Cross examination of parties and witnesses will be conducteddirectly,
orally and in real time, but a party or witness will not be required to answer any such question until
the Hearing Officer has considered the question and deemed it relevant. If a question is deemed
irrelevant, the Hearing Officer will explain why. A party may not directly cross-examine another party
or witness.

Although the hearingwill be conducted ina live settingand inrealtime, atthe request of a party, the
partieswill be locatedin separate roomswithtechnology enabling the Decision-maker(s) and parties
to simultaneously observe (through sight and sound) the witness answering questions. The College
may also, inits discretion, conduct the live hearing virtually, with technology enabling participants to
simultaneously see and hear each other. All live hearings — whether conducted with participants in
the same geographic location or virtually — will be recorded audio visually or transcribed. That
recording or transcript will be available to parties for inspection and review.

At the conclusion of the hearing, the Decision Maker (or Panel) will deliberate and determine if the
respondent is responsible for the alleged violation, using the preponderance of evidence (“more
likely than not”) standard. In makingthis determination, the Decision-maker (or Panel) may consider
statements made by parties and witnesses during the investigation, electronic exchanges between
parties leading up to the alleged sexual harassment, and relevant statements about the alleged
sexual harassment, regardless of whether the parties or witnesses submit to cross examination at
the live hearing. The Decision-maker (or Panel) may also consider police reports, Sexual Assault
Nurse Examiner documents, medical reports, and other documents even if those documents
contain statements of a party orwitnesswho is not cross-examined at the live hearing. The Decision-
maker (or Panel) will not, however, make an inference about responsibility based solely on a party’s
orwitness’sabsence or refusal to testify atthe hearing. In other words, the Decision-maker (or Panel)
willnot assume that arespondent sexually harassed the complainant solely because the respondent
refused to testify atthe hearing; nor willthe Decision-maker (or Panel) assume that the respondent
did not sexually harass the complainant solely because the complainant refused to be cross-
examined.

After reaching a determination of responsibility, the Decision Maker (or Panel) will simultaneously
issue to both parties a written determination that:
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Identifies the allegations potentially constituting sexual harassment under this Policy;
Describes the procedural steps taken by the College throughout the grievance process;
Provides findings of fact supporting the determination;

Provides conclusions regarding the application of the College’s policy to the facts;
States the determination as to each allegation as well as the rationale for that
determination; and

6. Explainsthe College’s appeal procedures and bases for appeal.

aRhObN=

Part VII: Sanctioning

Once the determination of responsibility is made, and if a party has been found responsible for
violating this Policy, the Title IX Coordinator will implement appropriate remedies to end the
harassment, prevent its recurrence and redress the effects of the harassment experienced by the
complainant.

Violations of this policy may result in sanctions and corrective actions, which can include, but are
not limited to:

Verbal warning
Written warning
Advisory letter
Monitoring
Disciplinary hold on academic and/or financial records
Performance improvement/management process
Required counseling or therapy
Required training or education
Campus access restrictions
No trespass order issued by security (with respect to campus locations)
No contact directive (with respect to an individual)
Loss of privileges
Loss of oversight, teaching or supervisory responsibility
Probation
Demotion
Loss of pay increase
Transfer (employment)
Revocation of offer (employment or admissions)
Disciplinary suspension
Suspension with pay
Suspension without pay
Exclusion
Expulsion
Degree revocation
Termination of employment
Revocation of tenure
e Termination of contract (for contractors)
The College may assign other sanctions as appropriate in each particular situation. Sanctions and
corrective actionswillbe imposedinaccordance withrelevant policies and/or procedures and other
requirements set forth in the applicable Staff/Faculty Handbooks, Student Handbook, collective
bargaining agreements, other policies or handbooks that may be developed over time, or contracts.
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In addition, the College may take steps to remediate the effects of aviolation on victims and others.
Following an investigation, the College may extend interim protective measures and
accommodations, and/or take other measures to eliminate any hostile environment caused by the
sexual harassment or misconduct, prevent the recurrence of any sexual harassment or misconduct,
and remedy the effects of the sexual harassment or misconduct onthe complainant and the College
community. Such measures may include, but are not limited to, the interim measures and
accommodations referenced in this policy, as well as counseling, training, and other preventative
measures.

Part VIII: Appeal and Final Outcome
If either party disagrees withthe determination of responsibility, the party or their advisor may file an
appeal within 5 business days of the date stated on the Determination Letter.

Appeals are [only] permitted for the following reasons:

1. Proceduralirregularity that affected the outcome;
2. New evidence, which was not reasonably available prior to the determination being made
and which could affect the outcome, has become available;
3. TheTitle IXCoordinator, investigator(s) or decision-maker(s) had a conflict of interest or bias
that affected the outcome.
The appeal should be titled “Appeal” and directed to the Title IX Coordinator, who will assign the
appeal to an individual or Panel (not the Investigator, Title IX Coordinator or Decision-maker/Panel)
who has received requisite training and is without conflict of interest or bias (“the Appellate Officer”).

Once an appeal has been filed, each party will have the opportunity to submit a written statementin
support of (or challenging) the outcome. That statement should be provided to the Title IX
Coordinatorwithinten (10) days of the Determination Letter. The letter will then be forwarded to the
Appellate Officer. The Appellate Officer willissue awritten decision-simultaneously to both parties
— describing the result of the appeal and rationale for the decision within ten (10) business days of
the date the parties’ written statements were due.

The determination of responsibility will be considered final when: (1) neither party files a written
appeal with the Title IX Coordinator within the timeline for appeal requiredin this Part; or (2) the
individual or Panel designatedto decide the appeal hasissued a written decision, whichever occurs
last.

SECTION 7: Additional Policy Provisions

Attempted violations

In most circumstances, the College will treat attempts to commit any of the violations listed in this
policy as violations of the policy.

College’s Right to Sign a Formal Complaint
As necessary, the Title IX Coordinatorreservesthe right to sign a formal complaint without a formal
complaint by the person alleging that respondent violated this Policy.
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False Reports

Glen Oaks Community College will not tolerate intentionalfalse reporting of incidents. Itis a violation
of this Policy, the Student Code of Conduct and employee handbook to make an intentionally false
report of any policy violation, and it may also violate state criminal statutes and civildefamation laws.

Encouraging Reporting for Complainant, Respondents, and Witnesses

The college community encouragesthe open, honest and accurate reporting of violations of college
policies, and understands that complainants, respondents or witnesses are sometimes hesitant to
report to college officials or participate in grievance processes because they fear that they
themselves may be charged with policy violations, such as underage drinking, that occurred at the
time of the incident. To promote open, honest and accurate reporting, itisthe College’s policy not to
impose disciplinary penalties on complainants, respondents, and witnesses for minor policy
violationsrelatedtothe incident. While violations cannot be completely overlooked, the college will
provide educational rather than punitive responses in such cases.

Right to Privacy

This Policy will be implemented consistent with students’rights under the Family Educational Rights
and Privacy Act (“FERPA”), but to the extent any requirement of FERPA would conflictwith a student’s
constitutionalrights orrights under Title IX, the College will adhere to the constitution and/or Title IX.

Policy History: Approved by the Board of Trustees 8/13/20, revised 8/25/21, reviewed 3/9/23
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Policy 396: SEX OFFENDER COMPLIANCE POLICY

The Campus Sex Act Crimes Prevention Act requires sex offenders, who must register under state
law, to provide notice of enrollment or employment, as well as notice of change of enrollment or
employment status, at any institution of higher educationto issue a statement advisingthe campus
community as to where information concerning registered sex offenders can be obtained.

In accordance with this act, the Michigan State Police Sex Offender Registry website may be
accessed at http://www.mipsor.state.mi.us

Registered sex offenders who are members of the College community, upon enrollment at the
College, must notify the Vice President of Student Services or Campus Security that they have
registeredwiththe College. Failure to notify the Collegeis aviolation of the Student Code of Conduct
and subjects those students to all available College judicial processes and sanctions.

Policy History: Approved by the Board of Trustees: 11/14/19, revised 1/20, reviewed 3/9/23
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Policy 397: RELIGIOUS ACCOMMODATION

Purpose

Glen Oaks Community College isahome for a diverse community of students, faculty and staff. The
College values and supports diversity, including the diversity of spiritual expression and practice.
Therefore, it is the policy of the College to enable students to observe those days set aside by their
chosen religious faith. In the absence of a simple and dignified way to determine the validity of
individual claims, the claim of a religious conflict should be accepted at face value.

Scope

This policy applies to all enrolled students or those seeking admission to the college.

Applicability

This policy states institutional and individual expectations for faculty, staff, and students to enable
students to observe religious days set aside by their chosenreligiousfaith. Faculty and staff must be
sensitive to the observance of these days so that students who are absent from classes on these
days are not disadvantaged.

A. Students mayrequest accommodationsforup to three days of absenceseach semester for
reasons of faith, religion, spiritual belief, or organized activities connected to their religious
denomination, church or other religious/spiritual organization.

B. Students must notify their instructor in writing of the dates they require religious
accommodations within the first fourteen (14) calendar days of the course.

C. Students who notify theirinstructor(s) of theirintended absences due toreligious beliefsand
activities will receive alternate accommodations for missed exams or other academic
requirements resulting from such absences. There is no academic penalty for taking
absences under this policy.

Student Concerns

If a student feels that they have not received areligious accommodation allowed by this policy, they
should notify the College of any concern or complaint by selecting the Report a Concern button at
glenoaks.edu and completing the General Complaint or Request for Assistance form.

Policy History: Adopted by the Board of Trustees 2/22/24
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Policy 410: ACADEMIC CALENDAR

TIMELINE: The Academic Calendar is established two years prior to the beginning of the academic

year scheduled. Two academic years areestablished at the sametime. Example: calendaryear 2024-
25 and 2025-26 would be established in 2023.

CALENDAR COMMITTEE:The Calendar Committee is a standing committee under the College
Council. Its membership is set as follows:

e Vice President of Academics

e Exec. Dir. Of Academic Records / Registrar

o Vice President of Student Services

e Two Faculty Members

e Financial Aid Director

e Dean of Health Sciences

e President’s Executive Associate

e GOSSE Representative

o HR Representative

e Executive Director of Communications & Marketing (Ex-Officio)

e President (Ex-Officio)
COMMITTEE MISSION: The Calendar Committee’s mission is to establish the academic
calendar for the college, taking into consideration all factors especially serving the students and
community to the greatest extent possible.

COMMITTEE OPERATION: The Calendar Committee meets on demand to establish the

academic calendar for the two years set in the future. Additional meetings will be held to consider
academic calendar revisions, prior to the published date of a given academic calendar.

CALENDAR APPROVAL: The Calendar Committee will recommend the future two years’
academic calendars to the College Leadership for approval. Leadership will review the
recommendation and may / may not ask the Calendar Committee to consider changes. When
approved, the College Leadershipwill forward the proposed academic calendarstothe GOCC Board
of Trustees (BOT) for their review. Afterthe BOT has approved the academic calendars, the calendars
are published on the college website and in other college publications as appropriate. Any future
academic calendar changes must follow this same process

Policy History: Approved by the Board of Trustees 10/8/14, titles updated 11/20, 5/11/23
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Procedure 420: CURRICULUM REVIEW and APPROVAL

The following summarizesthe processfor creating new or revising existing courses and programs (l-
credit courses and programs; Il — non-credit/continuing education courses and programs):

Credit Courses & Programs

1.

Origination of Proposal. Proposals may originate from faculty, members of the college’s
shared governance bodies, and/or administrators. Input may result from coordination with
national agencies, senior universities, orany member of the Glen Oaks Community College
constituency.

Course Proposal Review. Course proposals are reviewed using the Course Master form
located in the college’s curriculum management system. While not exhaustive of all details
on the Course Master, Procedure 4.20A details required fields for the form.

Program Proposal Review. After going through internal curriculum review processes, new
program proposals or programsthat are being proposed for deactivation must be presented
for considerationtothe Board of Trustees. Existing program modifications that are proposed
to change credit hours by at least 25% must be presented to the Board of Trustees for
consideration. The Vice President of Academics presents the change to the President and
after consultation and study, the President brings the desired change to the Board of Trustees
for a final decision.

Non-credit Courses & Programs

Origination of Proposals. Proposals will be submitted to the Director of Business Outreach and
Services.

1.

2.

3.
4.

5.

The proposal will be thoroughly discussed with the originators by the Director of Business
Outreach and Services.

The Director of Business Outreach and Services will return the proposal with comments for
further work if necessary.

The Director of Business Outreach and Services approves the proposal.

New courses or programs are recorded on the college’s taxonomy form and sent to the Office
of Academics.

Report to the Board of Trustees when appropriate.

Procedure History: Adopted by Board of Trustees 7/92, revised 5/31/00, 4/13/05, 10/8/14, titles
updated 11/20, 5/11/23
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Procedure 420A: COURSE MASTER
COURSE PREFIX & NUMBER:

COURSE TITLE:

Semester Credit Hours Required:
Lecture Hours Lab Hours Other (e.g., Co-op, Clinical, etc.) Specify:
Per Week: Per Week: Hours Per Week:

Course or courses this CM replaces, if any:

COMMON COURSE DESCRIPTION:

PREREQUISITE COURSES:

CO-REQUISITE COURSES:

GENERAL COURSE GOALS:

COMMON COURSE OUTCOMES:

The number (in parenthesis) aftereach of the competencies/outcomesrepresent reference to Glen
Oaks Student Learning Outcome by the number as follows:

A. Our students will think critically.
B. Our students will communicate effectively
C. Our students will exhibit information competency
D. Our students will recognize diverse perspectives
Upon successful completion of this course, students should be able to:

INSTRUCTIONAL METHODS (please check all those that apply.):

e | ecture
e Laboratory
e | ecture/Lab

e Clinical

e Online

e Hybrid Online
e Hybrid

ATTENDANCE: Policies on attendancewill be formulated by the instructorin accordancewith GOCC
attendance policy and communicated on the course syllabus to the students.

ACADEMIC DISHONESTY: Policies on academic dishonesty can be found in the student code of
conduct published in the college catalog.

CORE COURSE TOPICS:

Procedure History: Revised 4/13/05, 8/22/14, 10/8/14, title updated 11/20, 5/11/23
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Policy 421: SCHEDULING

Scheduling of college credit classes is the responsibility of the Vice President of Academics.
Scheduling of non-credit courses, seminars, conferences, andworkshopsis the responsibility of the
Director of Business Outreach and Services.

The Vice President of Academicsin consultationwith the Faculty and Student Services, will prepare
the academic course schedules. These recommended schedules are prepared in consultation with
academic area faculty.

The Director of Business Outreach and Services will schedule non-credit courses on an as needed
basis and inform the Vice President of Academics as appropriate wheninvolving administrators and
participating faculty.

Non-credit seminars, workshops, and customized training requests frequently occur during the
course of the academic semester. These requests are the responsibility of the Director of Business
Outreach and Services. Non-credit opportunities will be scheduled on an as-needed basis.

Revisionsto existing schedules and course cancellations are the responsibility of the Vice President
of Academics.

Policy History: Adopted by Board of Trustees 7/92, revised 4/13/05, 10/8/14, title updated 11/20,
5/11/23
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Policy 430: NON-CREDIT INSTRUCTORS

All instructors for non-credit and business and contract training programs are selected for their
expertise in their field and for their interest and ability to communicate with peers. Some are
experienced teachers or presenters and others are new to teaching adults.

Training for new instructors in Business Outreach and Services is individually designed by the
Director of Business Outreach and Services according to their needs. Components of training may
include:

1.

Orientationtothe College includingthe College’s mission, vision, values, the attributes of an
excellent teacher, pay status, payroll procedures, responsibilities of instructor and
department staff, books and handout preparation, available facilities and equipment,
evaluationand issuing certificatesto students. This orientation may occurin a group setting
or one-on-one.

Course of program development focused on goals, objectives, expected end results and a
classoutline. New instructors may work one-on-one with the Director of Business Outreach
and Services in one or more sessions to develop their specific program.

Evaluation and improvement including course, program, and individual evaluation.
Instructorswillincorporate in course or program participant feedback that will be shared with
the Director of Business Outreach and Services. Instructors will evaluate their
courses/programs themselves and participate in planning improvements to be used when
they or another instructor may teachthe topic again. The Director of Business Outreach and
Services will evaluate the instructor and provide recommendations for further training as
necessary.

Policy History: Adopted by Board of Trustees 7/92, revised 4/13/05, 10/8/14,5/11/23
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Policy 431: COURSE SYLLABI (CREDIT AND NON-CREDIT)

The Assistant to the Vice President of Academics/Faculty will provide course masters and sample
syllabi for all regularly scheduled credit courses upon request.

Prior to the start of each semester, faculty members are required to update or revise course syllabi
for that semester. All syllabi will be submitted electronically withinthe first week of the course. The
Assistanttothe Vice President of Academics/Facultywillensure all syllabi are collected and contain
elements required for all classes.

The Vice President of Academicsor Director of Business Outreach and Serviceswill provide course
syllabi for all non-credit courses, seminars, and workshops upon request. In the case of a new
course, the faculty member will provide a draft outline tothe Vice President of Academics & Director
of Business Outreach and Services before the course is approved and considered for scheduling.

Policy History: Adopted by Board of Trustees 7/92, revised 4/13/05, 10/8/14, titles updated 11/20,
5/11/23
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Procedure 432: CANCELLING a CLASS SESSION

When itis imperative to cancel a single class session, the instructor must notify the college through
the Absence Phone Line by 3:00 p.m. for the cancellation of evening classes and by 7:30 a.m. for day
cancellations.

In some cases, classes may be "traded" with another available instructor or a substitute when a
faculty member is ill or an absence from class is essential. This may alleviate the necessity of
canceling. In no case should the instructor arrange for a substitute without the knowledge and
approval of the appropriate academic dean or the Vice President of Academics.

The procedure to be followed is:

A. Instructors who are unable to meet with their class shall notify the Absence Phone Line
adhering to the above times.

B. The Assistant to the Vice President of Academics/Faculty shall notify the Administrative
Assistant to the Vice President of Academics of the cancellation.

C. The Assistantto the Vice President of Academics/Facultywill message all studentswho are
affected by the cancellation.

Procedure History: Adopted by Board of Trustees 7/92, revised 4/13/05, 10/8/14, titles updated
11/20,5/11/23
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Policy 437: CLASSROOM CONTACT HOURS

An instructional contact hour constitutes 55 minutes. Lecture classesthat meetfor 100 minutesor
longer will be scheduled to include a 5-minute break. Lab and other hands-on classes will not
include a scheduled break due to the flexible nature of class activities in these classes.

Policy History: Adopted by Board of Trustees 4/95, revised 4/13/05, 10/8/14,5/11/23
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Procedure 443: ADVISORY COMMITTEES

The Glen Oaks Community College Board of Trustees, under the authority and responsibility of the
policies and procedures of the College, hereby acknowledges and supports the establishment of
Advisory Committeesto assist staffin achievingthe mission of the College and in the development,
review, revision, and delivery of instructional programs.

A. The principal purposes of an Advisory Committee shall be to:

1. Promote cooperation between and among the instructional programs of Glen Oaks
Community College and representative stakeholders and partners.

2. Promote quality instructional programs.

3. Improve the content and the delivery of instruction programs.

B. Specific objectives of this Advisory Committee are to:

1. Provide input to the College about the skills, competencies, knowledge, attitudes,
and other attributes needed.

2. Assistthe College in maintaining currencyin staff, content, facilities, and equipment.

3. Assist in the evaluation of programs by rendering assessments of the goals,
curriculum, operations, facilities, equipment, and the Advisory Committee.

C. Committee Membership

1. The membership of an Occupational Advisory Committee shall consist of at least
sevenindividuals whorepresent employers of present and potential graduates of the
program. Members shall also include individuals who are employed in job areas
which are similar to those entered into by program graduates. Nursing advisory
groups will be in accordance with state requirements and will include a nursing
student from each year.

2. The membership of a non-occupational program advisory committee shall include
individuals who represent area high schools, other area 2- and 4-year colleges and
appropriate community members.

3. Atleast one designated faculty member shall serve as an ex-officio member of the
Committee.

4. The Vice President of Academics, or his/her designee, shall be an ex-officio member
of the Committee.

D. Committee Membership Appointment and Term

1. All Committee members will be invited to participate by the College staff. Those
individuals choosing to serve will be recognized by the Vice President of Academics,
or his/her designee.

2. The terms of Committee membership will be a minimum of one year.

3. Members unable to complete their term of service will notify the appropriate
academic dean or the Vice President of Academics.

E. Committee Meetings

1. Two regular meetings of the Committee may be held during the academic year
(between September 1 to May 1). These meetingswilltypically be held in November
and March. Additional meetings may be called by the Vice President of Academics,
the appropriate academic dean, or upon the writtenrequest of a Committee quorum.
Where applicable, committee meetings should be planned in conjunction with the
St. Joseph Intermediate School District CTE advisory meetings to increase
collaboration and maximize the use of community employers and partners.
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2. Written notices of meetings shall be sentto all members at least one week before
each meeting.

3. A quorum, which is required for approval of all Committee action, will consist of a
simple majority of the Committee membership.

Procedure History: Adopted by Board of Trustees 8/12/92, revised 4/13/05, 10/8/14,titles updated
11/1/19, title update 11/20, 5/11/23

215



Procedure 450: EVALUATION of PROGRAMS

All academic programs will be evaluated on a five-year cycle. The process will involve the College’s
committee specifically tasked with program review and the assessment of student learning. The
process will ensure all Glen Oaks Community College courses are reviewed on at least a five-year
timeline, and will incorporate in elements including student success, retention, and graduation.
Duringthe process, faculty will review data, reflect, and establish goals to accomplishwithin the next
five years.

Programsthat are approved by the State of Michigan as Perkins eligible will also be reviewed through
the Program Review in Occupational Education (PROE) process. In this evaluation process,
implemented through the Perkins Career and Technical Education (CTE) postsecondary program,
occupational programs are evaluated in manyways including 1) student technical skill attainment,
b) the number of credentials, certificates, or degrees students complete, ¢) student retention or
transfer, d) student placement into the workforce, and e) career placement and degree completion
for nontraditional students. This is an ongoing evaluation process involving reliable reporting
instruments and requiring analysis and reporting to the state.

Additional methods that the College uses to evaluate the Nursing Program:

e Clinicalagenciesutilized by the nursing program for student placementwill be evaluated by
students and faculty upon completion of each clinical rotation using an Agency Evaluation
Form. See Procedure 4.50A for form details. Copies of the completed evaluation forms are
kept in the Nursing Office.

e Nursingstudentsare requiredtotake Kaplan nursingexams atthe end of each semester. The
exams are for overall student and curriculum evaluation purposes. Students who do not
achieve a minimum score of 60% on the Kaplan Diagnostic Test administered at the end of
the fourth semester of the nursing program are required to follow the guidelinesin the Nursing
Program Handbook to remedy deficiencies.

e Each year shall elect one representative, and the nursing faculty will select a second
representative, who may attend the Nursing Division and Health Advisory Committee
meetings. They are to bring concerns/ideas/suggestions/praises of their classmates to the
attention of the faculty. Representatives will be responsible for reporting the outcome of
these items to the students they represent.

Procedure History: Adopted by Board of Trustees 7/92, 8/13/97, revised 4/13/05, revised 10/8/14,
5/11/23

216



Procedure 450A: NURSING DIVISION AGENCY EVALUATION FORM

The purpose of this questionnaire is to determine your evaluation of the clinical agencies.
CLINICAL AGENCY:

LOCATION:

COURSE NAME & NUMBER:

OBJECTIVES:

1. Provide information which may be shared with the clinical agency to support and enhance
student learning.
Validate the clinical agency as an appropriate learning environment.
Promote open communication between GOCC Nursing Division and the clinical agency.
Encourage staff awareness of student learning needs.
Assure the clinical learning environment supports the End of Program Student Learning
Outcomes.
a. Client-Centered Care — Nursing graduates will coordinate client-centered care to
diverse populations and across the lifespan.
b. Safety — Nursing graduates will integrate nursing care that promotes safe practice.
c. Teamwork & Collaboration — Nursing graduates will collaborate within nursing and
interdisciplinary teams in the delivery of optimal care.
d. Evidence-Based Practice- Nursing graduates will integrate current evidence-based
practice in clinical decision-making.
e. Critical Thinking — Nursing graduates will demonstrate critical thinking to affect
optimal client outcomes.
f. Informatics & Technology— Nursing graduates willincorporate the use of information
and electronic technology to support decision making.
DIRECTIONS: Near the conclusion of the clinical rotation, reflect upon the experiences you have
had and using the following scale, place the appropriate number on the line provided.
(4) Strongly agree
(3) Agree
(2) Disagree
(1) Strongly disagree
1. 1. Unit/agency was appropriate for the learning needs of students (Critical Thinking).
Staff members served as professional role models (Teamwork & Collaboration).
Staff collaborated with students in meeting learning needs (Teamwork & Collaboration).
Staff were encouraged to practice at their current educational level (Safety).
Current client information was shared with students and instructor (Client-Centered Care).
Staff communicated effectively (Client-Centered Care, Teamwork & Collaboration).
Staff supported various teaching modalities (Critical Thinking).
Unit/agency provided appropriate conference space (Client-Centered Care, Critical Thinking).
Adequate reference material was available (Evidence-Based Care, Informatics & Technology).
10 Sufficient supplies and equipment were available for client care (Client-Centered Care, Safety).
COMMENTS: Your written comments and suggestions are encouraged as a means of evaluating
learning environment and experiences. Please provide comments on the back of this sheet.
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Policy 452: STANDING COMMITTEE RESPONSIBILITIES

The Vice President of Academics will assign full-time faculty to standing committees as referredto in
the collective bargaining agreement between the Southwest Michigan Education Association and the
Glen Oaks Community College Board of Trustees.

Definition of Standing Committee: A Standing Committee is a permanent committee that is required to
meet at least annually to fulfill the mission of the College.

Standing Committees (as determined by the Leadership / College Council)

e Program and Assessment Review Committee
e Fiscal Priorities

o Curriculum Committee

e (College Council

e Strategic Enrollment Management (SEM)

e Online Learning Advisory Committee

o Accessibility Committee

s Emergency Operations Committee

Definition of Ad Hoc Committee: All committees formed that are not Standing Committees will be
designated Ad Hoc Committees. Ad Hoc Committees will be established on demand and will be
disbanded when their charge is completed.

Policy History: Adopted by Board of Trustees 7/02, revised 4/13/05, reviewed by College Council 9-14,
revised 10/8/14,5/11/23
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Policy 490: DISRUPTIVE BEHAVIOR in the CLASSROOM

In order to effectively manage a class, faculty must be clear about the authorities they have to
address disruptive behavior in the classroom.

Disruptive behavior is defined as any student conduct in the classroom that precludes
professors/instructors from performing their instructional functions. Professors/instructors should
use their professional judgment in determining what behavior is considered disruptive.
Professors/instructors should indicate what behavior they consider to be disruptive in the course
syllabus.

Professors/instructors have the right to ask a disruptive student(s) to leave a particular class. If the
student refuses, the professor/instructor should call extension 111 to contact security (i.e.,
maintenance) to escort the student(s) out of the classroom.

Upon the second occurrence by the same student, the professor/instructor has the right to file a
Concern Report about the student’s behavior. The complaint should include a detailed description
of the student’s behaviorand the actionsthe professor/instructortook to remedy the situation. The
Vice President of Student Serviceswill begin an investigation and afford the student(s) due process
to resolve the problem and/or determine possible sanctions.

Additionally, professors/instructors who observe students who show signs of personal distress or
who are engaging in harmful behaviors should file a Concern Report on the College’s website. The
Vice President of Student Services will convene the Behavioral Intervention Team (BIT). This Team

gathers information, assesses the level of threat a student’s behavior poses, intervenes with
students and connectsthem to support services,and makesreferrals as needed. Afew examples of
such behaviors include:

e Threats of harm (direct or indirect) or physical violence

e Any mention of suicide or other acts of self-harm

e |ntoxication/impairment that disrupts the learning or work environment

o Writing or discussing violence, weapons, or harm to others

e Behaviors presenting as possible psychological issues.
Always call 911 if any incident or emergency is life threatening. After emergency response teams
have responded and/or the threat has been removed, complete a Concern Report via the Report a
Concern button on the College website.

Policy History: Adopted 3/01, reviewed 4/13/05, revised 10/8/14, title updated 11/20, 5/11/23
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Policy 500: CODE of CONDUCT

It will be the duty of all trustees and employees of the college, while acting as employees or
otherwise discharging their employment related obligations, to devote their full professional
services and theirindividual skills to the service of the college. All such officersand employeeswill
at all times so conduct themselves in the discharge of their duties as to reflect credit upon and to
further promote the interest of the college.

Employees must, at all times, comply with allapplicable laws, policies and regulations. Glen Oaks
Community College will not condone the activities of employeeswho, forwhatever purpose or goal,
knowingly and willfully violate the law or college policy. Employees uncertain about the application
or interpretation of any legal or policy requirementswillreferthe matterto their supervisor or other
appropriate staff, whowill, if necessary; themselves obtain expert professional advice and counsel.

General Employee Conduct

Glen Oaks Community College, as an employer, has a reasonable expectation that its employees
will conduct themselves in a manner consistent with the best standards of their respective
professions, college policies, andthe expectations of our community and clientele. Hiring processes
will seek to engage individuals with high professional and behavioral standards.

Conflict of Interest

Glen Oaks Community College has a reasonable expectation that all employees will perform their
duties conscientiously, honestly, fairly, andinaccordance with the best interests of the college asa
whole, consistent with our mission, vision, and values. Employees are prohibited from using their
position with the college for the purpose of advancing the personal interests of themselves or any
other party, in a manner contrary to law or college policy. Employeeswillrecuse themselvesin any
such circumstance that would be improper or objectively give the appearance of impropriety, or that
would impugn the college’s academic integrity, or as directed by their supervisor. Employees with
questions or concerns pertaining to conflict of interest should contact the Human Resources
Department for guidance.

As a general policy, the college will not assign an immediate family member to a direct reporting
relationship with another immediate family member (any individuals meeting this definition at the
time of the adoption of this policy will be “grandfathered” unless there is evidence of abuse of the
familialrelationship for personal or familial purpose, or violation of other policy). Immediate family
is defined as spouse, child (including biological, adopted, foster, step, or legal ward), parent
(including in-laws), brother, sister, son-in-law, daughter-in-law, grandparent (including in-laws),
grandchild, aunt or uncle, or relative living at the employee's residence where the employee has day-
to-day responsibility for the individual.

A status meetingthe above referenced definition of immediatefamily memberthat develops aftera
reportingrelationship has been establishedwillbe communicatedtothe supervisor of the position,
who willtake appropriate steps to ensure no preferentialtreatmenttakes place, up to and possibly
including restructuring or reassignment of position (may be governed by negotiated agreement).
Employees are required to advise the Human Resources Office if a proposed assignment would
result ina directreporting relationshipwith an immediate family member orif such a circumstance
develops.

l. Relationships with Clients and Vendors

GlenOaksemployeeswill avoid any actual conflict of interestor appearance thereof with clients,
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vendors, or other parties connected to or involved with the college.
Employeeswillavoidacquiringafinancialinterestinany businessthat hasa current contractual
relationship with Glen Oaks Community College if such investment could influence or
reasonably create the impression of influencing their decisions on behalf of Glen Oaks
Community College, orviolate the Michigan Contracts of Public Servants with Public Entities Act
or other applicable law.

Sample textbooks or equipment obtained by agents of the college for examination purposes will
not be sold for the employee's profit.

Outside Activities, Employment, and Directorships

Employeesare not prohibited from other employment, so long as such employment creates no
interference with the performance of the employee’s duties and responsibilities to Glen Oaks
and creates no conflict of interest that may interfere with the employee’s exercise of judgment
in the best interests of Glen Oaks Community College and the college’s clientele.

A member of the instructional or administrative staff employed on a full-time basis is expected
to give full-time service to the college. However, it is recognized that members of the
instructional and administrative staff are sometimes asked by outside agencies, businesses,
and industries to provide consulting and other professional services.

Normally such activity is encouraged when it:

e contributes to the professional development of the individual, or

e contributes an expertise not commonly available to the solution of a societal problem, or
* has carryover value resulting in the improvement of instructional programs of the college.
For full-time members of the instructional and administrative staff, outside consulting,
professional work, or work for which the individual receives compensation over and above the
individual’s normal compensation from the college, time spent on such outside activities must
be in addition to, ratherthan a part of, the normal full effort expectedfor college work. Outside
work must in no way interfere with the performance of an individual's college duties. Possible
conflict-of-interest situations should be avoided. No outside consultation or other professional
activity should be undertakenwhere such activity is, or may be construedto be, competitive with
any service of the college. Advanced authorization for outside consulting, teaching, or other
professional work must be received from the appropriate supervisor. Any such collateral
employment will be submitted for supervisor approval annually via provided collateral
employment form.

When communicating publicly on matters which may involve the college, in the absence of
written documentation or express authorization by the president or his/her designee or other
certain understanding that the views expressed are those of the college, employees will state
clearly and unequivocally that they are expressing their personal viewpoint and not an official
position of the college.

Gifts, Entertainment, and Favors

No employee may solicit or accept gifts of significant value (i.e., in excess of $50.00), lavish
entertainment orother benefitsfrom potential and actual customers, suppliers or competitors.
Specialcare must be takento avoid eventhe impression of a conflict of interest. Typical business
marketing tools, such as the provision of common office supplies at booths, sponsoring of
professional or public service gatherings and workshops, and provision of meals, snacks, and
beverages at such events, are not considered to create an undue influence so long as such
activities are clearly aimed at and are participated in by at least three separate entities with
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comparable market interest.

Employees may not receive outside payment or compensation of any kind for services provided
as a Glen Oaks employee, except for nominal honorariums for professional speaking or advice
approved by the president or his/her designee, and under no circumstances when the
remuneration could influence, or reasonably appear to influence, decisions in favor of any
person or organization seeking business with or the services of Glen Oaks Community College.

V. Prompt Communications

Any employee who becomes aware of an action, activity, or circumstance onthe part of another
Glen Oaks employee whichis reasonably perceivedas illegal or contraryto Glen Oaks policy is
expected to promptly notify whichever of the following is most pertinent: their immediate
supervisor, human resources, or the business office. Students, visitors, contractors, vendors, or
guests who become aware of or are subject to conduct perceived to be illegal or inappropriate
should immediately notify the Human Resources office.

V. Romantic Relationships

Glen Oaks Community College discourages romantic and sexual relationships between
supervisor and employee or faculty and student. In the event of an allegation of sexual
harassment, the college will carefully scrutinize any defense based on a claim that the
relationship was consensual when the facts establish that an academic or employment power
differential existed within the relationship.

Reporting "Romantic and sexual relationships in the instructional and supervisory" setting:
Faculty members are prohibited from exercisingacademic supervision over persons withwhom
they have a romantic or sexual relationship. (Academic supervision is defined as assigning
grades or otherwise exercising decision-making power that affects the student's academic
record, academic benefits, or progress toward graduation.)

Supervisors are prohibited from having supervisory responsibility over persons withwhom they
have a romantic or sexual relationship. (Supervisory responsibility is defined as any relationship
wherein one person has the power or authority to alter or influence the responsibilities, duties,
terms, and/or conditions of employment of another. Those with supervisory responsibility,
defined in this policy, are not limited to direct or first-line supervisors.) A faculty member or
supervisor who has a romantic or sexual relationship with a person over whom he or she has
academic or other supervisory responsibility must notify his or her immediate superior of the
relationship. The faculty member or supervisor must be removedimmediately fromalldecision-
making processes and supervisory roles concerning the person with whom he or she has the
relationship. The college requires the resolution of all conflicts of interest created by the
relationship. Failure to report the relationship, cooperate in the transfer of supervisory
responsibility, and resolve all conflicts of interest are grounds for discipline, up to and including
termination, under appropriate college policies.

Policy History: Adopted by Board of Trustees 3/11/92, revised 11/10/93, 11/04, 9/13/06, 10/2/14,
9/14/23
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Policy 501: HIRING

Job Descriptions

Anofficialjob description shall be established for each administrative position, a copy of which shall
be stored in official Human Resources files and also in Section 7 of the Policy and Procedures
manual. Majorchange(s) in any previously establishedjob description shall be deemed redefinition
of the respective position and as such is (are) subject to the provision of Changes in Organization
Section. Job descriptions shall include:

e Jobtitle

e Supervisor

e Supervisory responsibility

e Specific area(s) of responsibility

e Minimum qualificationsrequiredforthe job including a statement whetherthese minimums
can be waived.

e Payscale

e Equal Opportunity Statement

Equal Opportunity Employer

Glen Oaks Community College shall comply with Equal Opportunity Employer hiring criteria.

Notice of Vacancies

Priortoa vacancybeingannounced, a Personnel Requisition Form shall be completed and returned
to the Human Resources Department.

The College shall prepare, publish and distribute notices of alladministrative vacancies approved by
the Human Resources Department. All notices of vacancy shallbe posted internally at least five (5)
days priorto filling of the position. All notices of vacancy shall contain the following: job title, specific
area(s) of responsibilities, qualifications required per official job description, pay-scale, and
documents to be submitted with application.

Qualifying for a Vacancy

The Vice-President of that area or the College President shall appoint an individual to serve as the
Chairperson of the Search Committee. The Chairperson, under direction of the Vice-President or
College President, shall be responsible for determining the eligibility of the applicants. The Search
Committee shall be composed of no less than two (2) administrators to review applications,
interview candidates andrecommend appointees for the vacancytothe Vice-President of that area
or the President in areas where no vice-president exists.

Selection Process

An applicant's acceptability will be determined during the screening process by the Search
Committee as a whole. Validated transcripts of academic work, professional certificates, verified
related work experience, and interviews may be used by the Search Committee to document
acceptability of the applicants.
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The Search Committeg, led by the Chairperson, will formulate a written recommendation to the Vice-
President of that area or the President. Such recommendations shall include a listing of preferred
applicants with supporting rationale. Upon review, interview and reference checks, the Vice-
President of that area will make a recommendation to the President. The President shall meet with
all finalists and discuss applicant strengths and weaknesses with the appropriate Vice-President or
direct supervisor prior to a job offer being made.

Salary
Compensation Philosophy:

The Compensation Philosophy of the College is to fairly compensate all employees. The
compensation shall be based on performance, years of experience in position,and a comparisonto
the relevant job market. All recommendations are subject to approval by the President and
CFO/Controller.

Policy History: Adopted by Board of Trustees 3/11/92, revised 3/13/02, revised 11/04, 9/13/06,
10/2/14,9/14/23.
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Policy 501A: LEADERSHIP SUCCESSION PLAN for the PRESIDENT’S
POSITION

1) The Board of Trustees may designate a President’s Council member to act for the

President in the event of an extended absence or an incapacitating illness.

2) The College Board will establish a Steering Committee comprised of three board
members. A chair of the Committee will be appointed.

3) The College Board will establish a “charge” to the Steering Committee. This charge will
include, but is not limited to, the following items:

A) Investigate the use of a consultant and determine if the use of a consultant is
advisable. If a consultant is to be used the Steering Committee will research
consultant firms and make a recommendation to the full board. If it is determined
that a consultant will not be used the Steering Committee will oversee the search.

B) Based on the recommendations of the selected consultant the Steering Committee
will recommend to the full board that a Search Committee be established. The
Steering Committee will recommend the size and composition of the Search
Committee. The Search Committeewillinclude at leastten members and willinclude
the following: the three board members on the Steering Committee, Faculty, GOSSE
members, Administrators, and community members. The Boardwill approve the size
and composition of the Selection Committee.

C) The Faculty & GOSSE unions will be asked to provide a member or members for the
Search Committee. The remaining positions on the Search Committee will be filled
by the Steering Committee members.

D) Ifaconsultantisbeingused the Steering Committee Chairwill be the liaisonwith the
selected consulting firm.

E) The Steering Committee either will work with the consulting firm to determine a
process and timeline or will develop a process and timeline.

F) The Search Committee will work with the consultant, if applicable, to evaluate
applicants and conduct initial interviews.

G) The Search Committee will recommend final unranked candidates to the College
Board.

4) The College Board will interview the candidates recommended to them by the Search

Committee.

5) The College Board will select the new President from among the recommended
candidates or request that the Search Committee provide them with a new group of
unranked candidates.

Policy History: Adopted 6/6/07, revised 9/11/13, 10/2/14, revised 9/14/23
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Policy 502: ADMINISTRATIVE APPOINTMENTS

Initial Administrative Appointments for employees are to be signed by the President of the College
within the framework of the budget and guidelines as established by the college for each position
specified in the budget.

Administrators

Generally, each administrator will be given a statement of annualized salary in dollars, job
title, and general employment expectations.

ORIENTATION PERIOD

A. Administrators

Orientation Process

Every new employee goes through an initial period of adjustmentin order to learnabout the
College and about their work responsibilities. During this time the employee will have an
opportunity to find out if they are suited to, and like, their new position.

Additionally, the initial employment period gives the employee's supervisor a reasonable
period of time to evaluate his/her performance. The initial orientation period is twelve
months.

During this time, new employees will be provided with training and guidance from their
Supervisor. In addition, they will be formally evaluated in accordance with Policy 503. They
may be discharged at any time during this period if their Supervisor concludes that they are
not progressing or performing satisfactorily. Under appropriate circumstances, the initial
orientation period may be extended.

At the end of the initial orientation period, the employee and their supervisor may discuss
their performance. Provided their job performance is "satisfactory" at the end of the initial
orientation period, they will continue in our employment.

PLEASENOTETHAT THE SUCCESSFUL COMPLETIONOF THEORIENTATION PERIOD DOES
NOT CHANGE THE AT-WILL STATUS OF EMPLOYEES.

Employees who have completed their orientation period-Will be subject to the Due
Process for employment related issues.

Employees who are transferred/promoted to a new position after completion of the initial
orientation period will be required to satisfy a subsequent 12-month orientation period
subject to the conditions explained in the previous Orientation Process section.

C. Faculty and Support Staff — Refer to the appropriate collective bargaining agreement.

Salary
PRESIDENT’S COUNCIL

President

Vice-President of Academics

Vice-President of Student Services

Chief Financial Officer / Controller

Executive Director of Communications & Marketing

Executive Director of Institutional Planning, Assessment & Research
Director of HR
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e Director of Business Outreach & Services
e Director of Institutional Innovation

e Foundation Director

o Director of Building & Grounds

e Directorof IT

e Executive Associate to the President

Annualwage increasesforthe administrators whoreport directlytothe President willbe determined
by the President. The criteria used will be performance of stated goals for the prioryear andjudgment
of performance on other work-related responsibilities. Annual wage adjustments for recently hired
Vice-Presidents or other direct reports to the President may be accelerated at the discretion of the
President to equalize the pay to others at these levels.

The level of performance onthese goals may resultin merit pay, of equal percentage rate, foreach of
the Vice-Presidents or other direct reports to the President.

ADMINISTRATIVE/SUPERVISORY

Annual wage increases for the administrative/supervisory personnelwill be distributed by a formula
determined by the President and the administrative/supervisory personnel.

Policy History: Adopted by Board of Trustees 3/11/92, revised 1/13/93, 3/9/99, 3/13/02, reviewed
11/04, revised 10/2/14, 9/14/23
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Policy 503: PERFORMANCE EVALUATION

Evaluation shall be a continuous process which shall include as a minimum a written and oral
evaluation of each administrator by theirimmediate supervisoraccordingtothe timeline below. The
immediate supervisor may render additional evaluations whenever he/she deems it necessary.

Time Frame:

First evaluation at 60 days.

Second evaluation at 6 months.

Then, one evaluation once a year until the third year.

Afterwards, one evaluation every three years or as deemed appropriate by supervisor.
Procedure:

The performance evaluationform approved by the Performance Evaluation Committee shallbe used.

Each administrator shall have the opportunity to read and discuss his/her evaluation with his/her
supervisor prior to the submission of the evaluation to the Human Resources Department. Such
discussion shall be termedthe evaluationinterview. The evaluationinterview shall be scheduled in
advance between the two (2) principals.

At the termination of the evaluation interview, both principals shall sign the written evaluation
document. The evaluated administrator's signature shall denote only that the evaluation was
conducted according to procedure (as stated herein) and does not necessarily imply or denote
agreement with the evaluative content therein.

Written evaluations will be reviewed by the President, if deemed appropriate by the area Vice-
President before the evaluationis sent to the Human Resources Department for inclusionin the
administrator's personnel file.

The following applies to all written evaluations of any administrator:

1. Allwritten evaluations of administrators must be signed by both the rating supervisorandthe
administrator evaluated.

2. An administrator shall have the opportunity to review all evaluations of him-herself and the
opportunity to respond, stating his/her position in writing prior to any evaluation being placed in
his/her personnel file.

Ongoing informal evaluation is encouraged.

Policy History: Adopted by Board of Trustees 3/11/92, revised 11/04, revised 10/2/14, 9/14/23
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Policy 504: DUE PROCESS

Employees will perform their assigned job and comply with college policy, rules, regulations and
policies of the college and the law. The President, or designee, will administer appropriate
disciplinary action resultingfrom misconduct by employees. Such actionwill be inaccordance with
established personnel procedures.

Each violation of employment policies, procedures or standards will be dealt with on an individual
basis considering all the circumstances involved in the incident. Additionally, the impact on
students, co-workers and the community, as well as the general image of Glen Oaks, will be
considered in disciplinary actions. Therefore, there may be incidents which are deemed serious
enough that immediate suspension or termination will take place. In other circumstances, the
progressive discipline and/or corrective action procedures listed below may be followed.

Please note that the following progressivedisciplinary/corrective action process does not modifythe
at-will status of employees. Additionally, progressive discipline/corrective action steps may be
skipped or combined if deemed appropriate by the college.

Our progressive discipline policy and procedure is designed to provide a structured corrective action
process to improve and prevent a recurrence of undesirable behavior and/or performanceissues. It
has been designed consistent with the College’s values, HR best practices and employment laws.

Outlined below are the steps of our progressive discipline policy and procedure. Glen Oaks
Community College reserves the right to combine or skip steps depending upon facts of each
situation and the nature of the offense. The level of disciplinary intervention may alsovary. Some of
the factors thatwill be considered depend upon whetherthe offense is repeated despite coaching,
counselingand/ortraining, the employee's workrecord and the impact the conduct and performance
issues have on the College.

Step 1: Counseling and Verbal Warning

Step 1 creates anopportunity for the immediate supervisorto schedule a meetingwith an employee
to bring attention to the existing performance, conduct or attendance issue. The supervisor should
discusswiththe employee the nature of the problem or violation of College policies and procedures.
The supervisor is expected to clearly outline expectations and steps the employee must take to
improve performance or resolve the problem.

Thereafter, the supervisorwill prepare written documentation of a step 1 meeting. The employee will

be askedto sign this document. The employee’s signature is needed to demonstrate the employee’s
understanding of the issues and corrective action needed.

Step 2: Written Warning

While it is hoped that the performance, conduct or attendance issues that were identified in step 1
have been corrected, Glen Oaks Community College recognizes that this may not always be the
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case. A written warning involves more formal documentation of the performance, conduct or
attendance issues and consequences.

During step 2, the immediate supervisor will meet with the employee and review any additional
incidents or information about the performance, conduct or attendance issues, as well as any prior
relevant correctiveaction plans. Managementwilloutline the consequencesforthe employee of his
or her continued failure to meet performance and/or conduct expectations. A formal performance
improvement plan (PIP) requiringthe employee’simmediate and sustained corrective action may be
issued if the situation merits. A warning outlining that the employee may be subject to additional
discipline up to and includingterminationifimmediate and sustained corrective actionis not taken
may also be included in the written warning.

Step 3: Suspension and Final Written Warning

There may be performance, conduct or safety incidents so problematic and harmful that the most
effective action may be the temporary removal of the employee from the workplace. When
immediate action is necessary to ensure the safety of the employee or others, the immediate
supervisor may suspend the employee pending the results of an investigation.

Suspensions that are recommended as part of the normal progression of this progressive discipline
policy and procedure are subject to approval from the appropriate Vice-President and President.

Depending upon the seriousness of the infraction, the employee may be suspended without pay in
full-day increments consistent with federal, state and local wage-and-houremployment laws. Non-
exempt/hourly employees may not substitute or use an accrued paid vacation or sick day in lieu of
the unpaid suspension. Due to Fair Labor Standards Act (FLSA) compliance issues, unpaid
suspension of salaried/exempt employees is reserved for serious workplace safety or conduct
issues. HR will provide guidance so that the discipline is administered without jeopardizing the FLSA
exemption status. It will be within the discretion of the President to suspend any employee with or
without pay.

Pay may be restored to the employee if an investigation of the incident or infraction absolves the
employee.

Step 4: Recommendation for Termination of Employment

The last and most serious step in the progressive discipline procedure is a recommendation to
terminate employment. Generally, Glen Oaks Community College will try to exercise the progressive
nature of this policy by first providing warnings, final written warning and/or suspension from the
workplace before proceeding to a recommendationtoterminate employment. However, Glen Oaks
reserves the right to combine and skip steps depending upon the circumstances of each situation
and the nature of the offense. Furthermore, employees may be terminated without prior notice or
disciplinary action.
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Management’s recommendation to terminate employment should be done in conjunction with the
Human Resources Department and must be approved by the appropriate Vice-Presidentand the
President.

Nothing in this policy provides any contractual rights regarding employee discipline or counseling,
nor should anything in this policy be read or construed as modifying or altering the employment-at-
will relationship between Glen Oaks Community College and its employees.

Performance and Conduct Issues Not Subject to Progressive Discipline
Behavior that is illegalis not subject to progressive discipline and may be reported to local law
enforcement. By way of illustration and not limitation, acts such as theft, intoxication atwork, fighting

and other acts of violence are also not subject to progressive discipline and may be grounds for
immediate termination.

Documentation

The employee will be provided with copies of all progressive discipline documentation, including all
performanceimprovement plans. The employee will be asked to sign copies of this documentation
attesting to their receipt and understanding of the corrective action outlined in these documents.

Copies of these documents will be placed in the employee’s official personnel file in the Human
Resources Department.

Policy History: Adopted by Board of Trustees 3/11/92, reviewed 11/04, revised 10/2/14,9/14/23
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Policy 505: CHANGES in ORGANIZATION

The President, following consultation with the President’s Council, may determine that it is in the
bestinterest of the College to eliminate, redefine, reclassify, or create any administrative position, or
to effect other organizational changes in the administrative structure.

Before any reorganizationisimplemented, the affected administrators shall be given an opportunity
to meet with the President and/or appropriate Vice-President to discuss criteria and possible
alternatives. Items to be discussed may include:

1. The specific change(s) being recommended.

2. Rationale supporting the change(s).

3 Related job descriptions for the affected administrator.

4. Implementation date(s).

5. An organizational chart reflecting all changes.

6. How much compensation will be provided for added duties and/or responsibilities.

Policy History: Adopted by Board of Trustees 3/11/92, reviewed 11/04, revised 9/13/06, revised
10/2/14, 9/14/23
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Policy 506: LAYOFF

In order that the College might offer continuous employment for its administrators, the Board of
Trustees of Glen Oaks Community College has attempted to employ the exact number of
administrators that is necessary to competently administer the educational process at Glen Oaks
Community College. In the future there may be a need for a reductionin administrators because of
an absence of student enrollment or an absence of sufficient finances with which to continue some
of the college services. The Board of Trustees, therefore, has established a layoff procedure which
recognizesthe individualadministrator's duration of service, educational background and abilities.

Afteravenuestoincrease revenues, reduce expenditures orincrease enrollmenthave been analyzed
by the Board of Trustees, andif the Board of Trustees determine that these avenues will be ineffective,
the President, after meeting with a selected committee, shall submit to the Board of Trustees a
proposed layoff procedure for administrators. The President shall consider the impact of the
proposed layoff procedure upon all employees of the College, including administrators, faculty,
secretarial-clerical, maintenance and custodial, when drafting the proposed layoff procedure. The
final layoff procedure, as proposed by the President, shall be presented to the Board of Trustees of
Glen Oaks Community College for its consideration.

If the Board of Trustees declares that a layoff of administratorsis necessary, the Board shall give as
much advance notice to the affected administrators as is possible. Whenever it is necessary to
decrease the size of the administrative staff, temporary administrators and probationary
administrators shall be the firstto be laid off, PROVIDED that the remainingadministrators have the
then, present ability to perform the duties of the laid-off temporary administrators and/or the laid-off
probationary administrators. All laid-off administrators shall be allowed to continue their health
insurance coverage pursuant to the federal COBRA provisions.

Policy History: Adopted by Board of Trustees 3/11/92, reviewed 11/04, revised 10/2/14,9/14/23
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Policy 507: ENROLLMENT in GLEN OAKS CLASSES

The College provides tuition waivers for eligible employees upon employment. For eligible full-time
employees, their spouses, and dependent children (including the natural-born, adopted or stepchild
under the age of 24 26, the benefitis equal to 100% of the academic course tuition charge.

The benefit for eligible part-time: instructors’/staff/, either hired directly by Glen Oaks as an
employee or placed on assignment at GOCC by EduStaff, is tuition and fee (except for course fees
and those associatedwith competitive degrees and certificates (NursingandAllied Health) for ONE
course during the semester of employment.

The benefit for eligible part-time employees (at least 50% Full-Time Equivalency), their spouses, and
any children under the age of 26 (according to the language stated above), is equal to 50% of the
academic course tuition charge. Eligible employees are those belonging to the Administrative,
Faculty Senate, or GOSSE classifications. For dependents, no fee waiver applies. Foremployees, all
fees are waived. This tuition waiver benefit does not apply to Business Services courses and
seminars. Glen Oaks will waive costs for a given course one time only, provided that a grade of 2.0 or
betteris attained. Employeeswill be required to sign adocument agreeingto pay back to Glen Oaks
through payroll deduction the amount of tuition and fees for a course where a grade of 2.0 or better
is not attained.

Prior to the semester in which course(s) is being taken, all eligible employees and their spouses
dependents children planning to use this benefit mustvisit the Financial Aid Office in person tosign
the appropriate forms authorizingthis benefit and complete the necessary registration procedures.
The Financial Aid Office must obtain authorization from the Human Resources Department before
approving the tuition remission request. Employees are required to present proof of dependent
children to the Human Resources Office, such as marriage license, birth certificate, adoption
certificate, etc.

Employeesusing this benefit are expectedto schedule courses outside of their normalwork hours.
When a supervisor is requiring the employee to complete a course as part of a performance
improvement plan, and it is only offered during work hours, an exception may be granted, and the
employee will not be required to use vacation/personal time to cover missed work. However, if an
employee is seeking, ontheirowninitiative, totake a course either forworkimprovement orin pursuit
of a job-related degree, upon approval from the supervisor, the employee will be required to use
vacation/personal time or a written flex time arrangement to cover work missed. In the event an
employee is not satisfied with the supervisor’s decision, they may make an appeal to either the
appropriate Vice-President or President (whichever would be considered the next level supervisor for
that employee).

Board of Trustees and Foundation Board members may receive free tuition under the guidelines
outlined above for full-time employees. If the given board member is age 62 or above, than

Policy 310 Residency, Tuition and Fees (Senior Citizen waiver) will be applied instead of Policy
507.Work-study students, departmental assistants and temporary personnel are not eligible.
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Inordertorecognize years of service to Glen Oaks Community College, employees who have reached
at least ten or twenty years of service are eligible for the following benefit in the event they leave
employment with the College:

10+years of service:50% waiver ofacademic course tuition for the employee, their spouse, andtheir
eligible dependent children.

20+ years of service: Waiver of academic course tuition for the employee, their spouse, and their
eligible dependent children.

Glen Oaks will pay for a given course one time only, provided that a grade of 2.0 or better is attained.

Employees covered by a negotiated agreementwillreceive tuition waiver benefits as outlined in the
negotiated collective bargaining agreement.

Policy History: Approved 10/12/14, revised 9/14/23
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Policy 509: TUITION REIMBURSEMENT

GOCC has established a tuition reimbursement program to help eligible employees improve job
skills and enhance opportunitiesfor advancement. This program is open to eligible employeeswho
wish to voluntarily pursue educational courses on trainingfrom an accredited college, university, or
trade school. The tuition reimbursement program is administered by Human Resources. This
program is contingent upon the annual appropriation of funds for this purpose and is subject to
change at any time.

Eligibility

Regular full-time employees

Employees on leave (unless specifically approved for an educational leave) are not eligible
for this benefit.

Completion of a minimum of one year of employment as a regular status employee.

Course Requirements, Other Provisions

Course must be from an accredited college, university, or trade school.

Course must be for credit or extended education purposes. Audited classes are not eligible.
Course must be directly related to employee’s current job or deemed to increase the
employee’s knowledge skills and abilities to potential advancementopportunities withinthe
college.

OR

The course must be required to fulfill specific requirements for a degree program that the
employeeiscurrently enrolledin and the degree program s relatedto the employee’sjobor
to a position available within the college.

Courses must notinterfere withthe employee’sjob responsibilities and must be taken onthe
employee’s own time.

Under special circumstances, the President may authorize an employee to attend classes
during normalworking hours; however, itisthe responsibility of both the individual employee
and the supervisor to ensure that the employee makes up all lost time.

Process

The employee should meetwith his/her supervisor and in some cases Human Resources to
request consideration for tuition funding. If applicable, employee should complete the
Degree Application and Approval Form with an outline of required courses.

Priorto registration, employees are requiredto complete a Course Schedule Approval Form
and submit the form to their Supervisor with their course schedule. Supervisor submits to
Human Resources. Alternatively, if enrollingin a degree program, the employeeisrequired to
submit anoutline of all courses required (alongwith corresponding descriptions)for advance
approval of the degree program. Once the degree program is approved, the employe will
follow the process forindividual classes with the exception of providing course description(s)
as the courses will be approved in advance.
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e Within sixty (60) days of completion, the employee is required to submit the Course
Completion with 2.0 grade or better, Reimbursement Request Form and grade(s) to Human
Resources for final review of eligible tuition reimbursement with itemized tuition/fee
statement.

Reimbursement

e Approval of tuition reimbursement requests are contingent upon the availability of tuition
reimbursement funds specifically budgeted for this purpose. Should funding become
insufficientto meetreimbursementrequests duetoincreased demand, budget cutbacks, or
for any other reason, reimbursements will be processed on a first-come, first-served basis.

e Reimbursementeligibility is subject to conditions, requirements and processes, as explained
in this policy.

e Reimbursementis limited to $5,250 per fiscal year, per employee.

e Upon completion: Reimbursementwill be made onthe basis of one hundred (100%) percent
of the tuition cost (not to include registration fees, books, lab fees, etc.).

e Employeeswho receive tuition support or financial assistance from alternate sources must
report such amount and shall not be eligible to be reimbursed for any amount that they do
not have to repay.

Repayment Obligation

e Employees who drop or fail receive less than a 2.0 grade for a course will not be eligible for
reimbursement and will not receive reimbursement.
o Employeeswho do not submit final grade(s) within sixty (60) days of completion of course(s)
will not receive reimbursement.
e Employees who leave employment by their own initiative shall be required to reimburse the
college according to the following schedule:
» Within one year of completion of the course(s): 100%
» Within 24 months of completion of the course(s): 75%
» Within 36 months of completion of the course(s): 50%
» Norepayment will be required after 36 months

NOTE: This policy may differ for those employees who are members of recognized unions,
organizations, or associations as per contract.

Policy History: Adopted by the Board 3/5/15, revised 9/14/23
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Policy 510: E-MAIL

Purpose

The purpose of the email policy isto ensure the proper use of Glen Oaks Community College
email system and make users aware of what Glen Oaks deems as acceptable and
unacceptable use of its email system. This policy outlines the minimum requirements for use
of email within The College network.

Scope

This policy covers appropriate use of any email sent from a Glen Oaks Community College
emailaddressand applies to allemployees, vendors, and agents operating on behalf of Glen
Oaks Community College.

Policy

All use of email must be consistent with Glen Oaks Community College policies and
procedures of ethical conduct, safety, compliance with applicable laws and proper
business practices.

The College email account should be used primarily for Glen Oaks Community College
business-related purposes; personal communicationis permittedonalimitedbasis, but
non-college related commercial uses are prohibited.

All College data contained within an email message or an attachment must be secured
according to the Data Protection Standards.

Email should be retained only if it qualifiesas a Glen Oaks Community College business
record.

Email that is identified as a Glen Oaks Community College business record shall be
retained according to the College Record Retention Schedule.

The College email system shall not be used for the creation or distribution of any
disruptive or offensive messages, including offensive comments aboutrace, gender, hair
color, disabilities, age, sexual orientation, pornography, religious beliefs and practice,
political beliefs, or national origin. Employees who receive any emails with this content
from any Glen Oaks Community College employee should report the matter to their
supervisor immediately.

Users are prohibited from automaticallyforwarding Glen Oaks Community College email
to a third-party email system. Individual messages which are forwarded by the user must
not contain Glen Oaks Community College confidential or above information.

Users are prohibited from using third-party email systems and storage servers: (iCloud,
Hotmail, Yahoo, etc.) to conduct Glen Oaks Community College business, to create or
memorialize any binding transactions, or to store or retain email on behalf of Glen Oaks
Community College. Such communications and transactions should be conducted
through proper channels using the College approved documentation.

Using a reasonable amount of Glen Oaks Community College resources for personal
emailsisacceptable, but non-work-related email shall be savedin a separate folder from
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work-related email. Sending chain letters or joke emails from a Glen Oaks Community
College email account is prohibited.

o GlenOaks Community College employees shall have no expectation of privacy in anything
they store, send or receive on the institution’s email system.

o Glen Oaks Community College may monitor messages without prior notice. The College
is not obliged to monitor email messages.

Policy History: Adopted by Board of Trustees 3/8/18, reviewed 9/14/23
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Policy 511: REMOTE WORK

Eligibility

To be eligible for remote work, an employee must be ina Remote Eligible Position. Remote work will
not be appropriate for all positions withinthe college, due to the nature of the work and/or the amount
of student and employee interaction necessary to provide an appropriate campus community to our
students. Remote workis not an entitlement, or a college-wide benefit,andin noway alters the terms
and conditions of employment with the College. The College must approve any remote work
arrangements, and all approved remote work must be carried out in accordance with the signed
Remote Work Agreement (see below.) A remote work arrangement may be changed or discontinued

by the College at any time, with or without cause (at will). Every effort will be made to provide 30 days’
notice of such change; there may be instances, however, when no notice is possible.

Additionally, the Supervisor and/or the corresponding Vice-President may designate time periods
where remote work is not allowed (e.g., due to the needs of the department).

To be eligible, the employee must meet the following criteria:

e Must be employed in an administrative position.

e Most recent performance evaluations must have an average rating of meets or exceeds
expectations (employees who are on a performance improvement plan or have a recent
disciplinary action on file will not be eligible).

e Must have a satisfactory attendance record.

e Must have reliable home internet service.

e No position will be eligible to be permanently fully remote.

e Most of the work is quantifiable and/or results can be measured by work output or
compliance with deadlines.

e Must have above average job knowledge and technical/computer knowledge to ensure
remote work is effective.

Remote Work Agreements must be approved by the Supervisor, corresponding Vice-President, and
the College President.

The college IT Departmentis only responsible for the support and repair of college equipment. The IT
Departmentis notresponsible for troubleshooting the remote worker’s home internet or equipment.

EMPLOYEE EXPECATIONS

1. Remotework arrangements are notintended to be a substitute for childcare, medical leave,
or other paid leaves of absence. Remote work should be conducted at the home address
listed on file for the employee, in a secure, confidential environment that protects the
college’s data, employees, and student privacy. If an employee needs to work in a location
other than the designated workspace, the employee must obtain approval, in writing, in
advance, from their supervisor and corresponding Vice-President.

2. Confidentialdocuments, records, or files may not be physically housed or stored off campus.
Additionally, meetings with clients, vendors, students, or other employees shall not be held
at the employee’s homework site.
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3. The employee must be actively working and be accessible via phone and email during

the College’s core business hours and/or during their scheduled shift as agreed to with
their supervisor. The employee must communicate their schedule and how they may
be contacted to other employees, students, or others doing business

with the College through appropriate communication methods (e.g., voicemail,
automatic email replies, email signatures, phone list, etc.).

The employee must be willing and able to report to work in person, as needed, to attend
meetings, campus events, or otherwise meet the needs of the department and/or the
college.

If remote work is interrupted or not possible due to technology issues, internet
connection issues, power outages, etc. the employee must either report to campus for
in person work or utilize paid leave for the hours not worked. Employees will not be
eligible for mileage reimbursement when required to report to on-campus work.

The employee must determine any tax or legal implications under IRS, state and local
government laws, and/or restrictions of working out of a home-based office. Responsibility
for fulfilling all obligations in this area rests solely with the employee.

The employee shall be responsible for costs associated with the setup of the employee’s
home office, such as remodeling, furniture, lighting, and repairs/modifications of the home
office space.

SUPERVISOR RESPONSBILITIES

Monitoring the effectiveness of the remote worker and the impact on the department.

2. Determining how they will measure productivity of the remote worker.

3. Establish and document the modality and frequency they will meet with the remote work to
ensure the employeeis included on key communications,initiatives, and connectionto the
department and/or team.

4. Perform areview of the remote work arrangements after the 90-day trial period, and annually
thereafter.

PROCESS

The Employee and Supervisor will complete a Remote Work Agreement Form and obtain
signed approval from the corresponding Vice-President and College President. (A Remote
Work Agreement is only necessary for those employees who will be working remotely on a
regularly scheduled, long-term basis (i.e., an agreement is not required for short periods,
limited assignment work, or one-off scenarios such as a COVID Isolation).

The Remote Work Agreement will be submitted to the Human Resources Department for
review and filed in the employee’s personnel file.

Remote Work Agreements are subject to a 90-day trial period to assess impact and
effectiveness.

Remote Work arrangements will be subject to an annual review, which must be submittedto
HR.

Policy History: Adopted by Board of Trustees 12/8/22, reviewed 9/14/23
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Procedure 511A: REMOTE WORK AGREEMENT FORM

Employee Information:

Name: Request Date:

Position: Department:

Supervisor: Start Date: End Date:
Requested Remote Work Arrangement:
Remote Work Schedule:

Remote Work Schedule On Campus Work Schedule
Sunday to to
Monday to to
Tuesday to to
Wednesday _to to_
Thursday to to
Friday to to
Saturday to to

Supervisor Responsibilities:

90-Day Review Date:

What metric willbe used to measure productivity/success?

What modality and frequency will be used to maintain communication with the remote worker?

Approvals:
By signing this request, | state that | have read the remote work policy and understand the
responsibilities and obligations therein and agree to the terms and conditions set forth. | believe that
my work can be completedwithinthe above schedule and locationwith no loss of customer service of
disruption to others in my department, the College, or external customers.

I understand thatit is my responsibility to make my remote arrangementa success. The college may terminate
or modify the remote work agreement at any time, with or without cause.

Employee: Date:
Director/Supervisor Date:
Vice-President Date:
College President: Date:
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600 - ADMINISTRATIVE SERVICES
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Policy 601: DEPOSIT and INVESTMENT of FUNDS

The Board of Trustees hereby authorizes the Vice-President of Finance or his designee to invest the
idle funds of the community college district in accordance with Public Act 299 of 1984.

Policy History: Adopted by Board of Trustees 9/14/88, revised 2/05, title update 2020.
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Policy 601A: CASH HANDLING POLICY

It is the policy of Glen Oaks Community College to ensure that sufficient controls are in place to
maintain compliance with governmental internal control standards.

“Cash handling” includes all monies received by any Glen Oaks Community College (the College)
employee on behalf of the College, whether coin, currency, check, money order, traveler’s check, or
credit card payment. Thisincludes monies collected on behalf of the College departments, athletics
and student groups. Allcash handling isto be monitored by the business office. When applicable, all
cash handling should be done by the College Cashier.

The College does not support the use of petty cashfunds. Any department or group requiringa cash
fund or cash “drawer” to enable the ability to collect fees, fines or to sell a product must obtain
approval from the business office and follow appropriate procedures for establishing and
maintaining a cashfund. The business office reserves the right to monitor and audit these cashfunds
atany time.

Allfundraisers and raffles must be preapproved by the business office. Fundraisers and raffles must
be conducted in compliance with state regulations and follow appropriate College procedures.
Failure to follow these requirements may result in the loss of fundraising privileges.

All employees that have cash handling responsibilities are expected to annually review their actual
cash handling procedures to ensure compliance with College policy.

Policy History: Adopted by Board of Trustees 3/20/13.
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Policy 602: USE of FEDERAL FUNDS

No federal appropriated funds have been paid or will be paid by or on behalf of the undersigned, to
any officer or employee of any agency, a Member of Congress, an officer or employee of Congress,
or an employee of a Member of Congress in connection with the making of any Federal grant, the
entering into of any cooperative agreement, and the extension, continuation, renewal, or
modification of any Federal grant or cooperative agreement. If any funds other than Federal
appropriated funds have been paid or will be paid to any person for influencing or attempting to
influence an officer or employee of any agency, a Member of Congress, an officer or employee of
Congress, or an employee of a Member of Congress in connection with this federal grant or
cooperative agreement, the college shall complete and submit Standard Form-LLL, "Disclosure
Form to Report Lobbying", in accordance with its instructions.

Policy History: Adopted by Board of Trustees 5/17/95, reviewed 2/05.
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Policy 602A: FEDERAL SUPPLANTING REGULATION POLICY

Federal funds received under the Carl D. Perkins Vocational and Technical Education Act will be so
used as to supplement, and to the extent practicable, increase the amount of state and local funds
that would in the absence of such federal funds be made available for the use specified in the Act,
and in no case supplant such state or local funds.

Policy History: Adopted by Board of Trustees 3/20/00, reviewed 2/05.
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Policy 602B: PERKINS RESTRICTED FUND POLICY

1. Upon receipt of state approval to expend funds, the President authorizesthe Vice-President
of Academics andthe Vice-President of Students (state approved Occupational Contact) to
expendfunds in accordance with the state approved allocations and application guidelines.

2. The Vice-President of Students must approve all expenditures.

3. Allexpenditures mustbe maintainedinandtracked by approved allocation category as noted
in the approved application.

4. Equipmentinventoriesare maintainedinaccordance with Department of Education Dean’s
Guide.

Policy History: Adopted by Board of Trustees 3/20/00, revised 2/05, titles updated 6/14, titles
updated 2020.
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Policy 603: CASH DEPOSITS
Daily Cash/Check Out

The cash registers shall be closed and the cash drawers balanced daily. The cash drawers shall be
checked by the Controller or designated individual (who shall not be the individual responsible for
the cash drawer).

Bank deposits will normally be made whenever cash on hand exceeds $3,000.00. Excess cash shall
be kept in the safe until deposited.

Policy History: Adopted by Board of Trustees 7/92, revised 2/05.
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Policy 604: ACCOUNTS PAYABLE CHECK SIGNING

College accounts payable checks will be issued with manual or machine signatures. Any two of the
following Board of Trustees signatures must be on the check.

(1) Chairperson
(2) Vice-Chairperson
(3) Secretary

(4) Treasurer

Policy History: Adopted by Board of Trustees 1/13/93, revised 2/05, title updated 2020.
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Policy 606: ADMINISTRATIVE PROCEDURE for PAYROLL TIME
SHEETS

Purpose

The form, when signed by the employee and his supervisor, will signify an understanding by both
parties regarding the reason for the employee's absence from his job. It will provide clear
documentation for a charge to the employee's accumulated leave time, or for a reduction in the
employee's salary because of authorized leave without pay.

Procedure

With the exception of sick leave, employees shall have prior approval for leave. The form shall be
prepared and signed by the employee and also signed by the supervisor. The number of days' leave
shall be entered, along with the dates. The employee shallturn the form in to their supervisor at the
end of each month. The approvedtime sheets should be received by payroll by the first payday of the
following month.

The filled-out examples are attached.

Policy History: 9/21/81, reviewed 2/05.
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Policy 607: PAY PERIODS

Administrative and professional personnel will be paid biweekly. All monthly deductions will be
divided equally between the first two pay periods of each month.

Policy History: Adopted by Board of Trustees 12/5/66, revised 6/5/68, reviewed 2/05.
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Policy 610A: PURCHASING POLICY

Office of Origin: Dean of Finance and Administration/CFO

Statement

Glen Oaks Community College (the College) is committed to maintaining financial and business
practices that assure equal opportunity to all proprietorships, partnerships, corporations, and/or
companies that provide equipment, products, and / or services to the College.

The College is an Equal Opportunity institution, affording enrollment, employment, and services
without distinction on the basis of age, color, height, weight, creed, disability, marital status, sexual
orientation, national origin, political affiliation, race, religion, or sex.

College purchases of tangible property in excess of $100,000 that are not intended for resale will
require competitive sealed bidding with advertisement through appropriate media outlet. These
purchases furthermore will require Board of Trustee (the Board) approvalinwritingandin advance of
the purchase commitment.

When it is determined that it is neither practicable nor advantageous to solicit bids because of the
unique or unquantifiable nature of an item or service required, the Competitive Request for Proposal
or Request for Qualifications method may be used.

Strategic capital and program expansion projects that have been approved as part of the College’s
annualbudget will not require subsequent Board approval. The Board will, however, be advised of the
results of any such bids in excess of $100,000.

Policy History: Adopted by Board of Trustees: 12/12/12
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Policy 611: PURCHASING PROCEDURE

General

Under no conditions may an order be placed via telephone or otherwise without prior
assignment of a purchase order number. If you desire to have the shipment marked for your
attention, do so by typing "Mark shipment attention (nhame)" onthe internal requisition form.

Need for Quotations and Bids

A.

Deans have the authority to purchase goods or services up to a limit of $5,000. Bids will
be atthe discretion of the Vice-President of Finance depending onthe goods or services
required.

The College President has the authority to purchase goods or services up to a limit of
$10,000. Bids will be at the discretion of the President depending on the goods or
services required.

All purchases not allocated for in the general operating budget of the college shall be
called for by the Board of Trustees. Sealed bids shall be required, and shall be opened
and read in public, at the time and place specified on the request for bid. Bids received
after the specified time for bid opening and after the first bid has been opened shall be
returned to the vendor unopened.

Role of the Deans

D.

E.

Review all purchase requisitions from reportable staff.

Evaluate purchase orders for merit based upon budgetary limitations and program
priorities.

Maintain a file of originator copy of purchase order noting purchase order number
assigned.

Administerdiscrepancies or adjustments in instructional budget, subject to the review
of the Vice-President of Finance.

Responsible for all purchases in accordance with above general provisions.

Role of the Business Office

A.

Informative

1. Provide staff with purchase requisition forms.

2. Provide current budgetary information as approved by the Board of Trustees.

3. Provide Executive Councilmemberswith monthly information as available regarding
departmental expenditures and encumbrances.

4. Answer questions and investigate discrepancies.

Purchasing Process - Receive approved purchase requisitions from staff and process

(assign purchase order number, code and mail).

Responsible for general institutional purchases in accordance with above general

provisions.

Administer bidding procedures as required.
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E. Final checkpoint for budgetary control - Discuss any potential or actual problems with
the appropriate administrators.

Policy History: Adopted by Board of Trustees 12/13/00, reviewed 2/05, titles updated 2020.
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Policy 613: ASSET MANAGEMENT

Purpose

Asset managementis the process of procuring, identifying, tracking, maintaining, and disposing of
an asset owned by an enterprise. The Asset Management Policy provides the processes and
procedures for governing the enterprise asset lifecycle while an enterprise is using an asset. An
inventory must be created and maintainedto support the enterprise’s mission. This inventory must
be current and reflect the current assets owned and operated by the enterprise.

Responsibility

The IT Departmentisresponsible for all enterprise asset managementfunctions. Thisinformationis
relayedto other departments within the enterprise such as finance, accounting, and cybersecurity
as required or needed. IT is responsible for informing all users of their responsibilities in the use of
any enterprise assets assigned to them.

Acquisition

"9 |mplementation Group 1: Safeguard 1.1
1G2 1G3

1. The IT Department shall assign unique identifiers to all existing and newly acquired enterprise
assets.

2. Each enterprise asset (e.g., desktops, laptops, servers, tablets), where applicable, must have
an enterprise asset tag affixed to the device with this identifier.

3. Record the enterprise asset identifier alongside other relevant information within the IT
inventory. Thisistoinclude:

Enterprise asset identifier

o o

Date of purchase

Purchase price

a o

Item description

Manufacturer

oo

Model number

Serial number

T @

Name of the enterprise asset owner (e.g., administrator, user), role, or business unit, where
applicable.

Physical location of enterprise asset, where applicable

j- Physical (Media Access Control (MAC)) address
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k. Internet Protocol (IP) address

l. Warranty expiration date

m. Any relevant licensing information

4. IT must verify the enterprise asset inventory every year or more frequently.

Discovery

n

g Implementation Group 1: Safeguard 1.2

1G2 1G3

1. Enterprise assets not included within the inventory must be investigated, as these assets may
be unauthorized.

a. Assets not owned by the enterprise must be removed from the network unless temporary
accessis granted by The IT Department.

b. Assets owned by the enterprise but not kept within the enterprise asset inventory must be
added to the inventory.

2. Users are required to connect their enterprise assets to the enterprise network on a weekly
basis, where practical.

3. Permanently air-gapped systems must be approved by IT.

4. IT must address unauthorized assets on a weekly basis at a minimum.

5. IT must choose to remove the unauthorized asset from the network, deny the asset from
connecting remotely to the network, or quarantine the asset.

Usage

In general, refer to the enterprise’s Acceptable Use Policy. The following can substitute until an
appropriate policy is created:

1. Users must handle all enterprise assets with care.

2. Annually, or more frequently, verification of each enterprise asset must be completed in-
person or remotely unless an exemption is authorized by supervisory management.

3. Itisthe responsibility of the enterprise asset owner to:
a. Maintain control over the enterprise asset.

b. Contact IT with any problems such as malfunctions, needed repairs, and underutilized
equipment or in the event of equipment loss.
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Controlled Disposal

1. Enterprise assets to be decommissioned or retired must be returned to IT.
2. IT must make a copy of the user data, as needed.

3. ITwill be responsible for the secure erasure of the primary memory storage device within the
enterprise asset, where applicable.

4. IT will be responsible for updating the status of the enterprise asset within all enterprise
management systems.

a. ITmust ensure that records are retained in compliance with the Record Retention Policy.

5. Document the removal of the enterprise asset from the enterprise within the asset inventory.

Uncontrolled Disposal

1. All lost or stolen enterprise assets must be immediately reported to the appropriate business
units, including IT, cybersecurity, and finance.

2. Areport must be filed with law enforcement for all enterprise assets assumed stolen.

3. Lostand stolen enterprise assets must have theiraccess to enterprise data revoked as soon as
possible.

a. The enterprise assets must also be removed from the inventory.

Acronyms and Abbreviations

o CIS: Center for Internet Security

o CIS Controls: Center for Internet Security Critical Security Controls
e COTS: Commercial-off-the-shelf

e laaS: Infrastructure as a Service (laaS)
e |CS: Industrial Control System

o |G:Implementation Group

e |oT: Internet of Things

e |P:Internet Protocol

e |T:Information Technology

e MAC: Media Access Control

e PaaS: Platform as a Service (PaaS)

e SaaS: Software as a Service

Glossary

e Asset: Anything that has value to an organization, including, but not limited to, another
organization, person, computing device, information technology (IT) system, IT network, IT
circuit, software (both an installed instance and a physical instance), virtual computing
platform (common in cloud and virtualized computing), and related hardware (e.g., locks,
cabinets, keyboards). Source: Asset(s) - Glossary | CSRC (nist.gov)
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Asset inventory: An asset inventory is a register, repository or comprehensive list of an
enterprise’s assets and specific information about those assets. Source: Asset Inventory |
FTA (dot.gov)

Asset owner: The department, business unit, or individual responsible for an enterprise
asset. Source: CIS

Cloud environment: A virtualized environment that provides convenient, on-demand
network access to a shared pool of configurable resources such as network, computing,
storage, applications, and services. There are five essential characteristics to a cloud
environment: on-demand self-service, broad network access, resource pooling, rapid
elasticity, and measured service. Some services offered through cloud environments
include Software as a Service (SaaS), Platform as a Service (PaaS), and Infrastructure as a
Service (laaS).

Enterprise assets: Assets with the potential to store or process data. For the purpose of this
document, enterprise assets include end-user devices, network devices, non-
computing/Internet of Things (loT) devices, and serversin virtual, cloud-based, and physical
environments. Source: CIS Controls v8

End-user devices: Informationtechnology (IT) assets used among members of anenterprise
during work, off-hours, or any other purpose. End-user devices include mobile and portable
devices such as laptops, smartphones, and tablets as well as desktops and workstations.
For the purpose of this document, end-user devices are a subset of enterprise assets.
Source: CIS Controls v8

Enterprise asset identifier: Often a sticker or tag with a unique number or alphanumeric
string that can be tracked within an enterprise asset inventory. Source: CIS

Mobile end-user devices: Small, enterprise-issued end-user devices with intrinsic wireless
capability, such as smartphones and tablets. Mobile end-user devices are a subset of
portable end-user devices, including laptops, which may require external hardware for
connectivity. For the purpose of this document, mobile end-user devices are a subset of
end-user devices. Source: CIS Controls v8

Networkdevices: Electronic devices required for communication and interaction between
deviceson acomputer network. Networkdevicesinclude wireless access points, firewalls,
physical/virtual gateways, routers, and switches. These devices consist of physical
hardware as well as virtual and cloud-based devices. For the purpose of this document,
network devices are a subset of enterprise assets. Source: CIS Controls v8
Non-computing/Internet of Things (loT) devices: Devices embedded with sensors, software,
and other technologies for the purpose of connecting, storing, and exchanging data with
other devices and systems over the internet. While these devices are not used for
computational processes, they support an enterprise’s ability to conduct business
processes. Examples of these devices include printers, smart screens, physical security
sensors, industrial control systems, and informationtechnology sensors. Forthe purpose of
this document, non-computing/loTl devices are a subset of enterprise assets. Source: CIS
Controls v8

Physical environment: Physical hardware parts that make up a network, including cables
and routers. The hardware is required for communication and interaction between devices
on a network. Source: CIS Controls v8
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e Portable end-user devices: Transportable, end-user devices that have the capability to
wirelessly connect to a network. For the purpose of this document, portable end-user
devices caninclude laptops and mobile devices such as smartphones and tablets, all of
which are a subset of enterprise assets. Source: CIS Controls v8

e Remotedevices: Any enterprise asset capable of connecting to a network remotely, usually
from public internet. This can include enterprise assets such as end-user devices, network
devices, non-computing/Internet of Things (loT) devices, and servers. Source: CIS Controls
v8

e Servers: A device or system that provides resources, data, services, or programs to other
deviceson eitheralocal area network or wide area network. Servers can provide resources
and use them from another system at the same time. Examples include web servers,
application servers, mail servers, and file servers. Source: CIS Controls v8

e User: Employees (both on-site and remote), third-party vendors, contractors, service
providers, consultants, or any other user that operates an enterprise asset. Source: CIS

o Virtualenvironment: Simulates hardware to allow a software environment to run without the
need to use a lot of actual hardware. Virtualized environments are used to make a small
number of resources act as many with plenty of processing, memory, storage, and network
capacity. Virtualization is a fundamental technology that allows cloud computing to work.
Source: CIS Controls v8

Policy History: Adopted by Board of Trustees: 9/8/22
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Policy 615: DOCUMENT RETENTION and DESTRUCTION POLICY

The Sarbanes-Oxley Act (2002) addresses the destruction of business records and documents and
turns intentional document destruction into a process that must be carefully monitored. Nonprofit
organizations, including higher education institutions are expected to have a written, mandatory
document retention and periodic destruction policy. Policies such as this areintended to eliminate
accidentalor innocent destruction. In addition, itis important for administrative personnelto know
the length of time records should be retained to be in compliance.

General Principles:

1. Documents that have limited or transitory value (e.g. draft versions of reports or
correspondence; routine acknowledgements or notifications; requests for information;
transmittals of information; documents of which multiple copies are known to exist
elsewhere; “courtesy” copies of faculty publications; “cc” copies of reports or memos;
copies of widely distributed documents such as policies and procedures manuals;
publications such as newsletters, programs, brochures, and promotionalliterature) need not
be retained.

2. Multiple copies of a record need not be retained. For example, if a certain document is
required to be filed in the office of the Dean of the College and/or Human Resources, for
example,andthe practiceisthatthe documentisinfact centrally filedinthisway, thenthere
is no reason for a department or for an individual faculty member to retain a copy of that
document.

3. All sensitive, financial or confidential records should be shredded before disposal. This
includes all documents that contain personal information (social security or University ID
numbers; computer login IDs or passwords; home addresses or telephone numbers;
indicators of academic performance, including course or assignment grades; faculty or staff
performance evaluation information).

Electronic vs. Paper copies

While many colleges have developed record retention policies, not many of these policies
address electronic documents. In general, however, materials that have value beyond one
year should be maintained as paper documents. The dangeristhat electronicallystored data
will become corrupted or simply be allowed to survive in a particular medium after the
technology to read that medium has disappeared from campus. It is important, therefore,
that materialsthat may be needed over a period of manyyears (or evendecades) be keptin
written form, though perhaps primarily by way of backing up an electronic file.

When destroyingdocuments that are electronic, including email, itis important to note that
thisis not the same as merely deletingthe file ordocument from your software program. The
deleteddocument remainson the local drive or on a serverand may be able to be restored.
Be awarethatifitisnecessarytocompletelydestroy anelectronic recordyou should consult
with IT personnel for assistance.
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Procedural time frames:

The following tables provide the minimum requirements. Records may be maintained for longer

periods of time as desirable.

(A) Typical office document types:
Type of Document Minimum Requirement
Accounts payable ledgers and schedules 7 years
Auditreports Permanently
Bank Reconciliations 2 years
Bank statements 3years
Checks (for important payments and purchases) | Permanently
Contracts, mortgages, notes, and leases (expired) | 7 years
Contracts (still in effect) Permanently
Correspondence (general) 2 years
Correspondence (legal and important matters) Permanently
Correspondence (with students and vendors) 2 years
Deeds, mortgages, and bills of sale Permanently
Depreciation Schedules Permanently
Duplicate deposit slips 2 years
Employment applications 3 years
Expense Analyses/expensedistributionschedules | 7 years
Year End Financial Statements Permanently
Insurance Policies (expired) 3years
Insurance records, current accident reports, | Permanently
claims, policies, etc.
Inventories of products, materials, and supplies 7 years
Invoices 7 years
Minute books, bylaws and charter Permanently
Payrollrecords and summaries 7 years
Personnelfiles (terminated employees) 7 years
Retirement and pension records Permanently
Tax returns and worksheets Permanently
Timesheets 7 years
Trademark registrations and copyrights Permanently
Withholding tax statements 7 years
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(B)

For academic offices and records the following should apply, consistent with applicable

state and federal law or regulation and with applicable collective bargaining agreement(s):

Record Type

Retention Period

Record Format

Additional Notes

Faculty search
files

Faculty files
(tenure-track)

Faculty files
(annual
contract, non-

tenure-track)

Staff records

Retain allfiles for 3 full
years from date
positioniis filled

1. Retain all materials
from time of hiring
until tenure
consideration is
complete

2. Thereafter,
selectively discard
material that is >5
years old

3. Upon faculty
member’s retirement
or resignation, retain
current file for 3 full
years

Retain all materials
while faculty member
is active and for 3 full
years following most

recent teaching
assignment

Retain all materials
(including annual

reviews) for first 5
years of employment,
then prune judiciously
and material >5 years
old. Upon retirement
or resignation, retain
current file for 3 full
years

Keep complete
dossier from every
applicant in written
form (HR)

Include annual
reviews (with
supporting

documentation),
professional
correspondence, etc.
Retain materials that
you believe might be
useful in future for
decision-making

Retain materials that
you believe might be
useful in future for
decision-making
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Duplication: Dean retains

documentation only for
successful candidates
Disposal: Shred any

confidential material when
disposing of file

Duplication: Dean also
retains annualreview forms

Disposal: Shred any
confidential material when
pruning file

Duplication: Dean wil
archive information
indefinitely.

Disposal: Shred any
confidential material when
pruning file

Disposal: Shred any

confidential material when
disposing of file

Duplication: Human
Resources retains annual
review forms

Disposal: Shred any
confidential material when
pruning file



Course
scheduling
documents, and
bulletin copy

Course syllabi

General routine
correspondence

not covered in
other categories
Councils,
Committees,
Boards

Student papers
(advising files,
papers, theses)

Associate Dean
should exercise
discretioninassessing
usefulnessin providing
background for future;
no legal requirement
for retaining any of
these materials

Syllabi must be
retained indefinitely.

Retainfor 2 yearsfrom

end of relevant
correspondence
“thread”

Retain minutes,
reports, etc. for two
years.

Retain single-course

items until the period
to appeal any relevant
action has elapsed;
retain advising files 1
year beyond
graduation of the
student in question

Associate Dean
maintains complete
files and is
responsible for

ensuring that syllabi
are available in one
location for (a) grade
appeals and (b)
requests from other
institutions for
information regarding
transfer of credit.

Policy History: Adopted by Board of Trustees 5/13/09
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Duplication: remember
that much of this material
can be obtained from the
Registrar’s office

Disposal: Shred any
confidential material when
pruning file

Disposal: Shred any
confidential material when
pruning file

Disposal: Shred any

confidential material when
pruning file



Policy 616: WHISTLEBLOWER

The Glen Oaks Community College encourages all faculty, staff, students, and volunteers, acting in
good faith, to report suspected or actual wrongful conduct. The college is committed to protecting
individuals from interference with making a protected disclosure and from retaliation for having
made a protected disclosure or for having refused anillegal order as defined in this policy. College
faculty, staff, students, or volunteers may not retaliate against an individual who has made a
protected disclosure or who has refused to obey an illegal order. College faculty, staff, students, or
volunteers may not directly or indirectly use or attempt to use the official authority or influence of
their positions or offices for the purpose of interfering with the right of an individual to make a
protected disclosure to the individual’s immediate supervisor or other appropriate administrator or
supervisor within the operating unit, or other appropriate college official about matters within the
scope of this policy.

It is the intention of the college to take whatever action may be needed to prevent and correct
activities that violate this policy.

Guidelines

Definitions
A. Wrongfulconduct-A serious violation of college policy; a violation of applicable state and
federallaws; or the use of college property, resources, or authority for personal gain or other
non college-related purpose except as provided under college policy.

B. Protected disclosure — Communication about actual or suspected wrongful conduct
engaged in by a college employee, student, volunteer, agent, or contractor (who is not also
the disclosing individual) based on a good faith and reasonable belief that the conduct has
both occurred and is wrongful under applicable law and/or college policy.

Individuals who are aware of or have reason to suspect wrongful conduct should report the

conduct to:

1. Thedisclosing individual’s supervisor, either verbally or in writing, or

2. Anyofficelistedinthis policy under Procedure for Reporting Violations, eitherverbally or
in writing, or

3. The appropriate governmental unit, law enforcement office, or state ethics commission
after first providing a written communication about the wrongful conduct to the
appropriate college administrator as identified in Procedure for Reporting Violations of
this policy.

Individuals who wish to be protected by the federal Whistleblower Protection Act must
provide a writtenreportthat provides sufficient detail to identify and describe the violation.

C. Retaliation - Adverse actionagainstan individualbecause she or he has made a protected
disclosure or has participatedinaninvestigation, proceeding or hearinginvolving a protected
disclosure.
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Intent of Policy

A.

C.

This policy is intended to protect any individual who engages in good faith disclosure of
allegedwrongful conduct to a designated college official or public body. More specifically it:

1. Encourages individuals to disclose wrongful conduct engaged in by others to the
appropriate college official sothat prompt, correctiveaction can be taken by the college;
2. Informs individuals how allegations of wrongful conduct can be disclosed;

3. Protectsindividualsfrom reprisal by adverse employment action or other retaliationasa
result of having disclosed wrongful conduct (individuals who self report their own
misconduct are not afforded protection by this policy); and

4. Provides individuals who believe they have been subject to reprisal or false allegations a
fair process to seek relief from these acts.

Any communicationthat provestohave beenboth unsubstantiated and made with malice or

with knowledge of its falsity is not protected by this policy. This policy is also intended to

protect individuals against false allegations of wrongful misconduct.

Nothingin this policy is intended to interfere with legitimate employment decisions.

Regulations

A.

Acting in good faith. Anyone making a protected disclosure or filing a complaint concerning
a violation or suspected violation of this policy must be acting in good faith and have
reasonable grounds for believing the information disclosedindicates a violation of the policy.
False allegation. Any employee or volunteer who knowingly or with reckless disregardfor the
truth gives false information or knowingly makes a false report of wrongful conduct or a
subsequent false report of retaliation will be subject to disciplinary action, up to and
including termination. Any student who makes false allegations in the non-employment
settingwill be subject to judicialaction. Allegationsthat are not substantiatedyetare made
in good faith are not subject to corrective action.

Retaliation. No individual who makes a protected disclosure will suffer harassment,
retaliation, or adverse employment consequences. Any person who retaliates against any
individual who makes a protected disclosure is subject to discipline up to and including
termination. This Whistleblower Policyis intended to encourage and enable employeesand
others to raise serious concerns within the college prior to seeking resolution outside the
college.

Confidentiality. Protected disclosures may be made on a confidential basis by the
complainant or may be submitted anonymously through the college’s reporting line.
Protected disclosures and investigatory records will be kept confidential to the extent
possible, consistentwith the need to conduct an adequate investigation,andinaccordance
with the Michigan Public Records Act (PA 388 of 1976).

Handling Protected Disclosures. The offices (listed in Procedure for Reporting Violations
below) receiving the protected disclosure will notify the disclosing individual (if her or his
identity is known) and acknowledge receipt of the reported violation or suspected violation
within ten working days for most issues and within 48 hours for alleged criminal or
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environmental violations. All reports will be promptly investigated within 45 calendar days
and appropriate corrective action will be taken if warranted by the investigation.

Procedure for Reporting Violations

A.

Individuals should share their questions, concerns, suggestions, or complaints with a college
administratorwho canaddressthem properly. Inmany casesthe individual’s supervisorisin
the best positionto address an area of concern. If an individualis not comfortable speaking
with the supervisor, or is not satisfied with the supervisor’s response, individuals should take
their concerns to the offices listed below that willinvestigate and/or addressthe concernas
appropriate.

Academic misconduct matters — Vice-President of Academics, 294-4250

Athletics matters — Department of Athletics, Athletic Director, 294-4213

Criminal matters — local law enforcement

Employment matters — Human Resources, 294-4229 or 294-4232

Financial matters — Chief Financial Officer, 294-4255

Legal matters — President’s Office, 294-4233

Student matters—All mattersinvolving students, inthe non-student-employment setting,
not covered by the offices listed above - Vice-President of Student Services,294-4230
8. All other matters — President’s Office, 294-4233

Supervisorswhoreceive protected disclosures are required to contact the appropriate office
listed in Procedure for Reporting Violations.

NoOok~kobd =

Individual Responsibilities

A.
B.

Be knowledgeable about this policy.
Report violations or suspected violations of the policy to the individual’s direct supervisor or
to the appropriate administrator or office as noted above.

Unit/Department Responsibilities

A.

B.

Familiarize employees, students, and volunteers with this policy and incorporate into your
orientation materials.

Transfer findings of wrongful conduct or false allegations to be maintained by the appropriate
office in the individual’s personnel file.

Office of Human Resources Responsibilities

A. Accept andinvestigate protected disclosures regarding employment matters.

B. Accept andinvestigate complaints of retaliation for making protected disclosures.

C.

D. Provide information about this policy during new employee orientation and periodic

Provide training for managers and units about this policy.

professional development training.

Policy History: Adopted by Board 5/13/09, titles and phone numbers updated 2020
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Policy 617: IDENTITY THEFT RED FLAG
POLICY AND PURPOSE

This policyisintended to meetthe requirements of the FTC “Red Flag Rule.” Glen Oaks Community
College has adopted this policy as approved by the Board of Trustees. Oversight of this policy is
through the Board of Trustees and President, and amendments may be approved by the Board of
Trustees.

Identity theftisa fraud committed or attempted using the identifying information of another person
without authority. It is the policy of Glen Oaks Community College to undertake reasonable
measures to detect, prevent, and mitigate identity theft in connection with the opening of a
“covered account” or any existing “covered account,” and to establish a system for reporting a
security incident.

BACKGROUND

Red Flag Rules
In 2003, the U.S. Congress enacted the Fair and Accurate Credit Transaction Act of 2003

(FACT Act) which required the Federal Trade Commission (FTC) to issue regulations requiring
creditors” to adopt policies and procedures to prevent identify theft. In 2007, the

Federal Trade Commission (FTC) issued a regulation known as the Red Flag Rule. The rule requires
“financial institutions” and “creditors” holding “covered accounts” to develop and implement a
written identity theft prevention program designed to identify, detect and respond to “Red Flags.”
That regulation became enforceable on May 1, 2009.

DEFINITIONS

Covered Account — A covered account is a consumer account designed to permit multiple
payments or transactions. These are accounts where payments are deferred and made by a
borrower periodically over time such as a tuition or fee installment payment plan.

Creditor— Acreditorisa person or entity that regularly extends, renews, or continues credit and any
person or entity that regularly arranges for the extension, renewal, or continuation of credit.

Examples of activities that indicate a college or college is a “creditor” are:
¢ Participation in the Federal Perkins Grant program;
¢ Offering institutional loans to students, faculty or staff;

¢ Offering a plan for payment of tuition or fees throughout the semester, rather than requiring full
payment at the beginning of the semester.

Identifying Information — Any name or number that may be used, alone or in conjunction with any
other information, toidentify a specific person, including: name, address, telephone number, social
security number, date of birth, government issued driver’s license
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or identification number, alien registration number, government passport number, employer or
taxpayer identification number, student identification number, computer’s Internet Protocol
address, routing code or financialaccount number such as credit card number, in combinationwith
any required security code, access code, or password that would permit access to an individual’s
financial account.

Red Flag—- A redflagis a pattern, practice or specific activity thatindicates the possible existence of
identity theft.

Security Incident—A collection of related activities or events which provide evidence that personal
information could have been acquired by an unauthorized person.

IDENTIFICATION OF RED FLAGS
Broad categories of “Red Flags” include the following:

¢ Alerts— alerts, notifications, orwarnings from a consumerreportingagency including fraud alerts,
credit freezes, or official notice of address discrepancies.

¢ Suspicious Documents — such as those appearing to be forged or altered, or where the photo ID
does not resemble its owner, or an application which appears to have been cut up, re-assembled
and photocopied.

e Suspicious Personal Identifying Information — such as discrepancies in address, Social

Security Number, or other information on file; an address that is a mail-drop, a prison, or is invalid;
a phone number that is likely to be a pager or answering service; personal information of others
already on file; and/or failure to provide all required information.

¢ Unusual Use or Suspicious Account Activity —such as material changes in payment patterns,
notification that the account holder is not receiving mailed statement, or that the account has
unauthorized charges.

¢ Notice from OthersIndicating Possible Identify Theft—such asthe institutionreceiving notice from
avictim of identity theft, law enforcement, or another account holder reports that a fraudulent
account was opened.

DETECTION OF RED FLAGS

Employees shall undertake reasonable diligence to identify Red Flags in connection with the
opening of covered accounts as well as existing covered accounts through such methods as:

* Obtaining and verifying identity;
¢ Authenticating customers; and
¢ Monitoring transactions.

A data security incident that results in unauthorized access to a customer’s account record or a
notice that a customer has provided information related to a covered account to someone
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fraudulently claiming to represent the college or to a fraudulent web site may heighten the risk of
identity theft and should be considered Red Flags.

RESPONSE TO RED FLAGS

Unless otherwise directed by the college, the detection of a Red Flag by an employee shall be
reportedto the Vice-President of Finance and Administration. Based on the type of Red Flag, the IT
Department and the Vice-President of Finance and Administration will determine the appropriate
response.

SECURITY INCIDENT REPORTING

An employee who believes that a security incident has occurred shall immediately notify their
appropriate administrator and, unless otherwise directed by the institution, the college. After
normal business hours, notification shall be made to the institution security officer or other
responsible off hour administrator. Uponreview of the incident, the responsible administrator shall
determine what steps may be required to mitigate any issues that arise in the review. In addition,
referral to law enforcement may be required.

TRAINING AND PROGRAM REVIEW

All employees who process any information related to a covered account shall receive training
following appointment on the procedures outlined in this document. Refresher training may be
provided annually. Periodically the policy, procedure and training shall be reviewed to assess the
need for changes orimprovements.

Policy History: Adopted by Board of Trustees 5/8/13, titles updated 2020

271



Policy 618: ACCOUNTS RECEIVABLE and COLLECTIONS

Itis the mission of Glen Oaks Community College to ensure that students pay theirtuitioninatimely
manner, and to maintain a healthy bad debt ratio. By the start of class each semester, every student
should be paid infull, be enrolled in a FACTS payment plan, have pending Financial Aid or have a
letter of intentto pay from a Third Party. Throughout the semester a student’s account balance may
be adjusted by attendance, payments received from various financial aid and from third party
agreements. These adjustments may result in a balance due to the College. The College will make
every effort to communicate these changes and balances with the student and to collect those
balances in a timely manner.

Policy History: Adopted by Board of Trustees 5/8/13.
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Policy 620: TRAVEL GUIDELINES

Purpose/Rationale:

The purpose of thisdocumentisto establish and define the limits and the conditionsrelatedto travel;
to guide the selection of the most cost-effective means of travel; andtoidentify allowable expenses
for travel. This is an administrative procedure.

The travel environment is a constantly changing environment. To better meet the needs of our
internal customers, and to continue to improve this process, we have updated these travel
guidelines, which will take effect on January 1, 2008. The changes in the procedure are based on
feedback receivedfrom the Business Office and from the college leadership on what works welland
what doesn't. The Business Office has also identified travel areas that needed improvements or
updating, such as meal per diems, and the use of Excel files for ease of filling out the forms.

Scope:

The travel guidelines apply to all Glen Oaks employees who travel on College business. Travel at
GOCC s defined as any trip in excess of 100 miles one way and/or requiring overnight lodging.

Principles:

1. All employees must receive approval of their supervisor/department head prior to travel
Additional levels of approval may vary by department.

2. Travel on College business should be conducted in the most cost-effective manner that is
feasible for the circumstances. Groups traveling together are encouraged to attempt to pool
resources wherever possible--i.e. car pooling, room sharing, etc.

The greatest possible flexibilityin arranging for the least expensive fares will be a chief consideration

when scheduling your travel arrangements.

TYPES OF TRAVEL FORMS:

Note thatthe travel formsidentified below are the official forms to be submitted, and are available in
the Business Office and on our internal shared drive (in the S:/forms/travel/ folder). In general,
expense forms submitted to the Business Office (with all proper receipts and approvals) are
processed within one week.

Form Description Distribution

Travel Authorization This form is used to Business Office - only if
document official travel advance or
approval of employee prepayment of expenses

travel on college business. = arerequested.

All college employees
must have written
approval from their
supervisorand the
Business Office (if

Department - the
department should
maintain a file copy.
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Expense Reimbursement
Request

Mileage Reimbursement
Request

advance or prepayment is
requested) prior to travel.

This form is used forall
travel expenses that the
college employee is
submitting for
reimbursement.

The form must be signed
by the supervisor and
person with budget
authority (if different) prior
to submitting to the
Business Office for
payment. Please include
receipts.

There are three sections to
this form:

Mileage expense -for
mileage claimed

Expenses - forall other
types of expenses

Account Distribution - to
ensure correct GL
Accounts are charged

Used for mileage only with
no other expenses

TRAVEL LIMITS AND CONDITIONS

No official travel (in excess of 100 miles one way and/or requiring overnight lodging) is to be
undertakenuntil a Travel Authorization Form has been approved by the traveler’s supervisor and the

Business Office.

1.0 Personal Funds to be Supplied

Employeesshall provide themselves with sufficient funds for all authorized expenses, except when

authorized to obtain an advance.

1.1 Travel Advance

When requesting authorization to travel, an employee may request a cash advance (on the Travel
Authorization Form) not to exceed the total approved by the appropriate supervisor/committee. No
travel advance of less than $50 will be approved. Upon completion of travel the employee must file
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anaccounting of expensesto the Business Office on an Expense Reimbursement Request Form. This
form with appropriate receipts must be filed within seven (7) working days after completion of travel.

1.2 Reimbursable Expenses

Only the actual and necessary expenses essential to the ordinary comforts of a traveler in the
performance of official dutieswill be reimbursed. In compliance with Internal Revenue Service (IRS)
regulations, the college meal reimbursements are determined using established set amounts for
daily meals, or "per diems" (see 1.6). Records must still be maintained that provide the time, place
and business purpose of the travel. Meal costs beyond the established per diem allowances are the
responsibility of the employee. Meal per diem is to be reduced appropriately when any meals are
furnished as part of the program/meeting.

Travel shall be by the most direct route possible and any person traveling by an indirect route shall
assume extra expenses incurred thereby. Expenditures for laundry, valet service, alcoholic
beverages, typing, personal telephone calls, entertainment, theater and/or banquet tickets,
recreational events, etc. (except when banquet costs appear on the program and are a part of the
meeting) are considered personal costs and will not be reimbursed. Any exceptions to the above
must be approved in writing by the President.

1.3 Official Station

All Glen Oaks Community College employees will consider the Centreville campus as their official
station. No transportation costswill be reimbursed for commuting between an employee’s place of
residence andthe College. Mileage reimbursements will be based onthe shorter of the two distances
from either the employee's home or the GOCC campus to the destination where travelingto on
official college business. Meals and lodging within a distance of fifty (50) miles from the campus shall
not be allowed except when authorized by the employee's supervisor.

1.4 Transportation by Common Carrier

Whether travel is by air or other means, persons in official travel status for Glen Oaks Community
College are entitled to transportation and service, which meet reasonable and adequate quality
standards for convenience, safety, and comfort. This general policy meansthat a traveler should use
the same care in incurring expenses that a prudent person would exercise if traveling on personal
business. College vehicles are not to be left in storage at common carrier departure points.

a. Travel by Air

Lessthanfirstclassairaccommodationwill be used tothe maximum possible. Allreasonable efforts
will be expended to make use of the lowest available fares unless the requirements of the lowest
available fares would cause travel at unreasonable hours, excess circuitous routing, or result in
added direct expenses offsetting any savings. Where more costly accommodations are necessary,
satisfactory explanation mustaccompany the request for travel and approval must be obtained prior
to booking travel.

Expenses as a result of changes to scheduled air travel reservations due to personal preferences;
excess luggage charges; in-flight charges; personal items such as clothing, luggage, magazines,
newspapers, toiletries, etc.; medicalbillsincurred during travel; "no-show" charges; losses such as
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theft of personal property or lost luggage; and optionalinsurance coverage are all non-reimbursable
expenses.

b. Taxicab or Limousine Service

Charges will be allowed provided the traveler provides written explanations or receives prior
approval. Tip(s) shall be included in charges

1.5 Travel by Personal, Privately-owned Automobile
a. Limitation on Use

Employees are encouraged to use their personally owned vehicles (POV) if traveling by common
carrierwill cause undue delay or would be more costly. Employees may electtouse theirPOVinlieu
of less costly common carrier provided they agree to accept the least costly common carrier fare as
total paymentfortravel costsincurred. Travel time in excess of thatrequired by common carrier must
be taken as vacation or personal business time.

b. Mileage Rate

Mileage shall be reimbursed at the rate established by the IRS listed in the current IRS CODE,
SECTION 162, regardless of number of passengers. For reimbursement of mileage expensesonly and
when no other related expenses are being claimed, the Mileage Reimbursement Form should be
used. Official mileage is established by using Yahoo!Maps at www.yahoo.com andwill be computed
from andto campus unlessthe distance from the employee'shome tothe destinationis shorter. The
college mileage rate will be adjusted whenever a new IRS rate is posted.

c. Parking Charges

Necessary parking charges will be allowed. Receipts are required to substantiate claims. Meter
chargeswill be allowedwhen date and placeislisted onthe Expense Reimbursement Request Form.
Parking and traffic tickets are not reimbursable.

d. Toll Charges

Claimsforreimbursement should be made usingthe standard reimbursement form. Reimbursement
requests for amounts less than $10 total need not be accompanied by receipts.

1.6 Meal Charges

Reimbursement for meal charges while on official college business or when approved via the
standard Travel Authorization Form will be based on the established per diem rates as follows:

For travel within the continental United States the reimbursement rate will be:
Breakfast—$12
Lunch—$18

Dinner—$28 for a total per diem of $58
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I[temized documentation andreceipts are not required for this per diem method of reimbursing meal
costs. Records must still be maintained, however, that provide the time, place and business purpose
of the travel.

Recognizingthatthe employee incurs some eating expenses whetherthey are at work or home, the
daily per diemrates are setto defray costsincurred, and not necessarily toreimburse to the full cost
of the meals while traveling. Thus meal costs in excess of per diem rateswill not be reimbursed and
are the responsibility of the employee.

In some instances an employee may need to buy a meal for a customer, contact, etc., as a cost of
doing business. In these instances, in compliance with IRS guidelines, a receipt must be submitted
alongwith documentation statingthe name/company of the guest, the business purpose of the meal
and confirmationthat business was discussed. Reimbursement of the employee's meal cost will be
based on per diemratesabove, and the guests' meal costs should be listed as other expenseson the
Expense Reimbursement Request Form.

1.7 Lodging/Accommodations:

Accommodationsfor college employeeswill be based onthe standard or conference rate. Should an
employee desire an upgrade to aroom other than standard, the employee will be reimbursed only for
the standard single/double rate. The difference inrate will be atthe expense of the employee and will
not be reimbursed. If an employeeis sharing a room with another college employee, the rate will be
based on double occupancy rate. Personal room charges, such as in-room movies, mini-bar, dry
cleaning, etc., on hotel bills will not be reimbursed.

1.8 Fees and Other Expenses:

Expensesincurredfortelephone and fax for business communications whileon college business are
reimbursable withinreason. An explanation of the business purpose should accompany the charge.
Rental car expenses are reimbursable if prior approval is obtained. Registration and fees not paid
prior to the trip are reimbursable.

1.9 Combining Personal Travel with Business Travel:

Personaltravel may be combined with businesstravel, provided thereare no additional coststo Glen
Oaks as a result of the personal segment of the travel. Additional hotel, meals, transportation and
incidental expenses incurred during the personal segment of travel will not qualify for
reimbursement. GOCC will not reimburse for travel expenses for family members or friends
accompanying the employee.

Policy History: Adopted by Board of Trustees 7/92, revision to mileage section 1.5 B on 6/9/04,
reviewed 2/05, revised 9/14/05, 12/1/07.
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Policy 621: REIMBURSABLE EXPENSES

1. Professional staff candidates, when invited to the campus for an interview, may be allowed
necessary expenses for travel, lodging and meals upon written request.

2. Staff members, upon application and approval, will be reimbursed for authorized expenses
related to their duties.

3. Newly employed full-time administrators and faculty whose residence is outside the Glen
Oaks Community College District may be allowed fifty (50) percent of the cost of moving
household goods providedthat an estimate of the costis submittedto, and approved by, the
college previous to the moving day.

Policy History: Adopted by Board of Trustees 1/13/93, reviewed 2/05.
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Policy 622: USE of SCHOOL SUPPLIES and FACILITIES

School facilities and supplies are for institutional purposes only and should not be used by
employees for personal benefit. Exceptions to this are the use of offices and library, the use of
telephones for local calls and the use of recreational or entertainment facilities when available.

Employeesshallreimburse the school for personallong distance telephone calls or personal use of
the copy machines.

Employees shall reimburse the school for the personal use of the school's fax machines at the rate
of fifty cents ($.50) per page local and $1.50 per page long distance.

Policy History: Adopted by Board of Trustees 7/92, reviewed 2/05.
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Policy 623: TERMS and CONDITIONS for USE of COLLEGE FACILITIES

1.

10

11.

12.

Glen Oaks Community College facilities are constructed and maintained for the purpose of
housing College related activities. Occasionally, when facilities are not being used for
instructional purposes, permission may be granted for use by non-profit educationally
related functions. The request for facilities usage shall be in writing and received by the
College Business Office ten days in advance of the function. Charges for the facilities use will
be determined by the Vice-President of Finance based on the assessed building fee and
direct and indirect costs involved.

All persons, firms, corporations, organizations or associations using the facilities shall
comply with and be bound by the following terms and conditions and College rules and
regulations. The User understands that only the services, area and equipment specified on
this applicationblank are to be utilized. No extras such as equipment, rooms, special areas
or otherconditions areinvolvedinthis agreement except as specifiedinthe application, and
any verbal agreement shall be confirmed in writing and properly approved by the College
Business Office.

The College reserves the right to approve or reject all applications for the use of College
facilities.

The User of the College'sfacilities hereby agreesto hold the College harmless from any loss,
damage, liability, cost and/or expense that may arise or inany manner may be caused by the
use of the College's facilities.

A College employee, or a designated individual, shall be on duty whenever afacility is being
used.

The User of the College's facilities hereby agrees to provide competent and responsible adult
supervision sufficient in number to supervise the contemplated activity. This supervision
shall be agreed upon at the time usage is granted by the College.

Nothing is to be sold without written permission from the College Business Office.

Under no circumstances are any alterations of equipment or facilities to be made or any
supplemental equipment used without permission from the College Business Office.

The User of the College'sfacilities hereby agreesthatit shall not bring fireworks, explosives,
guns, or weapons of any nature upon the College properties. No intoxicatingliquors shall be
kept, used or consumed, except in the "Nora Hagen House" or in its adjacent rear yard.
Smoking shall be permitted only in designated areas.

. The User of the College's facilities hereby agrees to use the College facilities only in

conformity with the federal laws, the laws of the State of Michigan, andthe laws of St. Joseph
County. The User agreesto abide by all ordinances, rules or regulations of any governmental
agency having jurisdiction over the College properties.

The User of the College's facilities hereby agrees to take reasonable care of all equipment
and facilities and to assume all monetary liability for any damage which shall occur to the
College's property. All damage to College property shall be promptly reported. A damage
deposit may be required by the College prior to the use of College facilities and equipment.
The User of the College's facilities hereby asserts that they have read and understand all of
the terms, conditions, rules and regulations containedin this Agreement and hereby agrees
to abide by and conform to each and every term, condition, rule and regulation. The User
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shall carry liability insurance in order to pay for all damage to the properties of the College
and for any injury to persons, which may occur as a result of the contemplated usage.

Date:

Signature of Person Responsible:

Phone:

Policy History: Adopted by Board of Trustees 8/9/89, revised 2/05, titles updated 2020
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Policy 623A: PROCEDURE for USE and CHARGES for the NORA
HAGEN HOUSE

1.
2.

All for-profit businesses will be charged.
All not-for-profit organizations will be charged. (If the College has active membership in the
organization, one meeting per year may be held at no charge.)

The Board of Trustees of the public schools may use the house once per year for planning
purposes at no charge.

Exceptions to the above may be made with the approval of the President and the Vice-
President of Finance.

Policy History: Adopted by Board of Trustees 7/92, revised 2/05, titles updated 2020
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Policy 630: EMPLOYEE DISCOUNT

Glen Oaks Community College employees will receive an employee discount of twenty percent
(20%) on allGOCCinsignia merchandise sold at the Book Store. This discount isavailable to all full-

time and part-time employees.

Policy History: Adopted by Board of Trustees 11/13/96, reviewed 2/05.
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Policy 640: REGULATIONS for USE of COLLEGE-OWNED MOTOR
VEHICLES

The followingrules will be observedin the use of college-owned motorvehicles. Ingeneralthese are
patterned after State of Michiganrules, published by the Department of Management and Budget on
April 1, 1976.

1. Drivers of Glen Oaks Community College vehicles are asked to observe the following
guidelines:

a. A college-owned vehicle shall not be used for personal purposes.

b. A college-owned vehicle shall not tow any trailer except those owned or rented by the
college.

c. Please observe all posted speed limits, traffic rules and regulations; also, all traffic and
parking ordinances.

Please drive carefully and safely, and set a good example for all other drivers.
Please adjust your speed to driving conditions.

f. Alwayscarryyour validdriver's or Class lll license. See Paragraph 6 (page 2) for Class ||
license requirements.

g. Do not consume or transport alcoholic beverages or other intoxicating substances in a
college-owned vehicle.

2. Do not drive at speeds in excess of the speed limits posted by the State or municipalities. Fines
for violations of any speed limit are the obligation of the driver, as well as other traffic violations
incurred by the driver.

3. Add-on equipmentsuch asradios, trailer hitches, etc. must have prior approval of the Director of
Buildings and Grounds.

4. Ifyouareinvolvedin an accident, observe the following procedures:

a. Stop the car; follow steps normally required, including obtaining names and addresses
of the other driver and any withesses, and the name and address of the other driver's
insurance company. Similar information should be given the other driver, using proof of
insurance certificate in the car.

b. If personalinjuriesor fatalitiesare involved, make a phone report as soon as possible to
the insurance company and to the Glen Oaks Director of Buildings and Grounds.

c. Forall otheraccidents, report them as soon as possible to the Director of Buildings and
Grounds.

d. Acomplete accident report must be submitted, as required by law.

5. Anyinstance of theft or vandalism must be reported immediately to:

a. Local police;and

b. Director of Buildings and Grounds.

6. AClassllldriver'slicenseis requiredfor operation of any vehicle with a seating capacity of 16 or
more persons.

7. No students will be permitted to operate college-owned vehicles without prior approval of the
President of the College or his appointee, the Director of Buildings and Grounds.

8. Whenyou use a Glen Oaks auto, please keep the interior clean and free of litter.

9. Thereisto be no smokingin college-owned passenger vehicles.
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10. Permission to keep college-owned vehicles over a weekend needs to be obtained from the
President, Vice-President of Finance or Director of Building & Grounds.

Policy History: Adopted by Board of Trustees 7/92, reviewed 2/05, titles updated 2020
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Policy 641: OPERATION and PARKING of MOTOR VEHICLES on
PROPERTY of GLEN OAKS COMMUNITY COLLEGE
STATE OF MICHIGAN

COUNTY OF ST. JOSEPH

ORDINANCE NO. 2

Chapter | General Provisions

Sec. 1.01. General Provisions.

The operation and parking of motor vehicles upon the property of Glen Oaks Community College
shall be regulated by this ordinance, insofar as it may supplement applicable State Law. In the
parking or operation of motor vehicles upon the property of Glen Oaks Community College, it shall
be a violation of this ordinance for any person to do any act forbidden or to fail to perform any act
required herein.

Sec. 1.02. Traffic Engineer.

The office of traffic engineer is hereby established. The traffic engineer shall be appointedin a
manner prescribed by the ordinance making body and shallexercise the power and duties provided
in thisordinance in amanner consistentwith prevailingtraffic engineering and safety practices and
in the best interests of this governmental unit. In the absence of the appointment of a traffic
engineer, the authority of such engineer shall be vested in the Sheriff of St. Joseph County.

Sec. 1.03. Duties of Traffic Engineer.

It isthe general duty of the traffic engineerto plan and determine the installation and proper timing
and maintenance of traffic control devices; to conduct engineering analyses of traffic accidents
and to devise remedial measures; to conduct engineering investigations of traffic conditions; to
plan the operation of traffic on the streets of this governmental unit, including parking areas; to
cooperate with other officials of this governmental unit in the development of ways and means to
improve traffic conditions; and to carry out the additional powers and duties imposed by the
ordinances of this governmental unit.

Sec. 1.04. Schedule

The parking offenses and fines to which this Chapter is applicable are set forth in the following
schedule, effective June 1, 1998:
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ORDINANCE OFFENSE

SECTION PENALTY
Obstructing traffic 6.02 $20.00
Prohibited parking (Signs unnecessary) 6.03
a. on pedestrian walkway $20.00
b. infront of drive $20.00
c. withinintersection $20.00
d. parking onyellow lines, near traffic sign or signal or in safety zones $20.00
e. double parking (taking two parking spaces) $20.00
f. blocking emergency exit $50.00
Loading Zone Violation 6.04
(not to exceed 5 minutes) 6.05
6.06 $20.00
Parking more than 48 hours without permission 6.08 $20.00
Unlawfully Parking in Handicapped space 6.11A $100.00
History

Adopted by Board of Trustees 2/11/98.
Chapter Il Definitions
Sec. 2.01. Words and Phrases.

The followingwords and phrases, as indicated inthe respective sections hereinafter setforth in this
Chapter, when using this ordinance shall, for the purpose of this ordinance, have the meanings
respectively ascribed to them.

Sec. 2.02. "Curb Loading Zone".

"Curb loading zone" means a space adjacent to a curb reserved for the exclusive use of vehicles
during the loading or unloading of passengers or materials.

Sec. 2.03. "Driver"
"Driver" means every person who drives or is in actual physical control of a vehicle.
Sec. 2.04. "Freight Curb Loading Zone".

"Freight curb loading zone" means a space adjacent to a curb for exclusive use of vehicles during
the loading or unloading of freight.

Sec. 2.05. "Motor Vehicle".
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"Motorvehicle" meanseveryvehicle whichis self-propelled and every vehicle which is propelled by
electric power obtained from overhead trolley wires, but not operated upon rails.

Sec. 2.06. "Parking".

"Parking" means standing a vehicle, whether occupied or not, upon a highway, when not loading or
unloading, except when making necessary repairs.

Sec. 2.07. "Passenger Curb Loading Zone".

"Passenger curb loading zone" means a place adjacent to a curb reserved for the exclusive use of
vehicles during the loading or unloading of passengers.

Sec. 2.08. "Person".

"Person" means every natural person, firm, co-partnership, association or a corporation, and their
legal successors.

Sec. 2.09. "Right-of-way".
"Right-of-way" means the privilege of the immediate use of the highway.
Sec. 2.10. "Roadway".

"Roadway" means that portion of a highway improved, designed or ordinarily used for vehicular
travel. Inthe event a highway includes two or more separate roadways, the term "roadway", as used
herein, shall refer to any such roadway separately, but not to all such roadways collectively.

Sec.2.11. "Safety Zone".

"Safety zone" meansthe area or space officially set apart within a roadway for the exclusive use of
pedestrians and which is protected and so marked or indicated by adequate signs as to be plainly
visible at all times while set apart as a safety zone.

Sec.2.12. "School Bus"

"School bus" means a motor vehicle, except a station wagon, with a manufacturers' rated seating
capacity of 8 or more children, owned by a public, private or governmental agency and operated for
the transportation of childrento or from school, or privately owned and operated for compensation
for the transportation of children to or from school. It does not include buses operated by a
municipally owned transportation system or by a common passenger carrier certificated by the
public service commission.

Sec.2.13. "Sidewalk".

"Sidewalk" means that portion of a street between the curb lines, or the lateral lines of roadway,
and the adjacent property lines intended for the use of pedestrians.

Sec.2.14. "Stand or Standing".

"Stand or standing" meansthe halting of a vehicle, whether occupied or not, otherwise than for the
purpose of and while actually engaged in receiving or discharging passengers.
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Sec.2.15. "Stop".
"Stop" when required means complete cessation from movement.
Sec. 2.16. "Stop or Stopping".

"Stop or stopping" when prohibited means any halting even momentarily of a vehicle, whether
occupied or not, except when necessary to avoid conflict with other traffic or in compliance with
the directions of a police officer or traffic control sign or signal.

Sec.2.17. "Street or Highway".

"Street or highway" means the entire width between boundary lines of every way publicly
maintained when any part thereof is open to the use of the public for purposes of vehicular travel.

Sec. 2.18. "Traffic".

"Traffic" means pedestrians, ridden or herded animals, vehicles, street cars and other conveyances
either singly or together while using any highway for purposes of travel.

Sec. 2.19. "Traffic Control Devices".

"Traffic control devices" means all signs, signals, markings, and devices not inconsistent with this
ordinance placed or erected by authority of a public body or official having jurisdiction, for the
purpose of regulating, warning, or guiding traffic.

Sec. 2.20. "Traffic Control Signal".

"Traffic control signal" means any device, whether manually, electrically, or mechanically operated,
by which traffic is alternately directed to stop and to proceed.

Sec. 2.21. "Vehicle".

"Vehicle" meanseverydevicein, upon, or by which any person or property is or may be transported
or drawn upon a highway, excepting devices moved by human power or used exclusively upon
stationary rails or tracks.

Chapter lll Operation of Vehicles

Sec. 3.01. "Reckless Driving".
Any person who drives any vehicle upon a highway or a frozen public lake, stream or pond or other
place open to the general public, including any area designatedfor the parking of motor vehicles, in

willful or wanton disregard for the safety of persons or property is guilty of reckless driving, and shall
be punished, upon conviction, as provided in section 7.01 of this ordinance.

Sec. 3.02. "Careless Driving".

Any person who operates a vehicle upon a highway or a frozen public lake, stream or pond or other
place open to the general public, including any area designated for the parking of vehicles, in a
careless or negligent manner likely to endanger any person or property, but without wantonness or
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recklessness shall be punished, upon conviction, by imprisonment for not more than 10 days or a
fine of not more than $100.00, or both.

Sec. 3.03. "Drag Racing Prohibited".

"Dragracing" meansthe operation of two or more vehiclesfrom a point side by side at accelerating
speeds in a competitive attempt to outdistance each other over a common selected course or
wheretimingisinvolved orwhere timing devices are usedin competitive accelerations of speeds by
participating vehicles. Persons rendering assistance in any manner to such competitive use of
vehicles shall be equally charged as participants. The operation of two or more vehicles either at
speeds in excess of prima facie lawfully established speeds or rapidly acceleratingfroma common
starting point to a speed in excess of such prima facie lawful speed is prima facie evidence of drag
racing and is unlawful.

No person shall operate a vehicle upon any highway, or any other place open to the general public,
including any area designated for the parking of motor vehicles, in a speed or acceleration contest
or for the purpose of making a speed record, whether from a standing start or otherwise over a
measured or unmeasured distance, or in a drag race as herein defined.

Sec. 3.04. "Driving While Under the Influence of Liquor or Narcotic Drugs".

It shall be unlawful for any person whether licensed or not who is an habitual user of narcotic
drugs, barbital or any derivative of barbital, orany person who is under the influence of intoxicating
liguor or narcotic drugs, barbital or any derivative of barbital, to drive any vehicle upon any street or
any other place open to the general public, including any area designated for the parking of motor
vehicles.

Sec. 3.05. "Permission by Owner or Person Having Charge of Motor Vehicle".

It shallalso be unlawful for the owner of any motorvehicle orany person havingsuch in charge or in
control thereof to authorize or knowingly permit the same to be driven or operated upon any street
or any other place open to the general public, including any area designated for the parking of
motorvehicles by any person who is an habitual user of narcotic drugs, barbital or any derivative of
barbital or any person who is under the influence of intoxicating liquor or narcotic drugs, barbital or
any derivative of barbital.

Sec. 3.06. "Driving Under Influence of Intoxicating Liquor or Drugs While Ability Impaired".

No person shall operate a vehicle upon a highway or any other place open to the general public,
including any area designated for the parking of motor vehicles, when, due to consumption of
intoxicatingliquor, narcotic drugs, barbital or any derivative of barbital, he has visibly impaired his
ability to operate the vehicle. Where a person is charged withviolating sections 3.04 and 3.05 of this
ordinance a finding of guilty shall be permissible under this section.

Sec. 3.07. "Consumption of Liquor on Highways or Property Open to Public".

No alcoholic liquor shall be consumed on a highway, alley, or any public or private property whichis
open to the general public and is not licensed to sell alcoholic liquor for consumption on the
premises.
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Sec. 3.08. "One-way Roadways".

Upon a roadway or alley designated and sign posted for one-way traffic a vehicle shall be driven
only in the direction designated.

Sec. 3.09. "Following Too Closely".

The driver of any vehicle other than an authorized emergency vehicle on official business shall not
follow any fire apparatus traveling in response to a fire alarm closer than 500 feet or drive into or
park such vehicle within 500 feet where fire apparatus has stopped in answer to a fire alarm.

Sec. 3.10. "Following Fire Apparatus Prohibited".

The driver of any vehicle other than an authorized emergency vehicle on official business shall not
follow any fire apparatus traveling in response to a fire alarm closer than 500 feet or drive into or
park such vehicle within 500 feet where fire apparatus has stopped in answer to a fire alarm.

Sec. 3.11. "Stop Signs".

Except when directed to proceed by a police officer, the driver of a vehicle approaching a stop
intersectionindicated by a stop sign shall stop before enteringthe crosswalk onthe near side of the
intersection, or if there is no crosswalk shall stop at a clearly marked stop line, or if none, then at
the point nearest the intersectingroadway where the driver has a view of approaching traffic on the
intersecting roadway. After having stopped, the driver shall yield the right-of-way to any vehicle
which has entered the intersectionfrom another highway or which is approaching so closely on the
highway as to constitute an immediate hazard during the time when the driver would be moving
across or within the intersection.

Sec. 3.12. "Yield Right-of-way Signs".

a. Thedriver of a vehicle approaching a yield sign, in obedience to such sign, shall slow down
to a speed reasonable for the existing conditions and shall yield the right-of-way to any
vehicleintheintersectionorapproachingon another highway so closely as to constitute an
immediate hazard during the time such driver would be moving across or within the
intersection. However, if required for safety to stop, the driver shall stop before entering the
crosswalk on the near side of the intersection or, if there is no crosswalk, at a clearly
marked stop line, but if none, then at the point nearest the intersecting roadway where the
driver has a view of approaching traffic on the intersecting roadway.

b. The driver of any vehicle traveling at an unlawful speed shall forfeit any right-of-way which
he might otherwise have hereunder.

Sec. 3.13. "Vehicles Shall Not be Driven on a Sidewalk".

The driver of a vehicle shall notdrive upon or withinany sidewalk area except at a driveway nor shall
the driver of a vehicle drive (or park) the same upon any grassy or seeded area or any other area not
a designated street or highway.

Sec. 3.14. "Crossing Fire Hose".
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No vehicle shall be driven over any unprotected fire hose of a fire department without the consent
of the fire department official in command.

Sec. 3.15. "Safety Zones Occupied by Persons".

The driver of a vehicle shall not at any time drive through or over a safety zone when such safety
zone contains any person thereon.

Sec. 3.16. "Unattended Motor Vehicles; Brakes; Grade; Key Removal".

No person having control or charge of a motor vehicle shall allow such vehicle to stand on any
street, or any other place, unattended, without first stopping the engine, locking the ignition,
removing and taking possession of the ignition key and effectively setting the brakes thereon and
when standing upon any grade without turning the front wheels of such vehicle tothe curb or side of
the street. The provisions of this section pertaining to the locking of the ignition and removing and
taking possession of the ignition key do not apply to motor vehicles which are manufacturedwith an
ignition system which does not have a key and is incapable of being locked.

Sec. 3.17. "School Buses; Overtaking and Passing; Signs".

a. The driver of avehicle shall not overtake or meet and pass any school bus which has
stopped for the purpose of receiving or discharging passengers. All school buses shall
contain such signs on the back front thereof, with respect thereto, as shall be approved by
the state highway commission.

b. The driver of a vehicle overtaking or meeting any school bus which has stopped and is
displaying two alternately flashing red lights located at the same level shall bring such
vehicle to a full stop at least ten feet from the school bus and shall not proceed until the
school bus resumes motion or the school bus driver signals to proceed or the visual sighals
are no longer actuated. The driver of the school bus, before resuming motion, shall signal
stopped traffic to proceed and shall whenresuming motion proceed in such a manner as to
allow congestedtraffic to disperse by keepingthe bus as nearto the right side of the road as
canbe done with safety. Passengers crossing the road upon being discharged from a school
bus shall cross in front of the stopped school bus. At an intersection where traffic is
controlled by an officer or a traffic stop-and-go signal a vehicle need not be brought to a full
stop before passingany such school bus, but may proceed past such school bus at a speed
not greater than is reasonable and proper and in no event greater than ten miles an hour
and with due caution for the safety of passengers being received or discharged from such
school bus.

c. Signs giving notice of this ordinance shall be posted upon or at the entrance to the area or
part thereof affected as may be most appropriate and shall be sufficiently legible as to be
seen by an ordinarily observant person.

Sec. 3.18. "Driver's License".

No person shall drive any motor vehicle unless such personis licensed as an operator or chauffeur
as required by Michigan Vehicle Code, Act No. 300, Public Acts of 1949, as amended.

Sec. 3.19. "Unlicensed, Suspended, Revoked or Denied Licenses or Registrations; Penalties".
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a. Any person whose operator's or chauffeur's license or registration certificate has been
suspended or revoked or whose application for license has been denied, as provided under
the act, or who has never applied for a license, and who shall drive any motor vehicle upon
a highway or who shall knowingly permit any motor vehicle owned by such person to be
operated by anotherupon a highway, except as permitted under the act, while such license
or registration certificate is suspended or revoked, or whose application for license has
been denied as provided under the act shall be punished, upon conviction, by
imprisonment for a period not lessthan three days hor more than ninety days and there may
be imposed in addition thereto a fine of not more than $100.00. Unless the vehicle was
stolen or used with the permission of one who did not knowingly permit an unlicensed
driver to operate the vehicle, the registration plates of the vehicle shall be confiscated.

b. Before the plea of the person shall be accepted under this section, the arresting officer
shall checkwiththe departmentto determine the record and status of the person according
to the department files and so inform the court.

c. "Department" as used inthis section means the division of driver and vehicle services
created in the office of the Secretary of State by the act, acting directly or through duly
authorized agents and employees.

Sec. 3.20. "License Restrictions".

No person shall drive a motor vehicle in violation of the restrictions imposed on his license by the
Secretary of State.

Sec. 3.21. "Instruction Permit".

It shall be unlawful for an operator holding an instruction permit to operate a motor vehicle unless
accompanied by a licensed operator or chauffeur who is actually occupying a seat beside the
driver.

Sec. 3.22. "Unlicensed Driver, Owners Permission".

No person shall knowingly authorize or permita motor vehicle owned by him or under his control to
be driven by any person, who is unlicensed to drive such vehicle.

Sec. 3.23. "License Plates".

No person shall operate a motor vehicle without having his motor vehicle equipped with license
plates as provided in the Michigan Vehicle Code, Act No. 300, Public Acts of 1949, as amended.

Sec. 3.24. "Registration Certificate".

The certificate of registration shall at alltimes be carried in the vehicle to which it refers or shall be
carried by the person drivingor in control of such vehicle who shall display the same upon demand
of a police officer.

Sec. 3.25. "Equipment".

No person shall drive or move and no owner shall cause or knowingly permit to be driven or moved
on any street any vehicle or combination of vehicles which is in such unsafe condition as to
endanger any person, or which does not contain those parts or is not at all times equipped with
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such lampsand otherequipmentin proper condition and adjustment asrequired by this ordinance,
or which is equipped in any manner in violation of this ordinance.

Sec. 3.26. "Unnecessary Noise".

No person shall operate a motor vehicle with unnecessary noise or start, move or turn a motor
vehicle, or apply the brakes or the power on a motor vehicle, or in any manner operate it so as to
cause the tires to squeal or the tires or vehicle to make any noise not usually connected with the
operation of the motor vehicle, except in case of an emergency.

Sec. 3.27. "Opening Vehicle doors So As To Impede Traffic".

No person shall open a door of avehicleinsuch a manneras to interfere with or impede the flow of
traffic.

Sec. 3.28. "Compliance with Order of Officer Directing Traffic".

No person shall refuse to comply with any order of any police officer when such officer, in the
public interest and safety, is guiding, directing, controlling or regulating traffic on any highway or in
any parking area.

Sec. 3.29. "Failure to Obey Police Signal".

A driver of a motorvehicle,whois given by hand, voice, emergency light or siren, a visual or audible
signal by a police officer, acting in lawful performance of his duty, directing the driver to bring his
motor vehicle to a stop, and who willfully fails to obey such direction, by increasing his speed,
extinguishing his lights, or otherwise attemptingtoflee or elude the officer, is guilty of a violation of
this ordinance and shall be punished as provided in Sec. 7.01. The officer giving the signal shall be
in uniform and a vehicle driven at night shall be adequately identified as an official police vehicle.

Chapter IV Operation of Motorcycles and Motor Driven Cycles

Sec.4.01. "Motorcycles, Motor Driven Cycles; Ordinances Applicable".

Every person operatinga motorcycle or a motordriven cycle shall be granted all the rights and shall
be subject to all the duties applicable to the driver of a vehicle under this ordinance, except as to
those provisions which by their nature can have no applications.

Chapter V Pedestrian's Rights and Duties

Sec. 5.01 "Pedestrian's Right-of-way in Crosswalk".

When traffic control signals are not in place or not in operationthe driver of a vehicle shall yield the
right-of-way, slowing down or stopping if need be to so yield, to a pedestrian crossing the roadway
within a crosswalk when the pedestrian is upon the half of the roadway upon which the vehicle is
traveling, orwhen the pedestrianis approaching so closely from the opposite half of the roadway as
to be in danger, but no pedestrian shall suddenly leave a curb or other place of safety and walk or
run into the path of a vehicle, which is so close that it is impossible for the driver to yield.
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Chapter VI Stopping, Standing and Parking
Sec.6.01. "Standing or Parking Close to Curb".

No person shall stand or park a vehicle in a roadway other than parallel with the edge of the
roadway headed in the direction of lawful traffic movement and with the right-hand wheels of the
vehicle withintwelveinches of the curb or edge of the roadway except as otherwise provided in this
chapter.

Sec. 6.02. "Parking Not to Obstruct Traffic".

No person shall park any vehicle upon a street, in such a manner or under such conditions as to
leave available insufficient width of the roadway for free movement of vehicular traffic.

Sec. 6.03. "Stopping, Standing and Parking; Prohibited Places and Manner".

No person shall stop, stand, or park a vehicle, except when necessary to avoid conflict with other
traffic orin compliance with law or the directions of a police officer or traffic control device, in any
of the following places:

On a sidewalk.

In front of a public or private driveway.

Within an intersection.

Within 15 feet of a fire hydrant.

On a crosswalk.

Within 20 feet of a crosswalk, or if none, then within 15 feet of the intersection of property

lines at an intersection of streets.

g. Within 30 feet upon the approach to any flashing beacon, stop sign, yield sign or traffic
control signal located at the side of a street.

h. Between a safety zone and the adjacent curb or within 30 feet of points on the curb
immediately opposite the ends of a safety zone, unless a different length is indicated by
signs or markings.

i. Alongside or opposite any street excavation or obstruction when such stopping, standing,
or parking would obstruct traffic.

j.  Onthe street side of any vehicle stopped or parked at the edge or curb of a street.

k. W.ithin 200 feet of an accident at which police officers are in attendance.

l. Inany place orin any manner so as to blockimmediate egress from any emergency exit or
exits conspicuously marked as such of buildings.

m. At any place where official signs prohibit stopping, standing or parking.

e a0 T

Sec. 6.04. "Standing in Passenger Curb Loading Zone".

No person shall step, stand, or park a vehicle for any purpose or period of time except for the
expeditious loading or unloading of passengers in any place marked as a passenger curb unloading
zone during hours when the regulations applicable to such passenger curb loading zone are
effective, and then only for a period not to exceed 5 minutes.

Sec. 6.05. "Standing in Freight Curb Loading Zone".
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No person shall stop, stand, or park a vehicle for any purpose or length of time other than for the
expeditious unloading and delivery or pick-up and loading of materials in any place marked as a
freight curb loading zone during hours when the provisions applicable to such zones are in effect.

Sec. 6.06. "Driver May Stop Temporarily".

The driver of a vehicle may stoptemporarily at a place marked as a freight curb loading zone for the
purpose of and while actually engaged in loading or unloading passengers, when such stopping
does not interfere with any motorvehicle usedfor the transportation of materialswhichiswaitingto

enter or about to enter such zone.

Sec. 6.07. "Parking Signs Required".

Chapter VIl Penalties
Sec.7.01. "Penalties".

The parking violations contained in Chapter VI of this ordinance shall be deemed civil infractions,
punishable by a fine of not more than $100.00 and in accordance with the penalty schedule
specified in Section 1.09, such civil infractions may be handled by the Glen Oaks Community
College Parking Violations Bureau. The violations in Chapters I, IV and V shall be deemed
misdemeanors, punishable by a fine of not more than $500.00, imprisonment for not more than 90
days, or both.

History

Adopted by Board of Trustees 9/13/89.

Chapter VIII Miscellaneous

Sec. 8.01. "Effect of Ordinance; Severability".

If any part or parts of this ordinance are for any reason held to be invalid or unconstitutional, such
decision shall not affect the validity or constitutionality of the remaining portions of this ordinance.
The ordinance making body hereby declaresthatitwould have passed thisordinance and each part
or parts thereof, irrespective of the fact that any one part or parts be declared invalid or
unconstitutional.

Sec. 8.02. "When Effective".
The provision of this ordinance will be in effect sixty days after the passage and adoption thereof.
Policy History: Adopted by Board of Trustees 4/15/70, revised 12/20/72, 3/9/77.

Approved by St. Joseph County Commissioners 4/21/70, 1/16/73, 5/3/77.
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Policy 642: PARKING POLICY

Students, staff and visitors are allexpectedto parkin zone A (large lot west of the building). Parking
spaces close to the building are very limited. The towing procedure will be enforced by the
Maintenance Department for anyone who is in violation of this parking policy.

Parking Permits

A. Handicapped Permits. Those automobiles identified by a State of Michigan
handicapped license plate shall be properly parked in zones marked Handicapped.
No college permitis required unless requested.

Revisions to this policy shall be proposed through the Executive Committee.

Parking Stickers/Permits must be displayedthrough the windshield by layingit on the dashboard or
hanging it on the rear view mirror.

Policy History: Adopted by Board of Trustees 9/10/80, revised 2/05.
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Policy 650: PROCEDURE for HANDLING of PHONE MESSAGES for
CREDIT/CREDIT-FREE FACULTY and STUDENTS

1.

Faculty messages will be taken by the Switchboard Operator and placed in the alpha file
located atthe Switchboard. Emergency messageswillbe deliveredtothe faculty member as
soon as possible.

Student Emergency messages will be taken and delivered by Student Services staff. Calls will
be directed to the Office of the Registrar (Ext. 259), or if busy to extension 245. The
Switchboard Operator will announce that itis an emergency call. Exceptions to this will be
when, inthe judgment of the Switchboard Operator, the call should not be forwarded. In this
instance, the Switchboard Operatorwill recordthe message and pass it on, as described in
item B above, to the Student Services Office.

In the event that the secretary or the back-up secretary is not available, the administrator
responsible for the areawhere the callisdirected will takethe call and assume responsibility
for delivering the message.

In the event that all persons in a sequence mentioned above are absent, it will be the
responsibility of the Switchboard Operatortotake and deliverthe message. The Switchboard
Operator will first of all attempt to find an employee of the college who will agree to deliver
the message. If the situation does not permit this, thenthe Operatorwill deliver the message.

Policy History: Adopted by Board of Trustees 7/92, revised 2/05.
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Policy 651: SECURITY - ISSUING of KEYS

Allkey requests must go through Human Resources. The key request form mustbe completely filled
out, induplicate, (name, address, room name and number) and the personwho isrequestingthe key
must sign and date the key request form. The key(s) must be returned before the last payday or final
paycheck will be withheld. KEYS MUST NOT BE DUPLICATED.

The Human Resource Office will collect any deposit and complete their portion on both forms. Both
forms will be givento the requestor who willthentake them to the Director of Buildings and Grounds
toobtainthe key(s). The Directorwillfillinthe number of each keyissued andreturn a copy of the key
request form to the Business Office.

When someone terminates, for any reason, he or she must turn in their key(s) to Human Resource
Office and their deposit will be refunded.

Policy History: Adopted by Board of Trustees 7/92, revised 2/05, titles updated 2020

299



Policy 660: SHIMMEL ROAD FARMHOUSE

The Shimmel road farmhouse will continue to be maintained and used for the benefit of the
College.

Policy History: Adopted by Board of Trustees 1/13/93, reviewed 2/05.
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Policy 661: FARMLAND USE

Glen Oaks Community College will take bids on renting out its unused grounds whenever possible.
However, the Board retains its rights to refuse any bids for activities which they deem as not
appropriate for the College.

Policy History: Adopted by Board of Trustees 3/14/79, reviewed 2/05.
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Policy 662: ST. JOSEPH COUNTY SOIL CONSERVATION DISTRICT

In light of the benefits to be gained, the Board of Trustees agreed to permit Glen Oaks Community
College to become a cooperator with the St. Joseph County Soil Conservation District.

Policy History: Adopted by Board of Trustees 8/19/70, reviewed 2/05.
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Policy 670: CASH RESERVE POLICY

The College will hold 15% of eachyear’s operating budget in cashreserve. The Board of Trustees will
be informed by the President if the college is nearing the need to draw on these reserves.

Policy History: Adopted by the Board of Trustees April 13, 2023.
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