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NOTICE OF A MEETING OF THE 

Board Governance Commi�ee
OF THE BOARD OF TRUSTEES

HOUSTON COMMUNITY COLLEGE

April 14, 2016

No�ce is hereby given that a Mee�ng of the Board Governance Commi�ee of the Board of
Trustees of Houston Community College will be held on Thursday, April 14, 2016 at 1:00
PM, or a)er, and from day to day as required, at the HCC Administra�on Building, 3100
Main, 2nd Floor Auditorium, Houston, Texas 77002. The items listed in this No�ce may be
considered in any order at the discre�on of the Commi�ee Chair and items listed for
closed session discussion may be discussed in open session and vice versa as permi�ed
bylaw. Ac�ons taken at this Mee�ng do not cons�tute final Board ac�on and are only
Commi�ee recommenda�ons to be considered by the Board at the next Regular Board
mee�ng.

I. Call to Order

II. Topics For Discussion and/or Ac)on:

A. Report on Proposed Revisions to TASB Policies: Sec�on D Personnel

B. Proposed Revisions to Board Bylaws

III. Adjournment to closed or execu)ve session pursuant to Texas Government Code
Sec)ons 551.071; 551.072 and 551.074, the Open Mee)ngs Act, for the following
purposes:

A. Legal Ma�ers

Consulta�on with legal counsel concerning pending or contemplated li�ga�on, a se�lement
offer, or ma�ers on which the a�orney's duty to the System under the Texas Disciplinary
Rules of Professional Conduct clearly conflicts with the Texas Open Mee�ngs Laws.

B. Personnel Ma�ers

Deliberate the appointment, employment, evalua�on, reassignment, du�es, discipline or
dismissal of a public officer, employee or board member to hear complaints or changes
against an officer, employee or board member unless the officer, employee or board member
who is the subject of the delibera�on or hearing requests a public hearing.

C. Real Estate Ma�ers

Deliberate the purchase, exchange, lease, or value of real property for Agenda items if
delibera�on in an open mee�ng would have a detrimental effect on the posi�on of the
System in nego�a�ons with a third person.

IV. Addi)onal Closed or Execu)ve Session Authority:

If, during the course of the mee�ng covered by this No�ce, the Board should determine that a
closed or execu�ve mee�ng or session of the Board should be held or is required in rela�on to any
items included in this No�ce, then such closed or execu�ve mee�ng or session as authorized by
Sec�on 551.001 et seq. of the Texas Government Code (the Open Mee�ngs Act) will be held by
the Board at that date, hour and place given in this No�ce or as soon a)er the commencement of
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the mee�ng covered by the No�ce as the Board may conveniently meet in such closed or
execu�ve mee�ng or session concerning:

Sec�on 551.071 - For the purpose of a private consulta�on with the Board's a�orney about 
pending or contemplated li�ga�on, a se�lement offer, or ma�ers on which the a�orney's duty to 
the System under the Texas Disciplinary Rules of Professional Conduct clearly conflicts with the 
Texas Open Mee�ngs Laws.

Sec�on 551.072 - For the purpose of discussing the purchase, exchange, lease or value of real 
property if delibera�on in an open mee�ng would have a detrimental effect on the posi�on of the 
governmental body in nego�a�ons with a third person.

Sec�on 551.073 - For the purpose of considering a nego�ated contract for a prospec�ve gi) or 
dona�on to the System if delibera�on in an open mee�ng would have a detrimental effect on the 
posi�on of the System in nego�a�ons with a third person.

Sec�on 551.074 - For the purpose of considering the appointment, employment, evalua�on, 
reassignment, du�es, discipline or dismissal of a public officer, employee or board member to hear 
complaints or charges against a public officer , employee or board member, unless the officer, 
employee or board member who is the subject of the delibera�on or hearing requests a public 
hearing.

Sec�on 551.076 - To consider the deployment, or specific occasions for implementa�on of security 
personnel or devices, or a security audit.

Sec�on 551.082 - For the purpose of considering discipline of a student or to hear a complaint by 
an employee against another employee if the complaint or charge directly results in a need for a 
hearing, unless an open hearing is requested in wri�ng by a parent or guardian of the student or by 
the employee against whom the complaint is brought.

Sec�on 551.084 - For the purpose of excluding a witness or witnesses in an inves�ga�on from a 
hearing during examina�on of another witness in the inves�ga�on. Should any final ac�on, final 
decision, or final vote be required in the opinion of the Board with regard to any ma�er 
considered in such closed or execu�ve mee�ng or session, then such final ac�on, final decision, or 
final vote shall be at either:
A. The open mee�ng covered by this No�ce upon the reconvening of the public mee�ng, or

B. At a subsequent public mee�ng of the Board upon no�ce thereof, as the Board shall determine.

V. Reconvene in Open Mee)ng

VI. Adjournment



 
CERTIFICATE OF POSTING OR GIVING NOTICE

 
On this 11th day of April 2016, this No�ce was posted at a place convenient to the public
and readily accessible at all �mes to the general public at the following loca�ons: (1) the
HCC Administra�on Building of the Houston Community College, 3100 Main, First Floor,
Houston, Texas 77002 and (2) the Houston Community College's website: www.hccs.edu.
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Sharon R. Wright
Director, Board Services
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REPORT ITEM

Mee
ng Date:  April  14, 2016

Board Governance Commi�ee

ITEM #  ITEM TITLE PRESENTER

 A. Report on Proposed Revisions
to TASB Policies: Sec
on D

Personnel 

Dr. Cesar Maldonado
E. Ashley Smith

Jarvis Hollingsworth
            

DISCUSSION
The HCC Board of Trustees must regularly review and update its policies to ensure they conform and
comply with applicable law, best prac#ces, and the Board's vision, mission, values, and goals.  
Addi#onally, Board policies establish clear and wri%en guidelines for the administra#on to follow
when carrying out opera#ons.
 
HCC Board and General Counsel are presen#ng proposed revisions to the TASB Policies Sec#on D:
Personnel for the Board's review, and find the proposed policies (which include current HCC policies)
are appropriate and necessary to ensure that HCC's policies are current and compliant with the law
and best prac#ces.  Upon Board review Sec#on D TASB policies, the HCC Compliance Officer and
Board Counsel will work with TASB to complete the localiza#on and codifica#on of policies for the
district. The HCC Compliance Officer will collaborate with policy stakeholders to incorporate policy
changes.

DESCRIPTION OR BACKGROUND
In support of HCC's objec#ves to define a system-wide compliance plan, the Chancellor and 
Compliance Officer reported to the Board in April 2015, plans to redevelop board policies and
suppor#ng procedures in order to implement a centralized compliance program.
 
The proposed TASB Local Policy Manual, when completed and finalized by Spring 2016, will not only
align with the college's transforma#on goals to increase accountability at all levels of the
organiza#on, but also  meet the college's commitment to a compliance program to further promote
opera#onal efficiency. Specifically, the policy framework will: 1) clearly define board intent or
requirements in accordance with the law, 2) reduce poten#al legal risk by manda#ng consistent
prac#ces across the district, 3) be easily accessible and searchable online via TASB Policy Online, 4)
allow for training and enforcement mechanisms; 5) and rou#nely be updated in response to changes
in the law.

STRATEGIC ALIGNMENT

2. ORGANIZATIONAL STEWARDSHIP
 B. Improve and streamline business transac�ons and process



3. PERFORMANCE EXCELLENCE

 A. Focus on one HCC and consistency of quality experience across the campuses, departments and
facili�es, B. Foster an environment within the ins�tu�on as a compelling place to work and learn

ATTACHMENTS:
Descrip#on Upload Date Type
TASB Descrip#on 4/7/2016 Cover Memo
TASB Policies Sec#on D - Personnel 4/7/2016 A%achment

This item is applicable to the following: District 



The following documents represent TASB local policies for Section D: Personnel. The documents do not 

include any related TASB Legal policies. Further, all TASB model policies are identified with a grey 

watermark; the black text represents TASB’s model policy language. The colored text within the TASB 

model policies represents additions or revisions inserted by Board Counsel or Compliance/General 

Counsel to be consistent with current HCC policy and/or practices.  If there is no watermark on the 

document, it is a current HCC policy that has been converted to the TASB format.  



  
  
  
EMPLOYMENT OBJECTIVES  DAA 
EQUAL EMPLOYMENT OPPORTUNITY (LOCAL) 

 

The College District Board of Trustees is committed to ensuring 
that its employment standards, procedures and practices are ap-
plied in a manner that provides equal opportunities without regard 
to race, color, religion, sex, gender identity and gender expression, 
national origin, age, disability, sexual orientation, or veteran status. 

 

The Board values its employees and their contributions, promotes 
opportunities for their professional growth and development, and 
provides a positive working and learning environment that encour-
ages diversity, innovation and creativity, and inclusion. 

 

 

EQUAL EMPLOYMENT 
OPPORTUNITIES  Comment [v1]: HCC C.2 

DATE ISSUED: 4/2/2012   ADOPTED: 1 of 1 
UPDATE 27  
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EMPLOYMENT REQUIREMENTS AND RESTRICTIONS DBB 
MEDICAL EXAMINATIONS AND COMMUNICABLE DISEASES (LOCAL) 

 

The College District Board of Trustees supports and requires an 
environment that does not discriminate in employment against any 
employee solely on the grounds that the employee has a com-
municable disease. Members of the faculty, administration, or staff 
shall not be denied access to College District facilities or campus 
activities solely on the grounds that they have a communicable 
disease.  The College District reserves the right to exclude or re-
strict a person with a communicable disease from its facilities, pro-
grams, and functions, or take appropriate employment action, if the 
College District makes a medically based determination that the 
person constitutes a direct threat to the health or safety of others, 
or if by reason of the communicable disease or infection, the per-
son is unable to perform the duties of the job. 

 

The [Chancellor] or designee may require an employee to undergo 
a medical examination if information received from the employee, 
the employee’s supervisor, or other sources indicates the employ-
ee has a physical or mental impairment that: 

1. Interferes with the employee’s ability to perform essential job 
functions; or 

2. Poses a direct threat to the health or safety of the employee 
or others.  A communicable or other infectious disease may 
constitute a direct threat.   

The College District may designate the physician to perform the 
examination.  If the College District designates the physician, the 
College District shall pay the cost of the examination.  The College 
District may place the employee on paid administrative leave while 
awaiting results of the examination and evaluating the results. 

Based on the results of the examination, the [Chancellor] or de-
signee shall determine whether the employee has an impairment.  
If so, the [Chancellor] or designee shall determine whether the im-
pairment interferes with the employee’s ability to perform essential 
job functions or poses a direct threat.  If not, the employee shall be 
returned to his or her job position. 

If the impairment does interfere with the employee’s ability to per-
form essential job functions or poses a direct threat, the [Chancel-
lor] or designee shall determine whether the employee has a disa-
bility and, if so, whether the disability requires reasonable 
accommodation, including the use of available leave.  The granting 
of additional unpaid leave may be a reasonable accommodation in 
some circumstances.  If the employee does not have a disability, 

COMMUNICABLE 
DISEASES  

EXAMINATIONS 
DURING 
EMPLOYMENT 

Comment [v1]: HCC C.13 

DATE ISSUED: 4/2/2012    1 of 2 
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EMPLOYMENT REQUIREMENTS AND RESTRICTIONS DBB 
MEDICAL EXAMINATIONS AND COMMUNICABLE DISEASES (LOCAL) 

 

the [Chancellor] or designee shall evaluate the employee’s eligibil-
ity for leave.  [See DEC(LOCAL)] 

[See DAA for information on disabilities and reasonable accommo-
dation]  

Employees with communicable diseases shall follow recommenda-
tions of public health officials regarding contact with students and 
other employees.  Food service workers shall comply with health 
requirements established by city, county, and state health authori-
ties.  [See DBA]  

OTHER 
REQUIREMENTS 

DATE ISSUED: 4/2/2012   ADOPTED: 2 of 2 
UPDATE 27  
DBB(LOCAL)-AJC  

 



  
  
  
EMPLOYMENT REQUIREMENTS AND RESTRICTIONS DBD 
CONFLICT OF INTEREST (LOCAL) 

 

An employee shall disclose to his or her immediate supervisor a 
personal financial interest, a business interest, or any other obliga-
tion, including additional employment, or relationship that in any 
way creates a potential substantial conflict of interest with the 
proper discharge of assigned duties and responsibilities or with the 
best interest of the College District.  Employees w ho believe they 
may have a conf lict  of interest  shall also disclose that interest 
to Human Resources, w ho shall take any act ion necessary to 
ensure the College District ’s best interests are protected. 

The [Chancellor]Senior Staff shall file an affidavit with the Board 
Services ChairpersonPresident  disclosing a substantial interest, 
as defined by Local Government Code 171.002, in any business or 
real property that the Senior Staff employee [Chancellor] or any of 
his or her relatives in the first degree may have; however, the em-
ployee shall not be required to file an affidavit for the substantial 
interest of a relative.. 

Senior Staff is defined in BBFB (Local). 

Any other employee who is in a position to affect a financial deci-
sion involving any business entity or real property in which the em-
ployee has a substantial interest as defined by Local Government 
Code 171.002 shall file an affidavit with the [Chancellor]; however, 
the employee shall not be required to file an affidavit for the sub-
stantial interest of a relative. 

The [Chancellor]Senior Staff shall be required to file an affidavit 
disclosing interest in property in accordance with Government 
Code 553.002.   

Conflict Disclosure Statements shall be filed as promulgated by the 
Texas Ethics Commission, as specified by Local Government Code 
176.003-004, and as prescribed by policy BBFA.  The [Chancellor], 
as required by law, and the [insert title of any other administra-
tor that must file conflicts disclosure statement], as required by 
the Board, shall file conflicts disclosure statements as promulgated 
by the Texas Ethics Commission and as specified by Local Gov-
ernment Code 176.003–.004.  [See BBFA] 

An employee shall not accept or solicit any gift, favor, service, or 
other benefit that could reasonably be construed to influence the 
employee’s discharge of assigned duties and responsibilities.  [See 
CDE] 

An employee shall not recommend, endorse, or require students to 
purchase any product, material, or service in which the employee 
has a financial interest or that is sold by a company that employs 
or retains the employee during nonschool hours, unless the prod-

DISCLOSURE 
GENERAL STANDARD 

SPECIFIC 
DISCLOSURES 

SUBSTANTIAL 
INTEREST 

INTEREST IN 
PROPERTY 

CONFLICTS 
DISCLOSURE 
STATEMENT 

GIFTS 

ENDORSEMENTS 

Comment [v1]: HCC C.4.2 

DATE ISSUED: 2/19/2014    1 of 2 
UPDATE 29  
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EMPLOYMENT REQUIREMENTS AND RESTRICTIONS DBD 
CONFLICT OF INTEREST (LOCAL) 

 

uct, material, or service is recommended, endorsed, or required for 
a course the employee teaches and is reasonably related to the 
subject matter of the course and the course syllabus. 

No employee shall require students to purchase a specific brand of 
supplies if other brands are equal and suitable for the intended in-
structional purpose. 

An employee shall not use his or her position with the College Dis-
trict to attempt to sell products or services, unless the products or 
services are recommended, endorsed, or required for a course the 
employee teaches and are reasonably related to the subject matter 
of the course and the course syllabus. 

SALES 

DATE ISSUED: 2/19/2014   ADOPTED: 2 of 2 
UPDATE 29  
DBD(LOCAL)-BJC  

 



  
  
  
EMPLOYMENT REQUIREMENTS AND RESTRICTIONS  DBE 
NEPOTISM (LOCAL) 

 

The College District shall not employ an individual who is related to 
a member of the College District Board of Trustees by blood (con-
sanguinity) within the third degree, or by marriage (affinity) within 
the second degree, except as permitted by the state nepotism 
laws, Chapter 573, Texas Government Code. 

 

 An applicant, whether internal or external, shall not be hired by the 
College District in any full-time, part-time, or temporary position 
when the applicant would directly or indirectly be supervised by, or 
be supervisory to, a current college employee who is related to the 
applicant within the third degree of consanguinity or second degree 
of affinity as defined by the state nepotism statutes. 

 

 

 

 

NEPOTISM STANDARD  Comment [v1]: HCC C.4.1 

 ADOPTED: 1 of 1 
  
DBE(LOCAL)  

 



  
  
  
EMPLOYMENT PRACTICES DC 
 (LOCAL) 

 

The College District Board of Trustees does not support 
preferential treatment in any employment practice and hiring 
policies and practices must be administered fairly and equitably.  

 

The [Chancellor] or designee shall establish guidelines for 
advertising employment opportunities and posting notices of 
vacancies.  These guidelines shall advance the Board’s 
commitment to equal opportunity employment and to recruiting 
well-qualified candidates.  Current College District employees may 
apply for any vacancy for which they have appropriate 
qualifications. 

All applicants shall complete the application form supplied by the 
College District.  Information on applications shall be confirmed 
before a contract is offered for a contractual position and before 
hiring or as soon as possible thereafter for a noncontractual 
position. 

The Board may establish separate procedures and criteria for 
hiring the Chancellor.  Faculty and qualifying senior-level 
administrative staff shall be employed pursuant to written 
employment/contractual agreements.  The [Chancellor] has sole 
authority to make recommendations to the Board regarding the 
selection of contractual personnel. 

The Board retains final authority for employment of contractual 
personnel.  [See DCA] 

The Board delegates to the [Chancellor] final authority to employ 
and dismiss noncontractual employees on an at-will basis.  [See 
DCC] 

HCC may not employ or contract with an individual who was a 
member of the Board of HCC before the first anniversary of the 
date the individual ceased to be a member of the Board. 

 

Only the Chancellor or designee has authority to communicate an 
offer of employment. Oral representations by college personnel 
other than the Chancellor or designee are not binding on the Board 
or the College District. The Chancellor shall designate in writing 
those individuals who are authorized to communicate employment 
offers. 

Contracted employment for one (1) or more years does not create 
any entitlement to employment beyond the current term of the 
current contract. Renewal of a contract is not automatic. Continued 

HIRING PRACTICES 

POSTING VACANCIES 

APPLICATIONS 

EMPLOYMENT OF 
CONTRACTUAL 
PERSONNEL 

EMPLOYMENT OF 
NONCONTRACTUAL 
PERSONNEL 

TRUSTEE 
EMPLOYMENT 

EMPLOYMENT OFFER 

CONTRACT RENEWAL 

Comment [v1]: HCC C.3 
 

Comment [v2]: HCC C.3 

Comment [v3]: HCC C 3.1 

Comment [v4]: HCC C.5.1 
 

Comment [v5]: HCC C.5.1 

DATE ISSUED: 2/19/2014    1 of 2 
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EMPLOYMENT PRACTICES DC 
 (LOCAL) 

 

employment on a contractual basis requires approval by the 
Chancellor and execution of a new contract by the affected 
employee. 

DATE ISSUED: 2/19/2014   ADOPTED: 2 of 2 
UPDATE 29  
DC(LOCAL)-AJC  

 



  
  
  
PERSONNEL POSITIONS DDA 
QUALIFICATIONS AND DUTIES (LOCAL) 

 

The [Chancellor]Chief Human Resources Officer or designee shall 
define the qualifications, duties, and responsibilities of all positions 
and shall ensure that job descriptions are current and accessible to 
employees and supervisors. 

DATE ISSUED: 2/19/2014   ADOPTED: 1 of 1 
UPDATE 29  
DDA(LOCAL)-AJC  

 



  
  
  
COMPENSATION AND BENEFITS DE 
EMPLOYEE COMPENSATION AND BENEFITS  (LOCAL) 

 

The Board strives to provide competitive pay for faculty and staff.  
Compensation for all employees shall be administered consistently 
and fairly.  College District pay practices are based on the com-
pensation practices of Texas urban community colleges, compara-
ble U. S. community colleges, and the local market. 

 The Chancellor shall annually recommend to the Board of Trus-
tees pay and budget plans for the entire system. 

 

The Board ensures that the College District complies with the eligi-
bility rules for various benefits as prescribed by state and federal 
law.  These programs may include health insurance, dental insur-
ance, life insurance and retirement benefits. 

Benefits provided by the College District shall be reviewed periodi-
cally and amended, as necessary, by the Board upon recommen-
dation of the Chancellor. 

 

  

EMPLOYEE 
COMPENSATION 

BENEFITS  

Comment [v1]: HCC C.14 
 

Comment [v2]: HCC C.15 
 

 ADOPTED: 1 of 1 
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COMPENSATION AND BENEFITS DEA 
SALARIES AND WAGES (LOCAL) 

 

Personnel Exempt and non-exempt employees shall be paid ac-
cording to a salary schedule or wage scale adopted by the Board 
after a recommendation by the [Chancellor] or designee.. 

When determining an employee’s placement on the College Dis-
trict’s salary schedule or wage scale, the employee’s position, re-
sponsibilities, experience, education, and years of service, and in-
ternal equity shall be considered. 

A contract employee’s pay shall not be increased after perfor-
mance on the contract has begun unless there is an addition to ora 
change in the employee’s job assignment or duties that warrants 
additional compensation.  Any such changes in pay during the term 
of the contract shall require Board approval. 

The [Chancellor] may grant a pay increase to a noncontract em-
ployee after duties have begun only when there is an addition to 
ora change in the employee’s job assignment or duties, or when an 
adjustment in the market value of the job warrants additional com-
pensation.  The [Chancellor] shall report any such pay increases to 
the Board at the next regular meeting. 

The [Chancellor] or designee shall determine the classification of 
positions or employees as “exempt” or “nonexempt” for purposes 
of payment of overtime in compliance with the Fair Labor Stand-
ards Act (FLSA). 

Exempt employees, who because of their positional duties and re-
sponsibilities and level of decision making authority, are excluded 
from overtime provisions of the FLSA.  The College District shall 
pay employees who are exempt from the overtime pay require-
ments of the FLSA on a salary basis.  The salaries of these em-
ployees are intended to cover all hours worked, and the College 
District shall not make deductions that are prohibited under the 
FLSA. 

An employee who believes deductions have been made from his or 
her salary in violation of this policy should bring the matter to the 
Payroll Director for prompt resolution. College District’s attention, 
through the College District’s complaint policy.  [See DGBA]  If im-
proper deductions are confirmed, the College District shall reim-
burse the employee and take steps to ensure future compliance 
with the FLSA. 

Nonexempt employees may beare compensated on an hourly ba-
sis or on a salary basis.  Employees who are paid on an hourly ba-
sis shall be compensated compensated for all hours worked.  An 
employee who is paid on a salary basis shall be paid for a 40-hour 

MID-YEAR PAY 
INCREASES 

CONTRACT 
EMPLOYEES 

NONCONTRACT 
EMPLOYEES 

CLASSIFICATION OF 
POSITIONS 

EXEMPT 

NONEXEMPT 
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UPDATE 29  
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COMPENSATION AND BENEFITS DEA 
SALARIES AND WAGES (LOCAL) 

 

workweek and shall not earn additional pay unless the employee 
works more than 40 hours. 

A nonexempt employee shall have the approval of his or her su-
pervisor before working overtime.  An employee who works over-
time without prior approval is subject to discipline but shall be 
compensated in accordance with the FLSA. 

For purposes of FLSA compliance, the workweek for College Dis-
trict employees shall be [Monday insert workweek following this 
style rule: begin on Sunday at 12:00 a.m and end on Saturday 
Sunday at 11:59 p.m].  

 

The College District is subject to the Federal Fair Labor Standards 
Act (FLSA).  Supervisor approval is required, prior to working over-
time hours.  Overtime pay (OTP) will be paid to non-exempt em-
ployees, in accordance with FLSA, who work in excess of 40 hours 
per week. 

If both the supervisor and employee agree then compensatory time 
may be earned in lieu of overtime pay (OTP), there must be a 
signed agreement, containing both the supervisor and the employ-
ee signatures, detailing the hours that are agreed to be earned as 
compensatory time in lieu of overtime pay. 

Employees who work overtime without prior authorization from 
their supervisor will be subject to disciplinary action.  The employ-
ee’s supervisor will be disciplined if they allow subordinates to work 
unauthorized overtime, if they fail to maintain proper records, or if 
they otherwise fail to comply with system policies and procedures 
regarding timekeeping. 

 

At the College District’s option, nonexempt employees may receive 
compensatory time off, rather than overtime pay, for overtime work. 
The employee shall be informed in advance if overtime hours will 
accrue compensatory time rather than pay. 

 

Compensatory time earned by nonexempt employees may not ac-
crue beyond a maximum of 60 hours.  If an employee has a bal-
ance of more than 60 hours of overtime, the employee shall be re-
quired to use compensatory time or, at the College District’s option, 
shall receive overtime pay. 

An employee shall use compensatory time within the duty year in 
which it is earned.  If an employee has any unused compensatory 

WORKWEEK DEFINED 

OVERTIME PAY (OTP) 

COMPENSATORY TIME  

ACCRUAL 

USE 
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COMPENSATION AND BENEFITS DEA 
SALARIES AND WAGES (LOCAL) 

 

time remaining at the end of a fiscal year, the employee shall re-
ceive overtime pay. 

 

Compensatory time may be used at either the employee’s or the 
College District’s option.  An employee may use compensatory 
time in accordance with the College District’s leave policies and if 
such use does not unduly disrupt the operations of the College Dis-
trict.  [See DEC(LOCAL)]  The College District may require an em-
ployee to use compensatory time when in the best interest of the 
College District. 

The College District shall not accept gifts, grants, donations, or 
other consideration designated for use as salary supplements.  

GIFTS, GRANTS, AND 
DONATIONS FOR 
SALARY 
SUPPLEMENTS 

DATE ISSUED: 2/19/2014   ADOPTED:ADOPTED: 3 of 3 
UPDATE 29  
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COMPENSATION AND BENEFITS DEC 
LEAVE (LOCAL)  

 The Board ensures that a comprehensive and systematic program 
of leave is provided, including religious holy days, for all benefits-
eligible employees of the College District.  The College District 
shall not discriminate or penalize in any way an employee who is 
absent from work for the observance of a religious holy day and 
gives proper notice of that absence.  However, the employee will 
use a personal business day to report such absence. 

 

The Family and Medical Leave Act of 1993 (FMLA) provides up to 
twelve (12) weeks of unpaid leave in a twelve (12) month period to 
eligible employees for: 

     1. Childbirth; 

     2. Adoption or foster care; 

     3. Caring for a seriously ill spouse, son, daughter or parent; or 

     4. Tending to the employee’s own serious health condition. 

This policy shall be administered in accordance with the FMLA of 
1993, implementing regulations, and HCC procedures.  Workers’ 
compensation leave shall be used concurrently with FMLA leave.  
Comprehensive sick leave days, when applicable, will be used 
concurrently with FMLA leave.  For additional information regarding 
FMLA, employees may request forms and guidance from the Hu-
man Resources Benefits department. 

 

The College District shall follow the guidelines established by the 
Uniformed Services and Reemployment Rights Act (USERRA) 
when applying military leave.  

LEAVE AND 
ABSENCES 

FAMILY AND MEDICAL 
LEAVE 

MILITARY LEAVE 

Comment [v1]: HCC C.16 
 

Comment [v2]: HCC C.17 
 

 ADOPTED: 1 of 1 
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COMPENSATION AND BENEFITS DEE 
EXPENSE REIMBURSEMENT (LOCAL)  

Employees shall be ent it led to reimbursement for their ordinary 
and necessary expenses incurred in performing their dut ies, to 
the extent  authorized by law  and permitted by the Board. All 
t ravel outside of  the College shall be authorized by the employ-
ee' s supervisor prior to occurrence. The Chancellor shall estab-
lish procedures and standards for t ravel and expense reim-
bursement. 

Prior approval for all travel, including prepaid expenses, shall be 
obtained from the employee’s supervisor before any expenses are 
incurred.   

An employee shall be reimbursed for authorized mileage incurred 
while performing duties related to the job only if such travel is at 
the request of the employee’s immediate supervisor and is ap-
proved by the College President or designee.   

Employees shall be reimbursed for other reasonable travel ex-
penditures according to the current schedule adopted by the 
Board, and subject to IRS regulations. 

 

 

 

In the absence of controlling employment contracts ad-
dressing travel and expenses, the Chancellor or designee 
w ill develop regulat ions procedures that shall be applied to 
the reimbursement of  travel and expenses reimbursement 
incurred by for employees.  

Requests for reimbursement shall be coordinated by Ac-
counts Payable.  

 

To receive reimbursement for transportation, lodging, meals, and 
other authorized travel expenses, an employee shall may be re-
quired to present receipts for the actual amounts spent.   

TRAVEL 

REIMBURSEMENT 

RECEIPTS REQUIRED 

Comment [v1]: HCC B.2.5 

DATE ISSUED: 3/7/1994   ADOPTED: 1 of 1 
UPDATE 10  
DEE(LOCAL)-AJC   



  
  
  
RETIREMENT PROGRAMS DF 
 (LOCAL) 

 

All College District employees, with the exception of part-time em-
ployees, shall be required to participate in a retirement pro-
gramTeacher Retirement System (TRS) or an optional retirement 
program (ORP). . ORP selection is only available to a limited group 
or employees as defined by the Texas Higher Education Coordinat-
ing Board. Part-time employees who are not members of the 
Teacher Retirement System (TRS) or an optional retirement pro-
gram shall be required to participate in a retirement program se-
lected by the College District. 
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EMPLOYEE RIGHTS AND PRIVILEGES DGC 
ACADEMIC FREEDOM AND RESPONSIBILITIES (LOCAL) 

 

Faculty members are entitled to academic freedom in the conduct 
of research and teaching and are tasked with the associated re-
sponsibilities.  To this end, the College District endorses the princi-
ples set forth in the Statement of Principles on Academic Freedom 
and Tenure published by the Association of American Colleges and 
Universities and the American Association of University Professors. 

Note:   The Statement of Principles on Academic Freedom and 
Tenure is available online 
at http://www.aaup.org/report/1940-statement-principles-
academic-freedom-and-tenure.  

The Board shall address faculty academic freedom and the asso-
ciated responsibilities in appropriate College District publications. 

Each faculty member will have freedom in the classroom to discuss 
the subject he or she teaches. Additionally, each faculty member is 
expected not to introduce into his or her teachings controversial 
matters that have no relation to the classroom subject. Faculty 
members shall, when speaking, make clear that their opinions are 
not necessarily those of the College District. At the same time, fac-
ulty members shall strive to be accurate in their statements and to 
be willing to listen to and show respect for others who express dif-
ferent opinions. 

Institutions of higher learning exist for the common good. The 
common good depends upon a free search for truth and its free 
expression. Therefore, it is essential that College District faculty be 
free to pursue scholarly inquiry without undue restriction and to 
voice and publish their conclusions concerning the significance of 
evidence they consider relevant. The faculty member must be free 
from the corrosive fear that others, inside or outside the college 
community, may threaten his or her professional career because 
their vision differs from that of others. Faculty members are entitled 
to freedom in the classroom in discussing the subject being taught 
to the full extent permitted by law. Furthermore, faculty members 
are free from institutional censorship or discipline when they speak, 
write, or act as citizens of their nation, state, and community. 

The concept of academic freedom must be accompanied by an 
equally demanding concept of responsibility, shared by the Board, 
administrators, and faculty members. Exercise of professional in-
tegrity by a faculty member includes recognition that the public will 
judge the member's profession and the College System by the fac-
ulty member's statements. Therefore, faculty members should 
strive to avoid creating the impression that they are speaking or 
acting for the College District when speaking or acting as private 

Comment [v1]: HCC E..1.2 

DATE ISSUED: 2/19/2014    1 of 2 
UPDATE 29  
DGC(LOCAL)-AJC  

 

http://www.aaup.org/report/1940-statement-principles-academic-freedom-and-tenure
http://www.aaup.org/report/1940-statement-principles-academic-freedom-and-tenure


  
  
  
EMPLOYEE RIGHTS AND PRIVILEGES DGC 
ACADEMIC FREEDOM AND RESPONSIBILITIES (LOCAL) 

 

citizens. Faculty members should be judicious in the use of contro-
versial material in the classroom and should only introduce such 
material when it has a clear relationship to the subject matter of the 
course being taught. 

 

Complaints regarding alleged violations of the right to academic 
freedom shall be filed in accordance with DGBA(LOCAL). 
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EMPLOYEE RIGHTS AND PRIVILEGES DGD 
EMPLOYEE USE OF COLLEGE DISTRICT FACILITIES (LOCAL) 

 

The grounds and facilities of the College District shall be made 
available to employees or employee organizations, when such use 
does not conflict with use by, or any of the policies and procedures 
of, the College District.  The requesting employees or employee 
organization shall pay all expenses incurred by their use of the fa-
cilities in accordance with a fee schedule developed by the [insert 
title for position developing fee schedule for facilities 
use]College District System Facilites Department.   

An “employee organization” is an organization composed only of 
College District faculty and staff or an employee professional or-
ganization. 

To request permission to meet on College District premises, inter-
ested employees or employee organizations shall file a written re-
quest with the [insert title for position approving employee use 
of facilities] in accordance with administrative procedures. 

The employees or the employee organization making the request 
shall indicate that they have read and understand the policies and 
rules governing use of College District facilities and that they will 
abide by those rules. Any employee or employee organization with 
outstanding obligations due to the College District beyond thirty 
(30) days may face disciplinary action.   

 

The [insert title for position approving employee use of 
facilities] College Operations Officer  shall approve or reject the 
request in accordance with provisions and deadlines set out in this 
policy and administrative procedures, without regard to the reli-
gious, political, philosophical, or other content of the speech likely 
to be associated with the employees’ or employee organization’s 
use of the facility.  

Approval shall not be granted when the official has reasonable 
grounds to believe that: 

1. The College District facility requested is unavailable, inade-
quate, or inappropriate to accommodate the proposed use at 
the time requested; 

2. The applicant is under a disciplinary penalty or sanction pro-
hibiting the use of the facility; 

3. The proposed use includes nonpermissible solicitation; 

4. The proposed use would constitute an immediate and actual 
danger to the peace or security of the College District that 

REQUESTS 

APPROVAL 
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EMPLOYEE RIGHTS AND PRIVILEGES DGD 
EMPLOYEE USE OF COLLEGE DISTRICT FACILITIES (LOCAL) 

 

available law enforcement officials could not control with rea-
sonable efforts; 

5. The applicant owes a monetary debt to the College District 
and the debt is considered delinquent; 

6. The proposed activity would disrupt or disturb the regular ac-
ademic program; 

7. The proposed use would result in damage to or defacement 
of property or the applicant has previously damaged College 
District property; or 

8. The proposed activity would constitute an unauthorized joint 
sponsorship with an outside group. 

The [insert title for position approving employee use of 
facilities] College Operations Officer shall provide the applicant a 
written statement of the grounds for rejection if a request is denied. 

In accordance with administrative procedures, all employees and 
employee organizations shall be given access on the same basis 
for making announcements and publicizing their meetings and ac-
tivities.  

Employees and employee organizations using College District fa-
cilities must provide identification when requested to do so by a 
College District representative.  

Failure to comply with the policy and procedures regarding em-
ployee use of College District facilities shall result in appropriate 
administrative action, including but not limited to, suspension of an 
employee’s or employee organization’s use of College District facil-
ities, and/or other disciplinary action in accordance with the Col-
lege District’s policies and procedures and the employee hand-
book. 

Decisions made by the administration under this policy may be ap-
pealed in accordance with DGBA(LOCAL). 
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EMPLOYEE STANDARDS OF CONDUCT DH 
 (LOCAL) 

 

The Board is committed to creating an inviting, safe and healthy 
place to work and learn where our day-to-day interactions are 
based upon respect.  Employees of the College District are ex-
pected to uphold the highest ethical and professional standards for 
personal conduct and work performance, contributing to a positive, 
respectful working and learning environment free from harassment, 
threats, intimidation, violence or any other misconduct.  The related 
procedures that follow support this policy further outline these ex-
pectations. 

All College District employees shall perform their duties in accord-
ance with state and federal law, College District policy, procedure, 
and ethical standards. 

All College District personnel shall recognize and respect the rights 
of students, other employees, and members of the community and 
shall work cooperatively with others to serve the best interests of 
the College District. 

Any person (employee, student, vendor, visitor, community mem-
ber, etc.) who intimidates, threatens, or exhibits violent or disrup-
tive behavior while on campus or when acting on behalf of HCC 
away from campus will be immediately removed from the class-
room/workplace. 

Employees wishing to express concern, complaints, or criticism 
shall do so through appropriate channels.  [See DGBA] 

The College District holds all employees to the ethical standards 
expressed in the Texas Community College Teachers Association 
Code of Professional Ethics. 

Note: The Texas Community College Teachers Association 
Code of Professional Ethics is available 
at http://www.tccta.org/links/ethics.pdf. 

Employees shall comply with the standards of conduct set out in 
this policy and with any other policies, regulations, and guidelines 
that impose duties, requirements, or standards attendant to their 
status as College District employees.  Violation of any policies, 
regulations, or guidelines may result in disciplinary action, including 
termination of employment.  [See DCC and DM series] 

The College District requires each employee to report to work as 
scheduled.  Regular and punctual attendance is essential to the 
efficient and orderly operations of the College and to the students 
we serve. 

ETHICAL STANDARDS 

VIOLATIONS 

ATTENDANCE AND 
PUNCTUALITY 
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EMPLOYEE STANDARDS OF CONDUCT DH 
 (LOCAL) 

 

The Board expects employees, vendors and independent contrac-
tors to use good judgment at all times regarding their personal ap-
pearance.  Flagrant violations of commonly accepted standards of 
cleanliness or dress may be cause for disciplinary action. 

 

Electronic media includes all forms of social media, such as text 
messaging, instant messaging, electronic mail (e-mail), web logs 
(blogs), electronic forums (chat rooms), video-sharing websites, 
editorial comments posted on the Internet, and social network 
sites.  Electronic media also includes all forms of telecommunica-
tion, such as landlines, cell phones, and web-based applications. 

An employee shall comply with the College District’s requirements 
for records retention and destruction to the extent those require-
ments apply to electronic media.  [See CIA] 

Employees shall be held to the same professional standards in 
their public use of electronic media as they are for any other public 
conduct.  If an employee’s use of electronic media violates state or 
federal law or College District policy, or interferes with the employ-
ee’s ability to effectively perform his or her job duties, the employee 
is subject to disciplinary action, up to and including termination of 
employment. 

All employees shall adhere to College District safety rules and reg-
ulations and shall report unsafe conditions or practices to the ap-
propriate supervisor. 

A copy of this policy, the purpose of which is to eliminate drug 
abuse from the workplace, shall be provided to each employee at 
the beginning of each year or upon employment. 

Employees shall not manufacture, distribute, dispense, possess, 
use, or be under the influence of any of the following substances 
during working hours while at the College District or at College Dis-
trict-related activities during or outside of usual working hours: 

1. Any controlled substance or dangerous drug as defined by 
law, including but not limited to marijuana, any narcotic drug, 
hallucinogen, stimulant, depressant, amphetamine, or barbitu-
rate. 

2. Alcohol or any alcoholic beverage. 

3. Any abusable glue, aerosol paint, or any other chemical sub-
stance for inhalation. 

4. Any other intoxicant, or mood-changing, mind-altering, or be-
havior-altering drugs. 

PERSONAL APPEAR-
ANCE AND UNIFORMS 

ELECTRONIC MEDIA 

RECORD 
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ALCOHOL AND DRUGS 
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EMPLOYEE STANDARDS OF CONDUCT DH 
 (LOCAL) 

 

An employee need not be legally intoxicated to be considered “un-
der the influence” of a controlled substance. 

An employee who manufactures, possesses, or dispenses a sub-
stance listed above as part of the employee’s job responsibilities, 
or who uses a drug authorized by a licensed physician prescribed 
for the employee’s personal use shall not be considered to have 
violated this policy. 

The [Chancellor] is authorized by the Board to permit the serving 
and consumption of alcohol at appropriate College District func-
tions.  

Each employee shall be given a copy of the College District’s no-
tice regarding a drug-free workplace.  [See DI(EXHIBIT)] 

An employee shall notify his or her immediate supervisor within 
three calendar days of any arrest, indictment, conviction, no con-
test or guilty plea, or other adjudication of the employee for any 
felony or offense involving moral turpitude. 

Moral turpitude includes but is not limited to: 

1. Dishonesty, fraud, deceit, theft, or misrepresentation;  

2. Deliberate violence;  

3. Base, vile, or depraved acts that are intended to arouse or 
gratify the sexual desire of the actor; 

4. Felony possession, transfer, sale, distribution, or conspiracy 
to possess, transfer, sell, or distribute any controlled sub-
stance defined in Chapter 481 of the Health and Safety Code; 

5. Acts constituting public intoxication, operating a motor vehicle 
while under the influence of alcohol, or disorderly conduct, if 
any two or more acts are committed within any 12-month pe-
riod; or 

6. Acts constituting abuse under the Texas Family Code. 

EXCEPTIONS 

NOTICE 

ARRESTS, INDICT-
MENTS, CONVIC-
TIONS, AND OTHER 
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MORAL TURPITUDE 
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EMPLOYEE STANDARDS OF CONDUCT DHB 
SEARCHES AND ALCOHOL/DRUG TESTING (LOCAL)  

The College District reserves the right to conduct searches when 
the College District has reasonable cause to believe that a search 
will uncover evidence of work-related misconduct.  The College 
District may search the employee, the employee’s personal items, 
work areas, lockers, and private vehicles parked on College District 
premises or worksites or used in College District business. 

REASONABLE 
SUSPICION 
SEARCHES 
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EMPLOYEE STANDARDS OF CONDUCT DHBB 
WORKPLACE VIOLENCE (LOCAL)  

The Board strives to provide a safe workplace for all employees.  
All employees are expected to review and understand all provi-
sions of this Workplace Violence Policy to ensure a safe workplace 
and to reduce the risk of violence. 

State law and the College District prohibit the possession, carrying, 
or use of prohibited weapons including firearms, illegal knives, and 
clubs on College District-owned or controlled properties. 

 Violation of this policy is grounds for immediate termination. 
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EMPLOYEE WELFARE DI 
 (LOCAL) 

 

The Board strives to maintain a drug-and alcohol-free workplace 
environment.  The College District has adopted its Drug and Alco-
hol-Free Workplace Policy to further its objectives in establishing, 
promoting, and maintaining a safe, healthy, and productive work 
and learning environment for employees and students, to promote 
the reputation of the College District and its employees as respon-
sible citizens of public trust, and to provide a consistent model of 
substance-free behavior for students. 

The College District shall maintain a drug-free environment and 
shall establish, as needed, a drug-free awareness program com-
plying with federal requirements.  [See DH]  The program shall 
provide applicable information to employees in the following areas: 

1. The dangers of drug use and abuse in the workplace. 

2. The College District’s policy of maintaining a drug-free envi-
ronment.  [See DH(LOCAL)] 

3. Drug counseling, rehabilitation, and employee assistance 
programs that are available in the community, if any. 

4. The penalties that may be imposed on employees for violation 
of drug use and abuse prohibitions. 

All fees or charges associated with drug/alcohol abuse counseling 
or rehabilitation shall be the responsibility of the employee. 

DRUG-FREE 
AWARENESS 
PROGRAM 

EMPLOYEE 
RESPONSIBILITY 
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EMPLOYEE WELFARE DIA 
FREEDOM FROM DISCRIMINATION, HARASSMENT, AND RETALIATION (LOCAL) 

 

Note: This policy addresses discrimination, harassment, and 
retaliation targeting College District employees.  In this 
policy, the term “employees” includes former employees 
and applicants for employment.  For the College Dis-
trict’s response to discrimination, harassment, and retal-
iation targeting students, see FFD. 

The Board supports and the College District is committed to provid-
ing a learning and working environment that promotes personal 
integrity, civility and mutual respect in an environment free of dis-
crimination and harassment on the basis of race, color, religion, 
sex, gender identity and gender expression, national origin, age, 
disability, sexual orientation, or veteran status The College District 
prohibits discrimination, including harassment, against any em-
ployee on the basis of race, color, religion, gender, national origin, 
age, disability, or any other basis prohibited by law.   

Retaliation against anyone involved in the complaint process is a 
violation of College District policy. 

Discrimination against an employee is defined as conduct directed 
at an employee on the basis of race, color, religion, sex, gender 
identity and gender expression, national origin, age, disability, sex-
ual orientation, veteran status or any other basis prohibited by law, 
that adversely affects the employee’s employment. 

Prohibited harassment of an employee is defined as physical, ver-
bal, or nonverbal conduct based on an employee’s  race, color, re-
ligion, sex, gender identity and gender expression, national origin, 
age, disability, sexual orientation, veteran status race, color, reli-
gion, gender, national origin, age, disability, or any other basis pro-
hibited by law, when the conduct is so severe, persistent, or perva-
sive that the conduct: 

1. Has the purpose or effect of unreasonably interfering with the 
employee’s work performance;  

2. Creates an intimidating, threatening, hostile, or offensive work 
environment; or  

3. Otherwise adversely affects the employee’s performance, en-
vironment, or employment opportunities. 

Examples of prohibited harassment may include offensive or de-
rogatory language directed at another person’s religious beliefs or 
practices, accent, skin color, gender identity, or need for workplace 
accommodation; threatening or intimidating conduct; offensive 
jokes, name-calling, slurs, or rumors; physical aggression or as-
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EXAMPLES 
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EMPLOYEE WELFARE DIA 
FREEDOM FROM DISCRIMINATION, HARASSMENT, AND RETALIATION (LOCAL) 

 

sault; display of graffiti or printed material promoting racial, ethnic, 
or other stereotypes; or other types of aggressive conduct such as 
theft or damage to property. 

Sex discrimination includes all forms of sexual and gender-based 
misconduct.  Sex discrimination violates an individual’s fundamen-
tal rights and personal dignity. The College District is committed to 
the principle that the working environment of its employees and the 
classroom environment for students should be free from inappro-
priate conduct of a sexual or gender-based nature including sex 
discrimination, sexual assault, sexual harassment, and sexual vio-
lence by employees, students or third parties. Sexual and gender-
based misconduct is unprofessional and will not be tolerated and is 
expressly prohibited.  Individuals who engage in such conduct will 
be subject to disciplinary action. 

Sexual harassment is a form of sex discrimination defined as un-
welcome sexual advances; requests for sexual favors; sexually 
motivated physical, verbal, or nonverbal conduct; or other conduct 
or communication of a sexual nature when: 

1. Submission to the conduct is either explicitly or implicitly a 
condition of an employee’s employment, or when submission 
to or rejection of the conduct is the basis for an employment 
action affecting the employee; or 

2. The conduct is so severe, persistent, or pervasive that it has 
the purpose or effect of unreasonably interfering with the em-
ployee’s work performance or creates an intimidating, threat-
ening, hostile, or offensive work environment. 

Examples of sexual harassment may include sexual advances; 
touching intimate body parts; coercing or forcing a sexual act on 
another; jokes or conversations of a sexual nature; and other sex-
ually motivated conduct, communication, or contact. 

The Board requires and promotes a fair and equal work environ-
ment free of decisions based on disability status.  The College Dis-
trict does not discriminate against qualified individuals with a disa-
bility because of a disability in regard to application procedures; 
hiring, advancement, or discharge; employee compensation; job 
training; and other terms, conditions, and privileges of employment. 
The College District shall not exclude or deny employment or 
benefits to, or otherwise discriminate against, a qualified individual 
because of the known disability of an individual with whom the 
qualified individual is known to have a family, business, social, or 
other relationship or association.  

SEXUAL HARASSMENT 
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EMPLOYEE WELFARE DIA 
FREEDOM FROM DISCRIMINATION, HARASSMENT, AND RETALIATION (LOCAL) 

 

An individual with a disability is defined by the Americans with Dis-
abilities Act (ADA) as: (1) a person who has a physical or mental 
impairment that substantially limits one or more major life activities; 
(2), a person who has a history or record of such an impairment,: 
or (3) a person who is perceived by others as having such an im-
pairment.  

Major life activities include but are not limited to: caring for oneself, 
performing manual tasks, seeing, hearing, eating, sleeping, walk-
ing, standing, lifting, bending, speaking, breathing, learning, read-
ing, concentrating, thinking, communicating, and working.  A major 
life activity also includes the operation of a major bodily function, 
including but not limited to, functions of the immune system, nor-
mal cell growth, digestive, bowel, bladder, neurological, brain, res-
piratory, circulatory, endocrine, and reproductive functions. 

Conduct prohibited and qualifying as disability discrimination in-
cludes but is not limited to: 1) less favorable treatment to a person 
with a disability  by refusing to offer a that person a place because 
of their disability; 2) excluding a person from participating in a ser-
vice, program, or activity because of their disability; 3) failing to 
make reasonable accommodations of adjustments  to allow for a 
person’s disability; 4) charging a fee to an individual with a disabil-
ity for the use of an auxiliary aid; 5) not making reasonable ac-
commodations to the known physical or mental limitations of an 
otherwise qualified individual with a disability, unless the College 
District can demonstrate that the accommodation would impose an 
undue hardship on the College.   

 

The College District prohibits retaliation against an employ-
eeanyone who makes a claim alleging to have experienced dis-
crimination or harassment, or another employee whoanyone, in 
good faith, makes a report, serves as a witness, or otherwise par-
ticipates in an investigation. Retaliation against anyone involved in 
the complaint process is a violation of College District policy. 

An employee who intentionally makes a false claim, offers false 
statements, or refuses to cooperate with a College District investi-
gation regarding harassment or discrimination is subject to appro-
priate discipline. 

Examples of retaliation may include termination, refusal to hire, 
demotion, and denial of promotion.  Retaliation may also include 
threats, unjustified negative evaluations, unjustified negative refer-
ences, or increased surveillance. 
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FREEDOM FROM DISCRIMINATION, HARASSMENT, AND RETALIATION (LOCAL) 

 

In this policy, the term “prohibited conduct” includes discrimination, 
harassment, and retaliation as defined by this policy, even if the 
behavior does not rise to the level of unlawful conduct. 

An employee who believes that he or she has experienced prohib-
ited conduct or believes that another employee has experienced 
prohibited conduct should immediately report the alleged acts in 
accordance with College District procedures.  The employee may 
report the alleged acts to his or her immediate supervisor. 

Alternatively, the employee may report the alleged acts to the Di-
rector of EEO/Compliance one or to one of the College District offi-
cials below. 

For the purposes of this policy, College District officials are the 
ADA/Section 504 coordinator, the Title IX coordinator, and the 
[Chancellor]. 

The College District designates the following person to coordinate 
its efforts to comply with Title II of the Americans with Disabilities 
Act of 1990, as amended, which incorporates and expands upon 
the requirements of Section 504 of the Rehabilitation Act of 1973, 
as amended: 

Name: [C001]David Cross 

Position: [C002]Director of EEO/Compliance 

Address: [C003]3100 Main Street, Houston TX, 77702 

Telephone: 713-718-8271[C004] 

Reports of discrimination based on sex, including sexual harass-
ment, may be directed to the Title IX coordinator.  The College Dis-
trict designates the following person to coordinate its efforts to 
comply with Title IX of the Education Amendments of 1972, as 
amended: 

Name: [C005]Renee Mack 

Position: [C006]Manager of Institutional Equity, Compliance 
and Training 

Address: [C007]3100 Main Street, Houston TX 77002 

Telephone: [C008]713-718-8272 

The [Chancellor] or designeeDirector of EEO/Compliance shall 
serve as coordinator for purposes of College District compliance 
with all other antidiscrimination laws. 

PROHIBITED 
CONDUCT 

REPORTING 
PROCEDURES 

DEFINITION OF 
COLLEGE DISTRICT 
OFFICIALS 

ADA / SECTION 504 
COORDINATOR 

TITLE IX 
COORDINATOR 

OTHER ANTI- 
DISCRIMINATION 
LAWS 

DATE ISSUED: 2/19/2014    4 of 6 
UPDATE 29  
DIA(LOCAL)-AJC  

 



  
  
  
EMPLOYEE WELFARE DIA 
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An employee shall not be required to report prohibited conduct to 
the person alleged to have committed it.  Reports concerning pro-
hibited conduct, including reports against the Title IX coordinator, 
may be directed to the [Chancellor] or designee. 

A report against the [Chancellor] may be made directly to the 
Board.  If a report is made directly to the Board, the Board shall 
appoint an appropriate person to conduct an investigation. 

Reports of prohibited conduct shall be made as soon as possible 
after the alleged act or knowledge of the alleged act.  A failure to 
promptly report may impair the College District’s ability to investi-
gate and address the prohibited conduct. 

Any College District supervisor who receives a report of prohibited 
conduct shall immediately notify the appropriate College District 
official listed above and take any other steps required by this poli-
cy. 

Reports of prohibited conduct under this policy shall be investigat-
ed by the Office of Institutional Equity (“OIE”), and any required 
interim actions shall be taken in accordance with the College Dis-
trict procedures and guidelines maintained by OIE. 

An employee who intentionally makes a false claim, offers false 
statements, or refuses to cooperate with a College District investi-
gation regarding harassment or discrimination is subject to appro-
priate discipline up to and including termination. 

 

The College District may request, but shall not insist upon, a writ-
ten report.  If a report is made orally, the College District official 
shall reduce the report to written form. 

Upon receipt or notice of a report, the College District official shall 
determine whether the allegations, if proven, would constitute pro-
hibited conduct as defined by this policy.  If so, the College District 
official shall immediately authorize or undertake an investigation, 
regardless of whether a criminal or regulatory investigation regard-
ing the same or similar allegations is pending. 

If appropriate, the College District shall promptly take interim action 
calculated to prevent prohibited conduct during the course of an 
investigation. 

The investigation may be conducted by the College District official 
or a designee or by a third party designated by the College District, 
such as an attorney.  When appropriate, the supervisor shall be 
involved in or informed of the investigation. 

ALTERNATIVE 
REPORTING 
PROCEDURES 

TIMELY REPORTING 

NOTICE OF REPORT 

INVESTIGATION OF 
THE REPORT  
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The investigation may consist of personal interviews with the per-
son making the report, the person against whom the report is filed, 
and others with knowledge of the circumstances surrounding the 
allegations.  The investigation may also include analysis of other 
information or documents related to the allegations. 

CONCLUDING THE INVESTIGATION 

Absent extenuating circumstances, the investigation should be 
completed within ten College District business days from the date 
of the report; however, the investigator shall take additional time if 
necessary to complete a thorough investigation. 

The investigator shall prepare a written report of the investigation.  
The report shall be filed with the College District official overseeing 
the investigation. 

COLLEGE DISTRICT ACTION 

If the results of an investigation indicate that prohibited conduct 
occurred, the College District shall promptly respond by taking ap-
propriate disciplinary or corrective action reasonably calculated to 
address the conduct. 

The College District may take action based on the results of an in-
vestigation, even if the conduct did not rise to the level of prohibit-
ed or unlawful conduct. 

To the greatest extent possible, the College District shall respect 
the privacy of the complainant, persons against whom a report is 
filed, and witnesses.  Limited disclosures may be necessary in or-
der to conduct a thorough investigation and comply with applicable 
law. 

A complainant who is dissatisfied with the outcome of the investi-
gation may appeal through DGBA(LOCAL), beginning at the ap-
propriate level. 

The complainant may have a right to file a complaint with appropri-
ate state or federal agencies. 

Retention of records shall be in accordance with the College Dis-
trict’s records retention procedures.  [See CIA] 

This policy shall be made available to College District employees 
on the College District’s website.  Copies of the policy shall be 
readily available at the College District administrative offices. 

CONFIDENTIALITY 

APPEAL 

RECORDS RETENTION 

ACCESS TO POLICY 
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ASSIGNMENT, WORK LOAD, AND SCHEDULES DJ 
 (LOCAL) 

 

The Board requires and promotes fair and equal employment prac-
tices in decisions related to the determination of employment sta-
tus, assignments and duties. 

All employees shall be subject to assignment and reassignment by 
the [Chancellor] at any time. 

The Vice Chancellor for Instruction shall collaborate with the faculty 
association and the executive team to develop guidelines govern-
ing College District faculty workloads, schedules, and related is-
sues. Final approval of such guidelines rests with the Chancellor.  

FACULTY 
WORKLOADS AND 
SCHEDULES 

Comment [v1]: HCC C.5 

Comment [v2]: HCC E.5.1 
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The Board recognizes the value of professional growth and per-
sonal development for all employees in the areas of expertise and 
work.  The College shall provide opportunities for such develop-
ment and training in line with institutional needs to enhance em-
ployee knowledge, skills, and job performance, provide pathways 
for employee career progression, and ensure that the goals of the 
institution are achieved. 

Each employee shall meet the professional development standards 
described by the Southern Association of Colleges and Schools 
Commission on Colleges (SACSCOC) as well as any professional 
development required of the employee by state or federal law or 
administrative regulations.  

Each employee shall seek approval prior to pursuing professional 
development in accordance with administrative regulations. 

Comment [v1]: HCC C.19 
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The College District shall regularly evaluate the effectiveness of 
each employee in accordance with the criteria and procedures de-
veloped with employee input and described in administrative regu-
lations. 
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TERMINATION OF EMPLOYMENT DM 
 (LOCAL) 

 

All College District employees who do not hold written employment 
contracts authorized by the College District Board of Trustees are 
employed at-will and have no entitlement to continued employ-
ment. At-will employees are hired by the Chancellor or designee. 
At-will employees may be dismissed at any time for any reason not 
prohibited by law or for no reason, as determined by the needs of 
the College District.  At-will employees who are dismissed may re-
quest review of that decision through DGBA(LOCAL) and shall re-
ceive pay through the end of the last day worked. 

An exit interview shall be conducted, if possible, and an exit report 
shall be prepared for every employee who leaves employment with 
the College District. 

AT-WILL EMPLOYEES 

EXIT INTERVIEWS AND 
EXIT REPORTS 

Comment [v1]: HCC C.5.1 
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TERMINATION MID-CONTRACT (LOCAL) 

 

An employee may be terminated mid-contract for good cause or in 
accordance with a reduction in force (RIF) as determined by the 
Board Chancellor following a hearing held for that purpose in ac-
cordance with law.  

A term contract employee may be placed on administrative leave, 
with or without pay, suspended with pay or placed on administra-
tive leave by the [Chancellor] or his or her designee during an in-
vestigation of alleged misconduct by the employee or at any time 
the [Chancellor] or his or her designee determines that the College 
District’s best interest will be served by the suspension or adminis-
trative leave. 

The Board designates the Chief Human Resources Officer or 
the Director of Employee Relations as the persons to whom a 
faculty member may present a grievance under Education Code 
51.960 on an issue related to his or her dismissal.  It is recom-
mended that the faculty member file a request to present the griev-
ance within ten seven business days after final action on the dis-
missal proceedingnotice of contract termination. 

 

Once a request to present a grievance has been filed, the confer-
ence shall be scheduled within seven business days. 

Actual separation may not occur until after a hearing determination 
has been delivered.  

The faculty member may appeal the decision of the Chief Human 
Resources Officer or the Director of Employee Relations under 
DGBA beginning at the appropriate level. 

 

Other non-faculty/contract employees shall file a grievance in ac-
cordance with DGBA beginning at the appropriate level.  

SUSPENSION WITH 
PAY 

GRIEVANCE FILED 
UNDER EDUCATION 
CODE 51.960 
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An employee may be nonrenewed by the [Chancellor] at the end of 
the employee’s contract term.  The employee may be nonrenewed 
for any reason or no reason provided that the decision shall not be 
based on an employee’s exercise of rights guaranteed by law or be 
based unlawfully on an employee’s race, color, religion, sex, na-
tional origin, disability, or age. 

The employee may request an appearance before the Board 
providing that a request for such appearance is made in writing to 
the [Chancellor] within ten days of the employee’s receipt of the 
letter of nonrenewal.  The [Chancellor] shall notify the employee of 
the date of the appearance and the procedures to be followed.  No-
tice shall be given at least ten days prior to the scheduled appear-
ance. 

The Board designates the [insert title for position hearing 
nonrenewal][Chief Human Resources Officer][Director of 
Employee Relations] as the person to whom a faculty member 
may present a grievance under Education Code 51.960 on an is-
sue related to his or her nonrenewal. 

It is recommended that the faculty member file a request to present 
the grievance within ten seven business days after notice of non-
renewal. final action on the nonrenewal proceeding. 

Once a request to present a grievance has been filed, the confer-
ence shall be scheduled within seven business days.. 

Actual separation may not occur until after a hearing determination 
has been delivered. 

The faculty member may appeal the decision of the [insert title for 
position hearing nonrenewal] [Chief Human Resources 
Officer][Director of Employee Relations] under DGBA beginning at 
the appropriate level. 

NONRENEWAL 

GRIEVANCE FILED 
UNDER EDUCATION 
CODE 51.960 
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TERMINATION OF EMPLOYMENT DMC 
REDUCTION IN FORCE (LOCAL) 

 

Definitions used in this policy are as follows:  

1. “Reduction in force (RIF)” means an involuntary separation of 
an employee or work group of employees due to economic 
pressure, lack of work, or other reasons of business necessity 
that require a reduction in staff. the dismissal of an instructor, 
professor, administrator, or other professional employee be-
fore the end of a contract term for reasons of financial exigen-
cy or program change.  Nonrenewal of an employee’s term 
contract is not a “reduction in force” as used in this policy. 

2. “Financial exigency” means any decline in the Board’s Col-
lege District’s financial resources brought about by decline in 
enrollment, cuts in funding, decline in tax revenues, or any 
other actions or events that create a need for the College Dis-
trict to reduce financial expenditures for personnel. 

3. “Program change” means any elimination, curtailment, or re-
organization of a curriculum offering, program, or school op-
eration because of a lack of student response to particular 
course offerings, legislative revisions to program funding, or a 
reorganization or consolidation of two or more divisions or 
departments. 

All contracts shall, unless excepted by the Board, contain a provi-
sion that a reduction in force may take place when the Board 
Chancellor determines the necessity of terminating the  that a fi-
nancial exigency or program change requires that the contract(s) of 
one or more instructors, administrators, or other professional em-
ployees be terminated.  Such a determination constitutes the nec-
essary good cause for dismissal.   

A reduction in force may be implemented in one, several, or all 
employment areas.  Employment areas shall be defined as:  

1. Administration. 

2. Associate degree programs. 

3. Certificate degree programs. 

4. Remedial and other programs. 

5. Academic support programs, such as library or computer pro-
grams. 

6. Counseling and support programs. 

7. Other noninstructional professional staff. 

DEFINITIONS 

GENERAL GROUNDS 
FOR DISMISSAL 

EMPLOYMENT AREAS 
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Using the following criteria, the [Chancellor] shall determine which 
particular employees shall be RIFedsubject to a RIF.  and shall 
submit the recommendation to the Board.  These criteria are listed 
in order of importance; the [Chancellor] shall apply them sequen-
tially to the selected employment areas until the number of staff 
reductions necessary have been identified, i.e., if all necessary re-
ductions can be accomplished by applying the certification criteria, 
it is not necessary to apply the performance or subsequent criteria.   

1. Certification:  Appropriate degree certificate and/or endorse-
ment for current assignment required by the Southern Associ-
ation of Colleges and Schools Commission on Colleges 
(SACSCOC) or the Coordinating Board. 

2. Performance:  Employee’s effectiveness as reflected by the 
most recent written evaluations and/or other appraisal docu-
mentation. 

3. Seniority:  Years of service in the College District. 

4. Professional Background:  Professional education and work 
experience related to the current assignment. 

After considering the [Chancellor]’s recommendation, the Board 
shall determine which employees shall be dismissed.  Each em-
ployee shall be given a statement of the reasons and conditions 
requiring such dismissal and shall, upon request, be given a hear-
ing in accordance with the policy for termination during his or her 
contract.  [See DMAA and DMB] 

Appeals of a dismissal due to a reduction in force shall be handled 
through the hearing afforded under DMAA or DMAB, as appropri-
ate, rather than the grievance policy. 

Appeals of a dismissal due to a reduction in force of a former foster 
child entitled to an employment preference [see DC] shall be han-
dled through the hearing afforded under DC. 

An employee dismissed pursuant to this policy, if subsequently re-
employed by the College District, shall be credited with the amount 
of local sick leave that had accrued at the time of dismissal.   

Upon written request, an employee dismissed pursuant to this poli-
cy shall be notified in writing of any subsequent availability of the 
position for a period of one calendar year following the effective 
date of such dismissal.  The notice shall be mailed to the address 
that was on file for the former employee at the time of dismissal, 
unless the College District has been notified in writing of a change 
of address.  A former employee so notified must respond to the 
Board in writing within ten calendar days of receipt of such notifica-

CRITERIA FOR 
DECISIONS 

BOARD ACTION 

APPEALS 

EXCEPTION 

RIGHTS OF 
EMPLOYEES SUBJECT 
TO RIF 

REEMPLOYMENT 
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tion if the person wishes to be considered for the position.  Any in-
dividual employee dismissed as result of a RIF has the opportunity 
to apply for any vacant position for which they are qualified who 
respondsand shall be considered for employment on the same ba-
sis as all other applicants. 
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ACTION ITEM

Mee�ng Date:  April  14, 2016

Board Governance Commi�ee

ITEM #  ITEM TITLE PRESENTER

 B. Proposed Revisions to Board
Bylaws 

Trustee Zeph Capo
Jarvis Hollingsworth

            

RECOMMENDATION
Consider proposed revisions to Board bylaws regarding commi�ees structure and commi�ees
responsibili es.

COMPELLING REASON/RATIONALE
The proposed revisions will align the Board's commi�ees structure with industry standards regarding
Standing verses Ad Hoc commi�ees. It will also align responsibili es within appropriate commi�ees.

DESCRIPTION OR BACKGROUND
This proposed revisions emerged from previous Board Governance commi�ee discussion.

STRATEGIC ALIGNMENT

2. ORGANIZATIONAL STEWARDSHIP
 B. Improve and streamline business transac�ons and process

This item is applicable to the following: District 


	Meeting Agenda
	Report on Proposed Revisions to TASB Policies: Section D Personnel
	Proposed Revisions to Board Bylaws



