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Strategic Plan 2016-2019

Imagine HCC 2019
(Approved by the HCC Board of Trustees, December 18, 2015)

Mission
Houston Community College is an open-admission, public institution of higher education offering a
high-quality, affordable education for academic advancement, workforce training, career and
economic development, and lifelong learning to prepare individuals in our diverse communities for
life and work in a global and technological society.

Vision
HCC will be a leader in providing high quality, innovative education leading to student success and
completion of workforce and academic programs. We will be responsive to community needs and
drive economic development in the communities we serve.

Strategic Goal Strategic Objective

1. Student Success A. Improve student preparedness, readiness and alignment

B. Improve the student experience

C. Increase student completion

D. Ensure that instructional programs prepare students for success in
current and future working environments

-4

2. Organizational . Ensure that the strategic plan serves as the basis for funding
Stewardship B. Improve and streamline business transactions and processes
C. Increase diversity, inclusion and engagement throughout the institution

3. Performance A. Focus on one HCC and consistency of quality experience across the
Excellence campuses, departments, and facilities
B. Foster an environment within the institution as a compelling place to
work and learn
C. Employ analytic measures to assess and guide performance excellence

4. Innovation A. Build a culture that champions collaboration, creativity, and innovation
B. Increase innovation in teaching and learning
C. Expand the use of technology throughout the institution
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HOUSTON COMMUNITY COLLEGE

MEMORANDUM

TO:

HCC Board of Trustees

FROM: Board Services

DATE: February 16, 2016
RE: Meetings for February 2016
Dear Trustees:

Please note that the following meetings are scheduled for February 2016 at the HCC Admin. Building,
3100 Main, 2" Floor Auditorium, Houston, Texas 77002:

Tuesday, February 16, 2016

Academic Affairs/Student Services Committee - 1:00 p.m.
(Members: Trustee Loredo-Committee Chair, Trustee Hansen and Trustee Wilson; Alternate
Member-Trustee Oliver)

Chancellor Evaluation Committee - 2:00 p.m.
(Members: Trustee Capo-Committee Chair, Trustee Evans-Shabazz and Trustee Tamez;
Alternate Member-Trustee Eva Loredo)

Audit Committee — 2:30 p.m.
(Members: Trustee Glaser-Committee Chair, Trustee Oliver and Trustee Wilson,; Alternate
Member-Trustee Capo)

Board Governance Committee — 3:00 p.m.
{Members: Trustee Capo-Committee Chair, Trustee Glaser and Trustee Loredo; Alternate
Member-Trustee Hansen)

Special Meeting - 3:45 p.m.
(Quorum of the Full Board Required)

Committee of the Whole Meeting - 4:15 p.m.
{Quorum of the Full Board Required)

Thursday, February 25, 2016

Regular Board Meeting - 4:00 p.m.
{Quorum of the Full Board Required)



Academic/Student
Services
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HOUSTON COMMUNITY COLLEGE

AGENDA

ACADEMIC AFFAIRS/STUDENT SERVICES COMMITTEE
OF THE BOARD OF TRUSTEES

Committee Members
Trustee Eva Loredo, Chair
Trustee John P. Hansen
Trustee Dave Wilson

Alternate Member
Trustee Christopher Oliver

February 16, 2016
1:00 p.m.

HCC Administration Building
3100 Main, 2" Floor Auditorium
Houston, Texas 77002



NOTICE OF MEETING OF THE BOARD OF TRUSTEES

HOUSTON COMMUNITY COLLEGE
ACADEMIC AFFAIRS/STUDENT SERVICES COMMITTEE
February 16, 2016

Notice is hereby given that a Meeting of the Academic Affairs/Student Services Committee
of the Board of Trustees of Houston Community College will be held on Tuesday, sixteenth
(16™) day of February 2016 at 1:00 p.m., or after, and from day to day as required, at the
HCC Administration Building, 3100 Main, 2nd Floor Auditorium, Houston, Texas 77002. The
items listed in this Notice may be considered in any order at the discretion of the Committee
Chair and items listed for closed session discussion may be discussed in open session and
vice versa as permitted by law. Actions taken at this Meeting do not constitute final Board
action and are only Committee recommendations to be considered by the Board at the next
Regular Board meeting.

. Call to Order
Il. Topics for Discussion and/or Action:
A. Student Success in Courses.
B. Graduation Update.
C. Nursing Update.
D. Enrollment Update.

. Adjournment to closed or executive session pursuant to Texas Government
Code Sections 551.071; 551.072 and 551.074, the Open Meetings Act, for the
following purposes:

A. Legal Matters

1. Consultation with legal counsel concerning pending or contemplated
litigation, a settlement offer, or matters on which the attorney’s duty to
the System under the Texas Disciplinary Rules of Professional Conduct
clearly conflicts with the Texas Open Meetings Laws.

B. Personnel Matters

1. Deliberate the appointment, employment, evaluation, reassignment,
duties, discipline or dismissal of a public officer or employee, or to hear

The Houston Community College Board of Trustees (the "Board") will not consider or act upon any item before this committee. This
meeting is not a Regular Meeting of the Board but because a quorum of the Board may attend, the meeting of this committee is also being
posted as a Meeting of the Board.
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Houston Community College
Academic Affairs/Student Services Committee — February 16, 2016

duties, discipline or dismissal of a public officer or employee, or to hear
complaints or charges against the chancellor, employees or board
members, unless the officer, employee, or board member who is the
subject of the deliberation or hearing requests a public hearing.

C. Real Estate Matters

1. Deliberate the purchase, exchange, lease, or value of real property for
Agenda items if deliberation in an open meeting would have a
detrimental effect on the position of the System in negotiations with a
third person.

Additional Closed or Executive Session Authority

If, during the course of the meeting covered by this Notice, the Board should
determine that a closed or executive meeting or session of the Board should be
held or is required in relation to any items included in this Notice, then such closed
or executive meeting or session as authorized by Section 551.001 et seq. of the
Texas Government Code (the Open Meetings Act) will be held by the Board at that
date, hour and place given in this Notice or as soon after the commencement of
the meeting covered by the Notice as the Board may conveniently meet in such
closed or executive meeting or session concerning:

Section 551.071 — For the purpose of a private consultation with the Board’s
attorney about pending or contemplated litigation, a settlement offer, or matters
on which the attorney’s duty to the System under the Texas Disciplinary
Rules of Professional Conduct clearly conflicts with the Texas Open Meetings
Laws.

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

Section 551.073 - For the purpose of considering a negotiated contract for a
prospective gift or donation to the System if deliberation in an open meeting
would have a detrimental effect on the position of the System in negotiations with
a third person.

Section 551.074 — For the purpose of considering the appointment, employment,
evaluation, reassignment, duties, discipline or dismissal of a public officer or
employee or to hear complaints or charges against a public officer or employee,
unless the officer or employee who is the subject of the deliberation or hearing
requests a public hearing.
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Houston Community College
Academic Affairs/Student Services Committee — February 16, 2016

Section 551.076 — To consider the deployment, or specific occasions for
implementation of security personnel or devices, or a security audit.

Section 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 writing by a parent or guardian of the student or by the employee against
whom the complaint is brought.

Section 551.084 — For the purpose of excluding a witness or witnesses in an
investigation from a hearing during examination of another witness in the
investigation.

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

A. The open meeting covered by this Notice upon the reconvening of the public
meeting, or

B. At a subsequent public meeting of the Board upon notice thereof, as the
Board shall determine.

V. Reconvene in Open Meeting

VL. Adjournment

Certificate of Posting or Giving of Notice

On this 10" day of February , 2016, at or before 1:00 p.m.,

this Notice was posted at a place convenient to the public and readily accessible at all times
to the general public at the following locations: (1) Administration Building of the Houston
Community College, 3100 Main, First Floor, Houston, Texas 77002; and (2) the Houston

Community College website, www.hccs.edu.

Rose Sarzoza-Pena
Manager, Board Services
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REPORT ITEM

Meeting Date: February 16, 2016

Committee: Academic Affairs/Student Services

ITEM NO. ITEM TITLE PRESENTER
Student Success in Courses Dr. Cesar Maldonado
A Dr. Kimberly Beatty

DISCUSSION

Update on student success in courses for Fall 2015 and Fall 2014 comparisons.

DESCRIPTION OR BACKGROUND

A report on student performance in courses for the fall 2015 will be provided.

FISCAL IMPACT
THECB provides funding to colleges based upon a funding model dependent upon factors to include
success and completion.

STRATEGIC ALIGNMENT

1.A.: Improve student preparedness, readiness and alignment

Attachment Title(s): Presentation of Student Success Data

This item is applicable to the following:
[1 central [] coleman [l Northeast [ ] Northwest [ ] Southeast [ | Southwest  [X] 3100

2/9/2016 4:13 PM
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REPORT ITEM

Meeting Date: February 16, 2016

Committee: Academic Affairs/Student Services

ITEM NO. ITEM TITLE PRESENTER
Graduation Update Dr. Cesar Maldonado
B Dr. Kimberly Beatty

DISCUSSION

Update on graduation 2016.

DESCRIPTION OR BACKGROUND

A report on the graduation ceremony and anticipated number of participants will be provided.

FISCAL IMPACT
Estimated total expense is $220,000 as included in the 2016 operating budget.

STRATEGIC ALIGNMENT

1.C.: Increase student completion

Attachment Title(s): Graduation Presentation

This item is applicable to the following:
[] central [] coleman [] Northeast  [] Northwest [ ] Southeast [ ] Southwest  [X] 3100

2/9/2016 4:14 PM
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REPORT ITEM

Meeting Date: February 16, 2016

Committee: Academic Affairs/Student Services

ITEM NO.- ITEM TITLE PRESENTER
c Nursing Update Dr. Cesar Maldonado
Dr. Phillip Nicotera

Dr. Kimberly Beatty

DISCUSSION:

Update on the accreditation status of the Associate Degree in Nursing program.

DESCRIPTION OR BACKGROUND:

The Texas Board of Nursing requires that all programs maintain a minimum of an 80% pass rate on the
NCLEX (National Nursing Licensing Exam). If a program does not meet the criteria for 3 consecutive years
the program is placed on conditional probation and cannot admit new students. The program did not
meet this requirement and Coleman implemented corrective measures. To date the program has
improved on the pass rate from 66% in 2013 to 78% in 2015. In the recent NCLEX report our student
examinees had an 89.47% passing rate.

FISCAL IMPACT

e Decrease in enrollment
e Increase in budget demands to be determined FY 2017

STRATEGIC ALIGNMENT:
1.D.2: Align COEs with business and industry needs

Attachment Title(s): Coleman College Nursing Program Report Presentation

This item is applicable to the following:
[ central X coleman ] Northeast [ Northwest [ ] Southeast [ southwest  []3100

2/9/2016 4:16 PM
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Overview of Recent Events
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REPORT ITEM

Meeting Date: February 16, 2016

Committee: Academic Affairs/Student Services

ITEM NO. ITEM TITLE PRESENTER
Enroliment Update Dr. Cesar Maldonado
D Dr. Kimberly Beatty

DISCUSSION

Provide an update on the Fall 2015 enrollment and establish standards for the college.

DESCRIPTION OR BACKGROUND

This report provides an update on the Fall 2015 student enrollment. The report includes enrollment in
specific categories such as dual credit courses, non-credit, credit, distance education, and continuing
education.

Additionally, the report identifies numerous strategies and actions that had a direct impact on enrollment
for the Fall 2015 semester.

FISCAL IMPACT

Fall 2015 enrollment produced actual tuition and fee revenues in line with budget.

STRATEGIC ALIGNMENT

1.C.1: Use data to ensure courses and schedules match student needs
3.B.2: Ensure the campus environment maximizes opportunities for learning and engagement.

Attachment Title(s): Enrollment Update Presentation

This item is applicable to the following:
X central X coleman [X] Northeast  [X] Northwest [ Southeast X southwest [ ] 3100

2/9/2016 4:19 PM
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HOUSTON COMMUNITY COLLEGE

AGENDA

CHANCELLOR EVALUATION COMMITTEE
OF THE BOARD OF TRUSTEES

Committee Members
Trustee Zeph Capo, Chair
Trustee Adriana Tamez
Trustee Carolyn Evans-Shabazz

Alternate Member
Trustee Eva Loredo

February 16, 2016
2:00 p.m.

HCC Administration Building
3100 Main, 2" Floor Auditorium
Houston, Texas 77002



NOTICE OF A MEETING OF THE BOARD OF TRUSTEES
HOUSTON COMMUNITY COLLEGE

CHANCELLOR EVALUATION COMMITTEE
February 16, 2016

Notice is hereby given that a Meeting of the Chancellor Evaluation Committee of the Board
of Trustees of Houston Community College will be held on Tuesday, the sixteenth (16™) day
of February, 2016 at 2:00 p.m., or after, and from day to day as required, at the HCC
Administration Building, 3100 Main, 2nd Floor Auditorium, Houston, Texas 77002. The items
listed in this Notice may be considered in any order at the discretion of the Committee Chair
and items listed for closed session discussion may be discussed in open session and vice
versa as permitted by law. Actions taken at this Meeting do not constitute final Board action
and are only Committee recommendations to be considered by the Board at the next
Regular Board meeting.

L. Call to Order
. Topics for Discussion and/or Action:

A. Quarterly Progress Report on Chancellor’s 2016 Goals.

1l. Adjournment to closed or executive session pursuant to Texas Government
Code Sections 551.071; 551.072 and 551.074, the Open Meetings Act, for the
following purposes:

A. Legal Matters

1. Consultation with legal counsel concerning pending or contemplated
litigation, a settlement offer, or matters on which the attorney’s duty to
the System under the Texas Disciplinary Rules of Professional Conduct
clearly conflicts with the Texas Open Meetings Laws.

B. Personnel Matters

1. Deliberate the appointment, employment, evaluation, reassignment,
duties, discipline or dismissal of a public officer or employee, or to hear
complaints or charges against the chancellor, employees or board
members, unless the officer, employee, or board member who is the
subject of the deliberation or hearing requests a public hearing.

The Houston Community College Board of Trustees {the "Board") will not consider or act upon any item before this committee. This
meeting is not a Regular Meeting of the Board but because a quorum of the Board may attend, the meeting of this committee is also being
posted as a Meeting of the Board.
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V.

Houston Community College
Chancellor Evaluation Committee — February 16, 2016

C. Real Estate Matters

1. Deliberate the purchase, exchange, lease, or value of real property for
Agenda items if deliberation in an open meeting would have a
detrimental effect on the position of the System in negotiations with a
third person.

Additional Closed or Executive Session Authority

If, during the course of the meeting covered by this Notice, the Board should
determine that a closed or executive meeting or session of the Board should be
held or is required in relation to any items included in this Notice, then such closed
or executive meeting or session as authorized by Section 551.001 et seq. of the
Texas Government Code (the Open Meetings Act) will be held by the Board at that
date, hour and place given in this Notice or as soon after the commencement of
the meeting covered by the Notice as the Board may conveniently meet in such
closed or executive meeting or session concerning:

Section 551.071 — For the purpose of a private consultation with the Board’s
attorney about pending or contemplated litigation, a settlement offer, or matters
on which the attorney’s duty to the System under the Texas Disciplinary
Rules of Professional Conduct clearly conflicts with the Texas Open Meetings
Laws.

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

Section 551.073 — For the purpose of considering a negotiated contract for a
prospective gift or donation to the System if deliberation in an open meeting
would have a detrimental effect on the position of the System in negotiations with
a third person.

Section 551.074 — For the purpose of considering the appointment, employment,
evaluation, reassignment, duties, discipline or dismissal of a public officer or
employee or to hear complaints or charges against a public officer or employee,
unless the officer or employee who is the subject of the deliberation or hearing
requests a public hearing.

Section 551.076 — To consider the deployment, or specific occasions for
implementation of security personnel or devices, or a security audit.

Section 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
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in writing by a parent or guardian of the student or by the employee against
whom the complaint is brought.

Section 551.084 — For the purpose of excluding a witness or witnesses in an
investigation from a hearing during examination of another witness in the
investigation.

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

A. The open meeting covered by this Notice upon the reconvening of the public
meeting, or

B. At a subsequent public meeting of the Board upon notice thereof, as the
Board shall determine.

V. Reconvene in Open Meeting
VI. Adjournment

Certificate of Posting or Giving of Notice

On this 10th day of ___ February , 2016, at or before 2:00 p.m.,

this Notice was posted at a place convenient to the public and readily accessible at all times
to the general public at the following locations: (1) Administration Building of the Houston
Community College, 3100 Main, First Floor, Houston, Texas 77002; and (2) the Houston

Community College website, www.hccs.edu.

Rose Sarzoza-Pena
Manager, Board Services
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REPORT ITEM

Meeting Date: February 16, 2016

Committee: Chancellor Evaluation

ITEM NO. ITEM TITLE PRESENTER
Quarterly Progress Report on Dr. Cesar Maldonado
A Chancellor’s 2016 Goals

DISCUSSION

Provide an update on the Chancellor’s approved goals.

DESCRIPTION OR BACKGROUND

The Chancellor’s approved evaluation calls for a quarterly progress report on Domains 1 through 5.

FISCAL IMPACT
N/A

STRATEGIC ALIGNMENT

3.C.1.: Develop objective performance measures for performance evaluation of operational units and
employees.

Attachment Title(s): Progress Report (Will be provided under separate cover)

This item is applicable to the following:
[] central [] coleman [] Northeast [ ] Northwest [ ] Southeast [ ] Southwest  [X] 3100
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HOUSTON COMMUNITY COLLEGE

AGENDA

AUDIT COMMITTEE
OF THE BOARD OF TRUSTEES

Committee Members
Trustee Robert Glaser, Chair
Trustee Christopher Oliver
Trustee Dave Wilson

Alternate Member
Trustee Zeph Capo

February 16, 2016
2:30 p.m.

HCC Administration Building
3100 Main, 2™ Floor Auditorium
Houston, Texas 77002



NOTICE OF MEETING OF THE BOARD OF TRUSTEES

HOUSTON COMMUNITY COLLEGE
AUDIT COMMITTEE
February 16, 2016

Notice is hereby given that a Meeting of the Audit Committee of the Board of Trustees of
Houston Community College will be held on Tuesday, sixteenth (16") day of February 2016 at
2:30 p.m., or after, and from day to day as required, at the HCC Administration Building, 3100
Main, 2nd Floor Auditorium, Houston, Texas 77002. The items listed in this Notice may be
considered in any order at the discretion of the Committee Chair and items listed for closed
session discussion may be discussed in open session and vice versa as permitted by law. Actions
taken at this Meeting do not constitute final Board action and are only Committee
recommendations to be considered by the Board at the next Regular Board meeting.

L Call to Order

1. Topics for Discussion and/or Action:
A. Internal Audit Quarterly Report.
B. Quarterly Control and Compliance Attestation.
C. Update of Internal Audit Personnel.

. Adjournment to closed or executive session pursuant to Texas Government Code
Sections 551.071; 551.072 and 551.074, the Open Meetings Act, for the following
purposes:

A. Legal Matters

1. Consultation with legal counsel concerning pending or contemplated
litigation, a settlement offer, or matters on which the attorney’s duty to the
System under the Texas Disciplinary Rules of Professional Conduct clearly
conflicts with the Texas Open Meetings Laws.

B. Personnel Matters

1. Deliberate the appointment, employment, evaluation, reassignment, duties,
discipline or dismissal of a public officer or employee, or to hear complaints or
charges against the chancellor, employees or board members, unless the
officer, employee, or board member who is the subject of the deliberation or
hearing requests a public hearing.

The Houston Community College Board of Trustees (the "Board") will not consider or act upon any item before this committee. This meeting is
not a Regular Meeting of the Board but because a quorum of the Board may attend, the meeting of this committee is also being posted as a
Meeting of the Board.
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C. Real Estate Matters

1. Deliberate the purchase, exchange, lease, or value of real property for
Agenda items if deliberation in an open meeting would have a
detrimental effect on the position of the System in negotiations with a third
person.

Additional Closed or Executive Session Authority

If, during the course of the meeting covered by this Notice, the Board should
determine that a closed or executive meeting or session of the Board should be held
or is required in relation to any items included in this Notice, then such closed or
executive meeting or session as authorized by Section 551.001 et seq. of the Texas
Government Code (the Open Meetings Act) will be held by the Board at that date,
hour and place given in this Notice or as soon after the commencement of the
meeting covered by the Notice as the Board may conveniently meet in such closed or
executive meeting or session concerning:

Section 551.071 — For the purpose of a private consultation with the Board’s attorney
about pending or contemplated litigation, a settlement offer, or matters on which
the attorney’s duty to the System under the Texas Disciplinary Rules of
Professional Conduct clearly conflicts with the Texas Open Meetings Laws.

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

Section 551.073 — For the purpose of considering a negotiated contract for a
prospective gift or donation to the System if deliberation in an open meeting would
have a detrimental effect on the position of the System in negotiations with a third
person.

Section 551.074 — For the purpose of considering the appointment, employment,
evaluation, reassignment, duties, discipline or dismissal of a public officer or
employee or to hear complaints or charges against a public officer or employee,
unless the officer or employee who is the subject of the deliberation or hearing
requests a public hearing.

Section 551.076 — To consider the deployment, or specific occasions for
implementation of security personnel or devices, or a security audit.

Section 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
writing by a parent or guardian of the student or by the employee against whom the
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complaint is brought.

Section 551.084 — For the purpose of excluding a withess or witnesses in an
investigation from a hearing during examination of another witness in the
investigation.

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

A. The open meeting covered by this Notice upon the reconvening of the public
meeting, or

B. At a subsequent public meeting of the Board upon notice thereof, as the Board
shall determine.

V. Reconvene in Open Meeting

VI. Adjournment

Certificate of Posting or Giving of Notice

On this 10™" day of February , 2016, at or before 2:30 p.m., this

Notice was posted at a place convenient to the public and readily accessible at all times to the
general public at the following locations: (1) Administration Building of the Houston Community
College, 3100 Main, First Floor, Houston, Texas 77002; and (2) the Houston Community College

website, www.hccs.edu.

Rose Sarzoza-Pena
Manager, Board Services
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REPORT ITEM

Meeting Date: February 16, 2016

Committee: Audit

ITEM NO. ITEM TITLE PRESENTER
Internal Audit Quarterly Report Dr. Cesar Maldonado
A Dr. Melissa Gonzalez

DISCUSSION
The Internal Auditor meets quarterly with the Audit Committee to discuss the status of the annual audit
plan and to review the follow-up report on recommendations from previously completed audits.

DESCRIPTION OR BACKGROUND

The Board of Trustees adopted the Audit Committee Action Calendar, which calls for quarterly updates.

FISCAL IMPACT

Department functions per approved operating budget.

STRATEGIC ALIGNMENT

2.B.3.: Create and sustain viable communication and feedback loops for stakeholders

Attachment Title(s): 1. Internal Audit 2016 Plan Status Report
2. Internal Audit Follow-up Status Report

This item is applicable to the following: -
[] central ] coleman [JNortheast [ ] Northwest [ |Southeast [ ] Southwest [X] 3100

2/3/2016 12:01 PM
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REPORT ITEM

Meeting Date: February 16, 2016

Committee: Audit

ITEM NO. ITEM TITLE PRESENTER
| land i . Dr. Cesar Maldonado
B Quarterly Control and Compliance Attestation E. Ashley Smith

DISCUSSION

The Quarterly Control and Compliance Attestation from the Chancellor is offered, with the intent to
enhance the atmosphere of trust and accountability between the College administration, members of the
Board of Trustees, and the public.

DESCRIPTION OR BACKGROUND

It is important that the Board of Trustees be able to rely upon the written and oral statements of the
Chancellor and other members of the College administration as they carry out their duties. The attestation
is a written statement from the Chancellor indicating that he has already disclosed to the Board of
Trustees, the Audit Committee, and/or to Internal Audit, regarding any items of potential concern that he is
aware of, primarily in the areas of internal control, compliance, and suspected fraud. It is also a positive
statement stating that all rules have been followed, all material items recorded, and all contractual
agreements have been honored.

This item will be included as a regular Report Item in each Quarterly Audit Committee meeting. The
Chancellor’s Attestation is backed up by similar attestations from key College administrators.

FISCAL IMPACT
N/A

STRATEGIC ALIGNMENT

2.B.3.: Create and sustain viable communication and feedback loops for stakeholders

Attachment Title(s): 1. Control and Compliance Attestation Letter
2. Exhibit A

This item is applicable to the following:
[ central [] coleman [ Northeast [ ] Northwest [ ]Southeast [ ] Southwest  [x] 3100

2/3/2016 12:15 PM




H/ic l HOUSTON COMMUNITY COLLEGE Office: 713.718.5059
A Y

OFFICE OF THE CHANCELLOR Fax: 713.718.2232

February 16, 2016

Mr. Robert Glaser

Chair of Audit Committee, Board of Trustees
Houston Community College

Houston, TX 77002

RE: Quarterly Control & Compliance Attestation, Quarter ending November 30, 2015

Dear Chairman Glaser and Trustees:

I am providing this letter in connection with the College’s preparation for the
Quarterly Audit Committee Meeting. 1 understand that you rely on administration’s reports
and recommendations to assist with your governance responsibilities, specifically including,
but not limited to, your responsibility to the taxpayers, the Legislative Budget Board, and
the Texas Higher Education Coordinating Board.

I confirm that I am responsible within areas of my operating responsibility for:

a. The design and implementation of programs and controls to prevent and
detect fraud;

b. Establishing and maintaining effective internal control over financial
reporting, effective and efficient operations, and regulatory compliance;

¢. Maintaining appropriate documentation of such internal control; and

d. Maintaining true and correct financial reports, records and supporting
documentation.

I confirm, to the best of my knowledge and belief, the following representations:

1. Thave no knowledge of any regulatory violations, occurrences of misstatement,
fraud or suspected fraud affecting the College during the calendar quarter that
has not been reported to you, the Internal Audit Director, or the Audit
Committee;

2. There are no contingent claims that have not been reported to our Chief
Financial Officer or General Counsel; and

3. Ihave maintained adequate internal control over financial reporting, effective
and efficient operations, and regulatory compliance for the quarter ending
November 30, 2015, based on criteria established by prudent risk management
practices.

4. There have been no changes in internal control that might negatively affect the
effectiveness of such controls, including any corrective actions taken with
regard to related deficiencies and weaknesses previously identified. I have

P0. Box 667517 | Houston, TX | 77266-7517 | hees.edu




TO: Mr. Robert Glaser, Chair, Audit Committee February 16, 2016
RE: Quarterly Control & Compliance Attestation Page 2

resolved, or am currently in the process of resolving, all such issues identified
and communicated to me during previous audits (internal or external).

5. All material transactions have been communicated to the Chief Financial Officer
for recording and disclosure in the financial statements and/or Board reports.

6. The following, to the extent applicable, have been appropriately identified and
communicated for proper recording and disclosure:

a. Related-party transactions associated with vendor relationships; and
b. Significant contractual obligations or other contingent liabilities.

7. Violations or possible violations of laws or regulations whose effects should be
considered for disclosure due to their level of impact have been communicated
to you, our General Counsel, the Internal Audit Director, or the Audit Committee.

8. The College has complied with all aspects of contractual agreements that would
have a material effect on the financial statements in the event of noncompliance.

9. Other than those previously disclosed, no events have occurred subsequent to
November 30, 2015, that should be disclosed due to their impact on the financial
statements, effectiveness of existing systems of control, or regulatory
compliance.

Please note that details of any material issues or disclosures, if not previously
communicated, are attached as Exhibit A to this document.

Sincerely,

A

Cesar Maldonado, Ph.D., P.E.
Chancellor



Quarterly Control & Compliance Attestation
Quarter ending November 30, 2015

No material issues or disclosures were reported.

EXHIBIT A



The following documents represent TASB local policies for Section A: Basic District Foundations, Section
B: Local Governance, and Section C: Business & Support Services. The documents do not include any
related TASB legal policies. Further, all TASB model policies are identified with a grey watermark, and
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; thus the various colors representing tracked changes is immaterial to
the substance of the documents. If there is no watermark on the file, it is a current HCC policy that has
been converted to the TASB format.






TASB MODEL POLICY

Section A: Basic District Foundations






COLLEGE DISTRICT NAME AND DEFINITIONS AB
(LOCAL)

The corporate name of this college, as provided by law, is

Houston Community College System District, herein referred to as
“the College District.”

DATE ISSUED: 7/1/1982 ADOPTED: 1 0f1
UPDATE 0
AB(LOCAL)-AJC



Houston Community College

101506
EDUCATIONAL ROLE, MISSION, PURPOSE, AND RESPONSIBILITY AD
(LOCAL)
ADD POLICY
MISSION The College District is an open-admission public institution of

higher education offering a high-quality, affordable education for
academic advancement, workforce training, career development,
and lifelong learning to prepare individuals in our diverse
communities for life and work in a global and technological society.

1 of 1
AD(LOCAL)-X



TASB MODEL POLICY

Section B: Local Governance






BOARD MEMBERS
ELECTIONS

ELECTION DATES

MEMBERSHIP

METHOD OF |
ELECTION

TRUSTEE TERMS

SCHEDULE OF
ELECTIONS

DISTRICTS
[, I, AND VII

DISTRICTS
[, VI, AND VIII

DISTRICTS
IV, V, AND {X

LEGAL GUIDANCE

DATE ISSUED: 4/2/2012
UPDATE 27
BBB(LOCAL)-AJC

BBB
(LOCAL)

The election of Board members shall be on the uniform election
date in November.

The Board shall consist of nine members.

Board members shall be elected by single-member districts. The
College District is divided into nine geographic districts numbered |
through IX. Positions on the Board are designated by the geo-
graphic district numbers.

A Trustee shall serve a term of six years.

The terms of three members will expire on the last day of Decem-
ber of each odd-numbered year, as follows:

2007, 2013, 2019, and every six years thereafter.
2009, 2015, 2021, and every six years thereafter.

2011, 2017, 2023, and every six years thereafter..

ODEL POLICY

The General Counsel of the College District shall provide legal
guidance in accordance with the governing laws and shall maintain
College District rules regarding the conduct of elections.

ADOPTED: 10f1



BOARD MEMBERS

BBD

ORIENTATION AND TRAINING (LOCAL)

DATE ISSUED: 1/24/2006
UPDATE 20
BBD(LOCAL)-AJC

The Board recognizes its responsibility to be actively and con-
tinuously engaged in developing individual Board member's
skills and knowledge by keeping them abreast of new devel-
opments in fiduciary, governance, and ethics laws, norms and
best practices. The Board shall, therefore, have an orienta-
tion and development process in place. Board members may
also attend regional, state, or national conventions, confer-
ences, and workshops, and will be reimbursed for reasonable
travel expenses for attendance at such as provided in the
Board Policy BBG (LOCAL) and the Board Bylaws. On an an-
nual basis, Board Counsel will review all policies that address
Board operations and will carry out (with assistance from
General Counsel as needed), any necessary training for the
Trustees and Staff, as follows:

(1) General Requirement. Each Trustee shall partici-
pate in the HCC Annual Trustee Orientation pro-
gram, a training session of at least four hours con-
ducted by Board counsel and other independent
professionals, as needed. The program will consist
of at least one hour of ethics training and one hour
of finance training. Board members who do not
complete this annual training by March of each year
shall be ineligible to serve as a Board officer or as
Chair of a committee until the training is completed.

(2) Mandatory Open Government Training. Each Trus-
tee shall, pursuant to Texas law, complete two
hours of open government training, one hour each
on open meetings and the public information act.
This training must be completed within 90 days of
being sworn in to serve. The Office of the Attorney
General provides free online or video training to
satisfy this requirement.

(3) Mandatory Training with Texas Higher Education
Coordinating Board. Within the first two years of
service, each Trustee shall, pursuant to Texas law,
complete a training program established by the
Texas Higher Education Coordinating Board pursu-
ant to Section 61.084 of the Texas Education Code.
Board members taking office on or after January 1,
2016, must complete this training within the first
year of service. The minutes of the last regular
meeting of the calendar year must reflect whether
each required member completed the training.
Training via electronic means is also acceptable.

10f2



BOARD MEMBERS BBD
ORIENTATION AND TRAINING (LOCAL)

(4) Mandatory Investment Training. Within six months
after taking office or assuming duties, each Trustee
shall, pursuant to the Public Funds Investment Act
(Texas Government Code, Chapter 2256), com-
plete at least one training session relating to the
Trustee’s investment responsibilities, including
training in investment controls, security risks, strat-
egy risks, market risks, diversification of investment
portfolio, and compliance with Chapter 2256 of the
Texas Government Code.

See Board Bylaws, Article H, Section 5.

DATE ISSUED: 1/24/2006 ADOPTED: 20f2
UPDATE 20
BBD(LOCAL)-AJC



BOARD MEMBERS
AUTHORITY

BOARD AUTHORITY

TRANSACTING
BUSINESS

INDIVIDUAL
AUTHORITY FOR
COMMITTING THE
BOARD

REQUESTS FOR
LEGAL ADVICE

INDIVIDUAL ACCESS
TO INFORMATION

LIMITATIONS

REQUESTS FOR
RECORDS

BBE
(LOCAL)

The Board has final authority to determine and interpret the poli-
cies that govern the College District and, within the limits imposed
by other legal authorities, has complete and full control of the Col-
lege District. See Board Bylaws, Article B, Section 1.

Official Board action shall be taken only in meetings that comply
with the Open Meetings Act. The affirmative vote of a majority of
all Board members shall be required to transact business. [See
BD, Board Bylaws, Article G, Section 5] Each action of the Board
supported by the majority is binding on the whole Board.

Board members as individuals shall not exercise authority over the
College District, its property, or its employees. Except for appro-
priate duties and functions of the Board Chair, an individual mem-
ber may act on behalf of the Board only with the express authoriza-
tion of the Board. Without such authorization, no individual
member may commit the Board on any issue. [See BCAB, Board
Bylaws, Article B, Section 1]

Individual Board members shall submit all requests for legal advice
to Board Counsel through the Board Chair or designee. If the
Board Chair determines that the request is not reasonably related
to official trustee issues, he or she shall instruct the requesting

FREE MODEL PORICY

An individual Board member, acting in his or her official capacity,
shall have the right to seek information pertaining to College Dis-
trict fiscal affairs, business transactions, governance, and person-
nel matters, including information that properly may be withheld
from members of the general public in accordance with the Public
Information Chapter of the Government Code. [See GAA]

Individual members shall not have access to confidential student
records unless the member is acting in his or her official capacity
and has a legitimate educational interest in the records in accord-
ance with policies FJ(LEGAL) and (LOCAL).

The College is committed to assuring open and public access to all
records of the college to the extent permitted by law.

Board members seeking access to official College District records
will complete the form at BBE (Exhibit) pursuant to the instructions
on the form.

The Board Chair will review each request form submitted by a
Trustee, and if the Chair determines that the request is not reason-
ably related to official Trustee issues, he or she shall instruct the
Trustee submitting the request to submit an Open Records request
in accordance with the provisions of the Texas Public Information

DATE ISSUED: 12/18/2000 10f2

UPDATE 15
BBE(LOCAL)-AJC



BOARD MEMBERS
AUTHORITY

REQUESTS FOR
REPORTS

CONFIDENTIALITY

REFERRING
COMPLAINTS

STAFF AUTHORITY

BBE
(LOCAL)

Act and any existing HCC Open Records policy. In addition, the
Trustee shall be solely responsible for any fees and costs associ-
ated with the request. The Board Services office shall notify each
Trustee of all Public Information Act requests for documents and all
requests for documents from a Trustee and shall make a copy of
responsive documents available to all Trustees at their request.
[See Board Bylaws, Article H, Section 7]

Directives to the Chancellor or other College District staff regarding
the preparation of reports that will, in the opinion of the -Chancellor,
require excessive staff time or expense shall be authorized by ac-
tion of the Board.

At the time Board members are provided access to confidential
records or to reports compiled from such records, the Chancellor or
other College District employee shall advise them of their respon-
sibility to comply with confidentiality requirements.

If employees, students, or citizens bring a concern or complaint to
an individual Board member, he or she shall refer them to the
Chancellor or designee, who shall proceed according to appropri-
ate Board policy and the Board Bylaws. [See DGBA, FLD, and
GB, Board Bylaws, Article A, Section 11]

B 2 2 V) B s 2 o o

Board member may request that the issue be placed on the agen-
da.

Except as authorized by these policies_or the Board bylaws, no
employee or agent shall have the authority to bind the College Dis-
trict contractually.

DATE ISSUED: 12/18/2000 ADOPTED: 20f2

UPDATE 15
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BOARD MEMBERS
ETHICS

STATEMENT OF
ETHICS

DATE ISSUED: 2/5/1996
UPDATE 11
BBF(LOCAL)-AJC

BBF
(LOCAL)

As a member of the Board, | will strive to improve community col-
lege education, and to that end | shall adhere to the following ethi-
cal standards:

L.

6.

Attend all regularly scheduled Board meetings insofar as pos-
sible, and become informed concerning issues to be consid-
ered at those meetings.

Bring about desired changes through legal and ethical proce-
dures, upholding and enforcing all applicable statutes, regula-
tions, and court decisions pertaining to community colleges.

Work with other Board members to establish effective Board
policies and to delegate authority for the administration of the
College District to the Chancellor.

Work with other Board members to establish effective policies
and practices prohibiting unlawful discrimination, including
conduct that constitutes sexual harassment.

Recognize that | should endeavor to make policy decisions
only after full discussion at publicly held Board meetings.

Render all decisions based on the available facts and my in-

TGk ER-P O TTY

7.

10.

11.

Encourage the free expression of opinion by all Board mem-
bers, and seek systematic communications between the
Board and students, staff, and all elements of the community.

Communicate to other Board members and the Chancellor
expressions of public reaction to Board policies and college
programs.

Inform myself about current educational issues by individual
study and through participation in programs providing needed
information, such as those sponsored by the Texas Associa-
tion of Community Colleges, the American Association of
Community Colleges, and the Association of Community Col-
lege Trustees.

Support the employment of those persons best qualified to
serve as college staff, and insist on a regular and impartial
evaluation of all staff.

Avoid being placed in a position of conflict of interest, and re-
frain from using my Board position for personal or partisan
gain.

10f4



BOARD MEMBERS
ETHICS

CODE OF CONDUCT

DATE ISSUED: 2/5/1996
UPDATE 11
BBF(LOCAL)-AJC

BBF
(LOCAL)

12. Take no private action that will compromise the Board or ad-
ministration, and respect the confidentiality of information that
is privileged under applicable law.

13.

Remember always that my first and greatest concern must be
the educational welfare of the students attending the college.

REFERENCE: derived from National School Boards Associa-

tion

The Board of Trustees has adopted the following Code of
Conduct for Trustees and Senior Staff;

1.

Identify and disclose any actual or potential confiict of
interest, and act at all times for the general public
good, regardless of personal relationships or business
interests. Although Texas law allows the election of a
Trustee who has a spousal or other familial relation
with an employee of the college, neither a Trustee nor
the employee related to him or her may take ad-
vantage of the relationship to obtain favorable consid-
eration, to influence operational matters, or to gain ac-
cess to information not available under the Texas
Public Informatlon Act.

S Wbk ROl
tend an partaclpate actively in meetings of the Boa

and its committees.

Encourage and engage in open and honest discussion
in making Board decisions, respect differences of
opinion, and keep an open mind until each Trustee
has had an opportunity to address the Board.

Respect the Board's collective decision-making pro-
cess, and accurately report and explain Board votes
and policies.

Act on behalf of the Board only with the official author-
ization of a majority of the total membership of the
Board.

Respect the authority and responsibilities of college
employees and external contractors, empowering
them to work without interference.

Maintain the confidentiality of privileged information,
as outlined in the Texas Public Information Act and the
Texas Open Meetings Act.

20f4



BOARD MEMBERS BBF
ETHICS (LOCAL)

8. Refrain from any attempt to influence any operational
decision, including but not limited to individual admis-
sions, personnel, or purchasing decisions, except
when the decision is an agenda topic at an official
Board meeting. Specifically, Board members may not
have any communications about a grievance with any
person who has a grievance pending.

9. Resist any attempt at undue influence from political,
religious or other external bodies and protect the insti-
tution from such influence. Board members must also
report attempts of such improper external influence to
the appropriate legal counsel.

10. Exercise a “refer” approach to the Chancellor only with
respect to communications from potential vendors and
subcontractors about college business outside the
prohibited communications period.

11. Board members are prohibited from suggesting or
recommending subcontractors to vendors at any time,
regardless of when the communication occurs.

12. Request only authorized, legitimate reimbursement of

TAREMOBEL PQLICY

citizens in a manner that creates and sustains mutual
respect.

14. Complete the annual Conflict of Interest Certification.
[See Board Bylaws, Article A, Section 4]
Senior Staff is defined for the purposes of this provision as :

1. Any member of the Chancellor’s Advisory Council;

2. College District employees classified as E-10 and
above;

3. All procurement and purchasing personnel;

4. Any employee who participates on an evaluation or
selection committee for any HCC solicitation for goods
or services; and

5. Any employee who participates in the evaluation of
goods or services provided by a vendor or contractor.

[See Board Bylaws, Article A, Section 3]

DATE ISSUED: 2/5/1996 3of4
UPDATE 11
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BOARD MEMBERS
ETHICS

DATE ISSUED: 2/5/1996
UPDATE 11
BBF(LOCAL)-AJC

BBF
(LOCAL)

A person who wishes to assert an alleged violation of this policy
may do so using the Mechanisms for Enforcement in Policy BBFB
(Local) and Board Bylaws, Article A, Section 11]..

TASB MODEL POLICY

ADOPTED: 40f4



Houston Community College

101506

ETHICS BBFB
PROHIBITED PRACTICES (LOCAL)
PROHIBITED Except as provided below, the following communications, whether
COMMUNICATIONS/ written, oral, electronic, or otherwise, regarding a particular invita-
POLITICAL tion for bids ("IFB"), request for proposals ("RFP"), request for
CONTRIBUTIONS qualifications ("RFQ), employment application or other solicitation

are prohibited:

a. Between a potential vendor, subcontractor, service provider,
bidder, broker, offeror, lobbyist or consultant and any Trus-
tee, Senior Staff, or any member of a selection or evalua-
tion committee;

b. Between any Trustee or Senior Staff and any member of a
selection or evaluation committee;

c. Between any Trustee and administrator or employee re-
garding the subject matter of the proposed solicitation or
contract; and

d. Political contributions to a Trustee or candidate during the
prohibited period from potential vendors, subcontractors,
service providers, bidders, brokers, officers, lobbyists or
consultants.

The communications/political contributions prohibition period shall
begin on the date that the IFB, RFQ, RFP or other solicitation is
issued, published or posted. The HCC Executive Director of Pur-
chasing will email notification of the beginning and ending of the
prohibited communications/political contributions period to each
Trustee and Senior Staff Member. The communications/political
contributions prohibition period shall terminate thirty days after the
contract is executed by the Chancellor or his or her designee or
when a determination is made that the contract will not be award-
ed.

The communications/political contributions prohibition shall not ap-
ply to the following:

a. Official communications between the potential vendor and
appropriate staff or administration at a duly noticed pre-bid
or pre-proposal conference.

b. Communications with Senior Staff, whose official job duties
may require communication regarding the specific bid, re-
quest for proposal, request for qualifications, employment
application or solicitation under consideration, including
pre-bid or pre-proposal communications.

c. Any communications allowed by the HCC Procurement
Manual.

10f5
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101506

ETHICS

BBFB

PROHIBITED PRACTICES (LOCAL)

PROHIBITED
BENEFITS

d. Nothing contained herein shall prohibit any person or entity
from publicly addressing the Board during any duly-noticed
public meeting, in accordance with applicable Board poli-
cies, regarding action on the contract.

Each potential vendor, subcontractor, service provider, bidder, bro-
ker, officer, lobbyist or consultant responding to a IFB, RFP, RFQ,
employment application or other solicitation, shall include a com-
plete list of Contractors in its response to the solicitation. For pur-
poses of this section, the term “Contractors” shall include any
member of the potential vendor's board of directors, its chairper-
son, chief executive officer, chief financial officer, chief operating
officer, any person with an ownership interest of 10% or more, and
any subcontractor listed in a bid or contract.

The Executive Director of Purchasing shall provide the office of
Board Services information on the “Contractors” identified within
five (5) business days of the date the response to the solicitation is
received.

The office of Board Services shall maintain a list of all “Contrac-
tors” identified and shall submit a copy of the list to each Trustee
and Candidate five (5) business days after receiving the infor-
mation described in this section from the Executive Director of Pur-
chasing. The list shall include:

a. The name of the Contractors;

b. The date of the initial posting of the IFB, RFP, RFQ, em-
ployment application or other solicitation; and

c. The end date of the prohibited period.

Any contribution given or received in violation of this section shall
be returned no later than the last day of the reporting period in
which the contribution is received.

The Executive Director of Purchasing shall publish to the Board an
annual procurement list that shows all annual contracts, contracts
that renew or expire during that calendar year, and any anticipated
contracts for goods and services and the anticipated month the
procurement will be published. This list will be published to the
Board no later than February 1% of each calendar year.

[See Board Bylaws, Article A, Section 5]

For the protection of the integrity of the College District, Trustees
and Senior Staff shall not:

20f5
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Houston Community College

101506
ETHICS BBFB
PROHIBITED PRACTICES (LOCAL)

a. Accept or solicit any gift, favor or service that might tend to
influence him/her in the performance of official duties or that
might be offered with the intent to influence his/her official
conduct.

b. Accept employment or engage in a business that would re-
quire the release or use of information obtained in the per-
formance of official duties.

C. Trustees and Senior Staff will comply with the HCC Gov-
ernance policies and Texas law requiring the filing of a Con-
flicts Disclosure Statement or a conflict of interest affidavit
under the appropriate circumstances, and no later than Au-
gust 31st of each academic year will sign a Conflict of In-
terest Certification and submit it to the board services office.

[See Board Bylaws, Article A, Section 7]

POLITICAL A member of the Board, as well as the Board as a whole, shall not

ACTIVITIES expend or authorize the expenditure of any statutorily restricted
funds for the purpose of influencing the outcome of any election, or
the passage or defeat of any legislative measure. However, it is
permissible for the Board to use or authorize the use of funds to
provide information and education regarding certain matters. [See

Board Bylaws, Article A, Section 8]

MISUSE OF A member of the Board shall not use the office of Trustee to obtain
OFFICIAL or use official information in any unlawful way.

INFORMATION

PROHIBITED The College District shall not contract with a business entity in
CONTRACTS/ which a Board Member, Senior Staff Member, or a relative of a
PROHIBITED Board member or Senior Staff Member within the first degree of
PURCHASES consanguinity or affinity, has any pecuniary interest.

Further, the College District shall not contract with a business entity
that employs, hires, or contracts with, in any capacity, including but
not limited to, a subcontractor, employee, consultant, advisor or
independent contractor, a Board Member or a Senior Staff Mem-
ber.

Further, the College District shall not contract with a business entity
that employs an Officer or Director who is a relative of a Board
member or a Senior Staff Member within the first degree of con-
sanguinity or affinity.

Absent other legal requirements, all contracts entered into by the
College District in violation of this policy shall be voided within 30
days of notice of the violation.
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ETHICS BBFB

PROHIBITED PRACTICES (LOCAL)
These provisions do not affect Board Members’ legal obligations to
comply with Chapters 171 (Conflict of Interest Affidavit) and 176
(Conflict Disclosure Statement) of the Texas Local Government
Code, Chapter 573 of the Texas Government Code (Nepotism), or
any other Texas statutes, except to the extent that these provisions
are more restrictive. These obligations are addressed in areater
detail in the Board bylaws.

DEFINITIONS "Business Entity" means a sole proprietorship, partnership, firm,
"BUSINESS corporation, holding company, joint-stock company, receivership,
ENTITY" trust, or any other entity recognized by law. Tex. Loc. Gov't Code

171.

“DIRECTOR” _“Director” is defined as an appointed or elected member of the
board of directors of a company who, with other directors, has the
responsibility for determining and implementing the company’s pol-
icy, and as the company’s agent, can bind the company with valid
contracts.

“OFFICER" “Officer” is defined as a person appointed by the board of directors

“SENIOR STAFF”

EXCLUDED
ENTITIES

MECHANISMS FOR
ENFORCEMENT

of a company to manage the day-to-day business of the company
and carry out the policies set by the board. An officer includes, but
is not limited to, a chief executive officer (CEO), president, chief
operating officer (COO), chief financial officer (CFQ), vice-
president, or other senior company official, as determined by the
Board.

“Senior Staff’ shall have the definition provided in BBF (Local).is
2—HEG-empleyses-classifiad-as-E-10-and-abave;
3:1 All-procurementand-purchasing-persennel:

The provisions of this policy shall not apply to contracts with the
following entities:

a. A corporation or a subsidiary or division of a corpo-
ration whose shares are listed on a national or re-
gional stock exchange or traded in the over-the-
counter market; and

b, Non-profit corporations, religious, educational, and
governmental institutions.

The mechanisms for enforcement of BBF(LOCAL) AND BBFB
(LOCAL) policies are:
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ETHICS
PROHIBITED PRACTICES

BBFB
(LOCAL)

Board members must report an alleged ethics policy viola-
tion to Board Counsel and Senior Staff must report such al-
leged violations to the General Counsel.

Any person may allege, in writing, noncompliance with eth-
ics policy requirements to the Board Chair (or the Vice-
Chair if the Chair is the target of the allegation) or to the
Chancellor if it involves a member of the Senior Staff.

The Board shall be advised when any allegation of a viola-
tion of ethics policy is made.

The Chair, Vice-Chair or Chancellor, as appropriate, will
undertake a process to resolve the compiaint.

The Chair may initiate an independent investigation of a
written complaint after receiving approval from a majority of
the Board. Upon approval, the Chair shall consult with
Board Counsel, then name an independent third party to in-
vestigate the complaint within the parameters set by the
Board. Further, the Chair shall provide regular updates to
the Board through the named investigator.

If the Board finds a violation of ethics policy, it can repri-
mand or censure the Board member, the only sanctions
available under Texas law.

If the Chancellor finds a violation of Board ethics policy by a
member of Senior Staff, the Chancelior shall take appropri-
ate action under the HCC human resources policies.

After an evidentiary hearing, a majority vote of the total
membership of the Board may disqualify a vendor from par-
ticipation in any solicitation or contract for up to one (1) year
for violating any Board ethics policy.

[See Board Bylaws, Article A, Section 11]

The Executive Director of Purchasing shall include in the solicita-
tion documents a statement disclosing the requirements of this pol-
icy. The statement shall be conspicuously written in a separate
section of the solicitation.

50f5



BOARD MEMBERS BBG

TRAVEL AND EXPENSE REIM- (LOCAL)
BURSEMENT

BOARD MEMBER Board members shall be reimbursed for reasonable expenses in-

TRAVEL curred in carrying out Board business and for reasonable expenses
incurred while attending meetings and conventions as official rep-
resentatives of the Board.

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

Board members in good standing shall be permitted to travel at the
expense of the College District to those meetings, functions and
activities that are for a public purpose and are necessary in the
conduct of the College District.

A Board member in good standing is not indebted to, nor owes
money to the College District for any reason.

"Public purpose” is defined as an activity that adds value to or
benefits the College as a whole by supporting the educational func-
tions and mission of the College District.

EXPENSE The following guidelines shall be applied to the reimbursement of
REIMBURSEMENT travel expenses incurred by Board members:

o af o) el

lines listed herein, and for a|| other travel payment and/or reim-
bursement for expenses related to activities not included on the
approved list (See BBH(Local). If time constraints do not allow for
board approval prior to the conference or event, the Board Chair is
authorized to approve the Board Members’ travel.

(b) Board members shall be reimbursed for reasonable ex-
penses incurred in carrying out Board business at the Board's re-
quest and for reasonable expenses incurred while attending meet-
ings and conventions as official representatives of the Board or the
College District. All requested reimbursable expenses, including
tips, bus, taxi, shuttle or other ground transportation, must be sup-
ported by receipts. Where receipts are not available, the Board
member shall submit a notarized affidavit verifying expenses.

| (c) Only expenses of Board members erly-may be reimbursed.
Travel expenses for spouses and/or other travel companions who
accompany Board members to any such meetings and conven-
tions are not subject to reimbursement by the College District.
Personal expenses and alcoholic beverages are not reimbursable.

(d) Air Travel - Air travel is to be based on economy fare with
advanced booking. If travel is booked in a class more expensive
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TRAVEL AND EXPENSE REIM- (LOCAL)

than the economy fare, the difference in the fare booked and the
economy fare is non-payable and/or non-reimbursable by the Col-
lege District. Air travel paid by a Board member cannot be reim-
bursed until after travel has been completed. Airline luggage fees
are reimbursable based on actual cost for up to two pieces of
checked luggage.

(e) Advances - Requests for advances for out-of-town travel
will be based on an amount equal to 75% of the per diem allow-
ance rates for meals and must be requested with a Travel Advance
Form. The Board chair, or in his or her absence, the Chancellor,
must approve and execute the Travel Advance Form. The Board
Services office shall not process a requisition for a requested travel
advance that has not been approved and executed. Where a trav-
el advance is obtained and the actual travel expense incurred is
less than the amount advanced, the difference in the advanced
amount and the actual expenses incurred must be paid to the Col-
lege District within 30 days of the date on which travel concludes.
Board members are considered not in good standing and therefore
are ineligible for additional advances or disbursements where
money owed from a prior advance is outstanding or when the Ex-
pense Reimbursement Form is not executed within 30 days of the
completion of trave

T ASB-MODREL s POLICY

whichever is less.

(9) Registration Fees — Registration fees for local and out-of-
town conventions, conferences and workshops are reimbursable
and/or payable by the College District.

(h) Lodging — The maximum allowable rate for lodging payment
and/or reimbursement is the single room occupancy (plus tax) cost
or, if applicable, the published conference rate. Where available,
"government rates” should be requested. Upgrades from single
room occupancy are at the Trustee's expense, and therefore, are
not reimbursable. The Board Services Office may authorize pay-
ment for hotel room charges for Trustees only. Other hotel charges
for allowable expenses will be reimbursed separately. If a Trustee
chooses to stay at a hotel other than the conference hotel and
there is availability at the conference hotel, reimbursement will be
paid at the single room occupancy rate for the conference hotel.

(i) Airport Parking — Payment and/or reimbursement for airport
parking in the city of departure and/or destination city is based on
actual cost.
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)] Ground Transportation in City of Departure — Taxicab, shut-
tle bus, toll road fares, etc. are payable and/or reimbursable based
on actual cost.

(k) Ground Transportation in Destination City — Taxicab, car
rental (subject to ltem 12 (I) below), shuttle bus, subway, toll road
fares, etc. are payable and/or reimbursable based on actual cost.
The least expensive of these modes of ground transportation
should be used whenever possible.

) Car Rental — Payment and/or reimbursement for a full-size
car rental is allowed based on actual cost.

(m) Mileage — Payment and/or reimbursement for mileage in-
curred as a result of use of a personal vehicle will be consistent
with the IRS standard and paid at the IRS standard mileage reim-
bursement rate. See www.irs.gov.

(n) All receipts and requests for reimbursement shall be sub-
mitted to the manager of Board Services within 30 days of the
completion of the travel. Receipts and requests for reimbursement
submitted more than 30 days after the completion of the travel
shall not be eligible for reimbursement.

IneBistrigt Travel! s for a ati-vdii?{
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reimbursed. No lodging fees shall be paid or reimbursed to Board

members for in-district travel; however actual parking fees and
transportation costs may be reimbursed for attendance at functions
in connection with College-related business.

The Board Governance Committee will make a semi-annual report
(based on the College's fiscal year) at the committee of the whole
meeting indicating the amount, the event/travel and the requesting
Trustee for each travel expenditure since the last report. A final
report will be made at the end of each fiscal year.

Emergency situations involving Trustees' travel will be handled on
a case-by-case basis by the requiring the Trustee to contact the
Board Chair or the Chancellor. Emergency travel expenditures will
be ratified by the Board at the next regular board meeting.

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

1. Reimbursement for use of personal car at the mileage rate
currently approved by the Board, or the actual cost of com-
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mercial transportation, plus parking and taxi fares and ex-
penses for lodging, meals, and other incidental expenses.
Board members shall file an Expense Reimbursement Form
with the Office of Board Services and attach receipts docu-
menting actual expenses for which reimbursement is request-
ed.

A set amount approved in advance for reasonable expendi-
tures to be incurred on a particular trip. Board members shall
file an Expense Reimbursement Form, with receipts, account-
ing for amounts actually expended. Any excess shall be re-
funded to the College District, within 30 days of completed
travel, or the Board Member will be considered not in good
standing and therefore ineligible for travel at College expense.

TASB MODEL POLICY
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BOARD MEMBERS BBH
CONVENTIONS, CONFERENCES, AND WORKSHOPS (LOCAL)

Board members may attend regional, state, or national conven-
tions, conferences, and workshops. Reimbursement for reasona-
ble travel expenses for attendance at such conventions, confer-
ences, and workshops shall be made by the College District when
attendance is authorized and deemed by the Board to be neces-
sary or desirable in carrying out the educational functions of the
College District.

APPROVED The Board has approved a list of activities that appear to meet the
CONVENTIONS, statutory requirement of being "necessary in the conduct of the
CONFERENCES, College." This list includes conferences, seminars, retreats, work-
WORKSHOPS shops, and meetings of or sponsored by the following:

American Association of Community Colleges (AACC);
Association of Community College Trustees (ACCT);

Association of Governing Boards;

Community College Association of Texas Trustees;

1
2
3
4. Board of Trustee Institute;
5
6

Conference on Asian Pacific American Leadership;

/e _p Congessional Hispanie-Causus Instijute, Ja.
TASEMOLIEL P ICY

9. National Association for Community College Entrepreneur-
ship;

710. Texas Association of School Boards;

1%, Texas Community College Trustees and Administrators;
128. Texas Higher Education Coordinating Board;
138. Texas Community College Trustee Association;

148. National Association of Latino Elected and Appointed Offi-
cials (NALEO) Foundation;

154. Congressional Black Caucus (CBC) Foundation’s Annual
Legislative Conference; and

162. National Association of College and University Business
Officers (NACUBO).; and

17 Official activities in connection with the Texas Legislature.

Attendance by a Board member at any function other than those
included on the approved list with the anticipation of reimburse-
ment by the College must have prior Board approval at a regularly
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DATE ISSUED: 7/1/1982
UPDATE 0
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scheduled meeting. If time constraints do not allow for board ap-
proval prior to the conference or event, the Board Chair is author-
ized to approve the Board Members’ travel.

Board members may receive reimbursement for the cost of travel
and for the actual days of the conference plus travel time one day
prior to the conference and one day following the conference. Ad-
ditional travel days will be at the Trustee's expense and is not re-
imbursable.

Administrative and internal control procedures shall be developed
by the Board Services Office for the implementation and monitoring
of compliance with this policy. The Board shall have the final re-
sponsibility for determining compliance with this policy.

TASB MODEL POLICY
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BOARD OFFICERS AND OFFICIALS BCA
ELECTION OF OFFICERS (LOCAL)

Officers of the Board shall be elected by a majority of the total
membership of the Board in January, or at any time thereafter, in
order to fill a vacancy. Officers are elected for a one-year term and
will fulfill the duties set forth for their offices in College District poli-
cy and the Board bylaws. Officers may succeed themselves. The
Board shall elect the following officers from their members:

1. AChair;
2. AVice-Chair; and
3. A Secretary.
[See Board Bylaws, Article D, Section 1]

10f 1
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(LOCAL)

A report of legal advice received shall be presented to the Board
when deemed appropriate by the Chancellor or upon request of the
Board.

The General Counsel shall provide legal advice to the Chancellor.
The General Counsel shall be appointed by the Board upon rec-
ommendation of the Chancellor and shall report directly to the
Chancellor, with access to the Board. The General Counsel shall
attend all Board and Board committee meetings. Duties of the
General Counsel include:

a. _Provide legal advice and counsel to the Chancellor, admin-
istration and faculty.

b. Maintain the College District's policies and recommend
amendments, as needed.

c. Handle routine legal matters for or on behalf of the College
District.

d. Perform other legal services as may be required by the
Board or assigned by the Chancellor.

[See Board Bylaws, Article E, Section 4]

Sl Gapsbi 3\ Ropb b the ek b e e

ly to the Board (with access to the Chancellor), and may be dis-
missed or reaSS|gned by the Board without cause. The Board
Counsel shall represent the College District in all assigned legal
matters. The Board Counsel shall attend all Board and Board
committee meetings. Duties of the Board Counsel include:

a. Provide advice and counsel to the Board.

b. Maintain the Board bylaws and certain Board policies and
procedures, and recommend amendments, as needed.

c. Handle assigned legal matters for or on behalf of the Col-
lege District, such as preparation of legal opinions as re-
quested by the Board or the Chancellor.

d. Render legal services in connection with assigned legal
matters.

e. Perform any other legal services as may be required by the
Board or requested by the Chancellor.

Upon recommendation of the Chancellor, or on its own mo-
tion, the Board may employ other outside counsel to address

10f 2
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(LOCAL)

legal matters in special situations. The outside counsel shall
report directly to the Board, with access to the Chancellor. All
Board retention of counsel shall be subject to approval of a
majority of the Board members. If the Board Chair is required
to retain legal services prior to obtaining approval of the ma-
jority of Board members, such retention must be approved by
a majority of Board members at the next meeting.

[See Board Bylaws, Article E, Section 4]

TASB MODEL POLICY
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BOARD INTERNAL ORGANIZATION
BOARD EVALUATION

BOARD SELF-
EVALUATION

BCG
(LOCAL)

The Board shall plan and conduct, at least annually, a thorough
self-evaluation. This evaluation may be conducted in a regular
meeting, a special meeting, or in a workshop setting. [See Board
Bylaws, Article H|

The yearly review shall include an analysis of:

=N

AN

11.
12.

Board Bylaws.

Board member training.

Conflict resolution.

Working relationships with the Chancellor.
Conduct of Board meetings.

Long-range planning and goal setting.
Relationship with the community.

An assessment of Board expenditures and savings for the
year.

An estimation of Board budgetary needs for the following

DER-EORIEY

aging debt, and improving the College District.

An assessment of Board Governance and Operations.

An assessment of Board Office functions (Board office staff
shall be evaluationed by the Chancellor).

In the month or months before the discussion, the Board as a

whole shall:

13. Review the Board’s goals for the current year to ensure that
all Trustees are familiar with Board priorities.

14. Reaffirm the purposes of the self-evaluation so that all Board
members understand the desired outcomes of the exercise.

15. Review or select an evaluation instrument, and adapt the in-

16.

DATE ISSUED: 2/17/1992

UPDATE 8
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strument to ensure that it will yield the desired information on
Board performance.

Identify and collect any information or materials the Board
might need in conducting its self-evaluation. This material
might include documentation on College District goals for the
current year, reports of the Board’s success and progress in

10f2
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meeting these goals, records of Board meetings and commu-
nity participation, newspaper clippings, and the like.

17. Have each Board member complete the evaluation instrument
separately, several weeks in advance of the discussion.

18. Tabulate individual responses to the instrument, and provide a
copy of the tabulation to each Board member.

TASB MODEL POLICY
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AND TIME
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MEETINGS
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EMERGENCY
MEETINGS

AGENDA
PREPARATION

SUBMISSION OF
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CONSENT AGENDA

BD
(LOCAL)

The notice for a Board meeting shall reflect the date, time, and lo-
cation of the meeting.

Regular meetings of the Board shall typically be held on the third
Thursday of each month at the HCC Building, 3100 Main Street.
Such meetings may be recessed from day to day until the comple-
tion of business. When determined necessary and for the conven-
ience of Board members, the Board Chair may change the date,
time, or location of a regular meeting with proper notice._[See
Board Bylaws, Article G, Section 3]

The Board Chair shall call a special meeting at the Board Chair’s
discretion, or by the independent requests of three (3) members of
the Board who must call for the meeting in writing, specifying the
date, time, place, and purpose of the meeting. Special meetings
must be duly posted.._[See Board Bylaws, Article G, Section 10]

The Board Chair shall call an emergency meeting when it is deter-
mined by the Board Chair, or by the independent requests of three
(3) members of the Board that an emergency or urgent public ne-
cessity, as defined by law, warrants the meeting. Emergency meet-
ings must be duly posted.

At the direction of the Board Chair, the Chancellor shall prepare

e R 7 e A i O 0 L A

process established by the Board. _[See Board Bylaws, Article G,
Section 7]

An item shall be added to the agenda by the written request of
three (3) Board members submitted to the Chancellor or Board
Chair at least seven (7) days prior to the meeting.

Either the Board Chair or the Chancellor, at his or her discretion,
may pull any item noticed for discussion and/or action from the
agenda without further action by the Board unless that item has
been added by the written request of three (3) Board members, in
accordance with the procedures outlined above.[See Board By-
laws, Article G, Section 7]

When the agenda is prepared, the Board Chair shall determine
items, if any, that qualify to be placed on the consent agenda. A
consent agenda shall include items of a routine and/or recurring
nature, as well as committee recommendations, grouped together
under one action item.

For each item listed as part of a consent agenda, the Board shall
be furnished with background material. All such items shall be act-
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BOARD MEETINGS

NOTICE TO MEMBERS

CLOSED MEETING

ORDER OF BUSINESS

RULES OF ORDER

VOTING

MINUTES

BD
(LOCAL)

ed upon by one vote without separate discussion, unless a Board
member requests that an item be withdrawn for individual consid-
eration. The remaining items shall be adopted under a single mo-
tion and vote.

Members of the Board shall be given notice of regular and special
meetings at least 72 hours prior to the scheduled time of the meet-
ing and at least two hours prior to the time of an emergency meet-

ing.
Notice of all meetings shall provide for the possibility of a closed
meeting during an open meeting, as provided by law. The Board

may conduct a closed meeting when the agenda subject is one
that may properly be discussed in closed meeting.

Trustees, employees, and agents of the College District shall not
divulge to any person the substance of matters discussed at any
closed meeting, except as otherwise required or allowed by law.
Closed meetings shall be held as allowed by law to have discus-
sions and deliberations of College matters that cannot be made
public. A further objective would be to protect the attorney-client

privilege recognized by law.

[See BDA and Board Bylaws, Article G, Section 11]
BHEY

The Board shall observe the parliamentary procedures as found in

EASBR-MODERPC
nésd for meetings. — 0\
Robert's Rules of Order, Newly Revised, except as otherwise pro-

vided in Board procedural rules or by law. Procedural rules may be
suspended at any Board meeting by a two-thirds vote of the entire
membership of the Board.-

Voting shall be by voice vote or show of hands, as directed by the
Board Chair. Each member's vote, or failure to vote, shall be rec-
orded by name. Only members present in person may vote. Absent
members may listen to the proceedings by electronic media, but
may not vote on the proceedings. No proxy votes shall be allowed.
Other than situations in which a two-thirds vote is required, a ma-
jority vote of the total membership of the Board will be required in
order for the Board to act._[See Board Bylaws, Article G, Section 5]

The Board shall prepare and keep minutes and/or make a tape re-
cording of each open meeting. The minutes and tapes are public
records and shall be available for public inspection and copying
upon request to the Board office. Any person in attendance can
make an audio or video recording of any or all of an open meeting,
subject to reasonable rules adopted by the Board to maintain or-
der. [See Board Bylaws, Article G, Section 9]
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DISCUSSIONS AND
LIMITATION

BD
(LOCAL)

Discussions shall be addressed to the Board Chair and then the
entire membership. Discussion shall be directed solely to the
business currently under deliberation, and the Board Chair shall
halt discussion that does not apply to the business before the
Board.

The Board Chair shall also halt discussion if the Board has agreed
to a time limitation for discussion of an item, and that time limit has
expired. Aside from these limitations, the Board Chair shall not in-
terfere with debate so long as members wish to address them-
selves to an item under consideration.

TASB MODEL POLICY
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BOARD MEETINGS

PUBLIC PARTICIPATION

LIMIT ON
PARTICIPATION

PUBLIC COMMENT

BOARD'S
RESPONSE

COMPLAINTS AND
CONCERNS

DISRUPTION

BDB
(LOCAL)

Audience participation at a Board meeting is limited to the public
comment portion of the meeting designated for that purpose. At all
other times during a Board meeting, the audience shall not enter
into discussion or debate on matters being considered by the
Board, unless requested by the presiding officer. [See Board By-
laws, Article G, Section 13]

At regular meetings the Board shall allot a portion of the meeting to
hear citizens who desire to make comments to the Board during
the “Hearing of Citizens” portion of the agenda. Persons who wish
to participate in this portion of the meeting shall sign up with the
presiding officer or designee at least twenty-four hours before the
meeting begins, and shall indicate the topic about which they wish
to speak. .In the alternative, citizens may present written com-
ments for the Board’s consideration. Any written comments must
be received at least twenty-four hours before the meeting begins.
However, no complaint against an employee shall be heard unless
complaint or grievance procedures are followed, and the item is
properly scheduled on the agenda. All employees must exhaust
internal administrative and grievance procedures prior to address-
ing the Board.

No presentation shall exceed four minutes. Delegations of more

woreveses. VO EL POLICY

Specific factual information or recitation of existing policy may be
furnished in response to inquiries, but the Board shall not deliber-
ate or take any action regarding any subject that is not included on
the agenda posted with notice of the meeting.

The presiding officer or designee shall determine whether a person
addressing the Board has attempted to solve a matter administra-
tively through resolution channels established by policy. If not, the
person shall be referred to the appropriate policy (see list below) to
seek resolution:

Employee complaints: DGBA
Student complaints: FLD
Public complaints: GB

The Board shall not tolerate disruption of the meeting by members
of the audience. If any person disrupts the meeting by his or her
words or actions, the presiding officer may request assistance from
law enforcement officials to have the person removed from the
meeting._[See Board Bylaws, Article G, Section 14]
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(LOCAL)

Within the context of current law, the College District shall be guid-
ed by Board-adopted written policies that are given appropriate dis-
tribution and are accessible to staff members, parents, students,
and community residents._All policies shall be consistent with the
guidelines set forth by the Association of Community College Trus-
tees and all state and federal laws.

Legally referenced policies contain provisions from federal and
state statutes and regulations, case law, and other legal authority
that together form the framework for local decision making and im-
plementation. These policies are binding on the College District
until the cited provisions are repealed, revised, or superseded by
legislative, regulatory, or judicial action.

No policy or regulation, or any portion thereof, shall be operative if
it is found to be in conflict with applicable law.

If any portion of a policy or its application to any person or circum-
stance is found to be invalid, that invalidity shall not affect other
provisions or applications of policy that can be given effect without
the invalid provision or application. To this end the provisions of
this policy manual are declared to be severable.

Policies and policy amendments may be initiated by the Chancel-

I V) v ok 24 i s G
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Board’s consideration by the Chancellor.

The General Counsel of the College District is responsible for
maintaining and updating the College District's policies, as needed.

The Board shall have the sole right to adopt policies. Proposed
local policies or amendments introduced and recommended to the
Board at one meeting shall not be adopted until a subsequent
meeting. Emergency adoption, however, may occur in one meet-
ing if special circumstances demand an immediate response.

Local policies shall become effective upon Board adoption or at a
future date designated by the Board at the time of adoption.

The Board shall designate one copy of the local policy manual as
the official policy manual of the College District. The official copy
shall be kept in the Chancellor’s office, and the Chancellor or de-
signee shall be responsible for its accuracy and integrity and shall
maintain a historical record of the College District’s policy manual.

After Board review of legally referenced policies and adoption of
local policies, the new material shall be incorporated into the official
policy manual and into other localized policy manuals maintained
by the College District. If discrepancies occur between different
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(LOCAL)

copies of the manual distributed throughout the Coliege District,
the version contained in the official policy manual shall be regarded
as authoritative.

NON-COMPLIANCE Noncompliance with policies may result in termination of employ-
ment or dismissal from an academic program, as appropriate.

BYLAWS The Board Bylaws, which establish the internal management and
procedures of the Board, shall be maintained by the Board's Coun-
sel._To the extent that these policies are inconsistent with the
Board Bylaws, the Bylaws shall control.

TASB MODEL POLICY
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CHIEF EXECUTIVE OFFICER BFA
QUALIFICATIONS AND DUTIES (LOCAL)
DUTIES The Board employs the Chancellor, who is the chief executive of-

ficer of the College District, by a written contract which will govern
the terms of employment. The Chancellor shall recommend the
organizational plan for the College District.

The Chancellor has the authority to hire all at-will personnel. Em-
ployees with a written contract shall be employed upon Board ap-
proval.

The Chancellor performs all duties relating to the day to day opera-
tions of the College District, including, but not limited to, the follow-

ing:

1. Developing a qualified administrative organization and
providing the College District with academic and fund-raising lead-
ership.

2. Preparing the annual budget and submitting it to the Board
for approval;

3. Establishing administrative relationships among members
of the College District community.

4, Preparing and approving the curriculum.

5. Appointing campus committees, as needed. The Chancellor

will review all appointed committees with the Board prior to estab-
lishment, and will provide the Board with a semi-annual report of
the membership of each committee.

6. Preparing the agenda for Board meetings in coordination
with the Board Chair and making regular reports to the Board re-
garding the status of the College District.

7. Promoting College District political effectiveness at the state
and local levels.

8. Supervising the development and implementation of a sys-
tem to evaluate faculty and staff.

9. In coordination with Board Counsel and the General Coun-
sel, assisting the Board in policy development, its yearly self-
assessment and meeting its own training requirements.

10. Forging a relationship of mutual respect with each Trustee.

1. Understanding each district of the College District and its
educational needs.

12. Enforcing fiduciary and academic accountability of the Col-
lege District to the general public.

10f2
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13. Promoting College District unity at all levels, emphasizing
equality, diversity, and respect for all individuals.

14. Interpreting the College District to the community.

15. Providing the Trustees with important information before all
others and having background information and research compiled
on issues of particular importance to the Board, with sufficient time
for study by Trustees before a vote.

16. Serving as the official spokesperson for the College District.

17. Maintaining open channels of communication throughout
the College District.

18. Handling employee disciplinary issues, including termina-
tion when appropriate.

19. In the event of a catastrophe, emergency, or natural disas-
ter affecting the College District, contracting for the replacement,
construction, or repair of College District equipment or facilities if
emergency replacement, construction, or repair is necessary for
the health and safety of College District students and staff.

20. Enhancing the image and well-being of the College District.
[See Board Bylaws, Article E, Section 2]
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DEBT MANAGEMENT

OBJECTIVE

AVAILABLE
BORROWING
METHODS

GENERAL OBLIGATION
BONDS (GO BONDS"
OR “LIMITED TAX
DEBT")

The purpose of the College District's Debt Management Policy is to
establish and maintain well-defined debt management guidelines
for issuing new debt, as well as managing outstanding debt. This
Policy will allow the College District to sustain a strong debt man-
agement program, achieve the lowest borrowing costs and main-
tain the greatest management flexibility.

The College District's Debt Management Policy applies to all debt
instruments issued by the College District or secured with reve-
nues of the College District (PFC bonds) regardless of the purpose
for which issued or the funding source for repayment. These in-
struments include but are not limited to General Obligation Bonds,
Maintenance Tax Notes, Contractual Obligations, Revenue Bonds
and Lease Revenue Bonds.

The primary objective is to ensure prudent debt management prac-
tices which:

1. Maintain financial stability
Preserve public trust
Minimize costs to taxpayers
Minimize borrowing costs

Preserve access to financial markets

o o AW N

. Demonstrate adequate administrative oversight of debt
programs

The College District can utilize the following types of debt as ap-
proved by the Texas Education Code and the Texas Government
Code:

The Texas Education Code § 130.122 authorizes the College Dis-
trict to issue bonds for the construction, acquisition, and equipment
of school buildings and the purchase of necessary sites for school
buildings. The College District secures these bonds through levy-
ing, pledging, assessing and collecting annual ad valorem taxes
sufficient to pay the principal and interest on the bonds as they be-
come due, provided that the annual bond tax shall never exceed
50 cents on the $100 valuation of taxable property in the College
District. The combined rate for bond taxes and maintenance taxes
shall never exceed the aggregate of $1 on the $100 valuation of
taxable property in the College District. Bonds may be issued in
various series or issues and shall mature serially or otherwise not
more than 40 years from their issuance date, and shall bear inter-
est at the rate established by the Board of Trustees, and may be
redeemed before maturity. The bonds require voter approval to be




Houston Community College

101506

APPROPRIATIONS AND REVENUE SOURCES CAD

DEBT MANAGEMENT (LOCAL)
issued (§ 130.122 (b)) and the elections must be conducted on uni-
form election dates in May and November.

MAINTENANCE TAX The College District may pledge any available funds of the College

NOTES (“MTN")

CONTRACTUAL
OBLIGATIONS

LEASE REVENUE
BONDS

REVENUE BONDS
(SENIOR LIEN AND
JUNIOR LIEN)

REFUNDING BONDS

District, including the proceeds of its maintenance tax, to secure
negotiable maintenance tax notes under § 45.108 and §130.084,
Texas Education Code. The proceeds of these notes may be used
for any capital maintenance expenditure including environmental
clean-up and asbestos removal programs or maintenance, repair,
rehabilitation, or replacement of heating, air conditioning, water,
sanitation, roofing, flooring, electric or other building systems of
existing school properties. Notes issued pursuant to this section
may not at any time exceed 75% of the previous year’s income,
may be issued only after a budget has been adopted for the cur-
rent school year, and must mature not more than 20 years from
their issuance date. Voter approval is not required.

The College District is authorized to incur contractual obligations
under Chapter 271, Local Government Code to pay for computers,
furniture and other moveable personal property. These contractual
obligations are payable from maintenance taxes. The maturity of a
contractual obligation may not exceed 25 years. Voter approval is
not required.

The College District has formed a Public Property Finance Corpo-
ration under Chapter 303, Local Government Code. This corpora-
tion has the authority to issue bonds to construct any necessary
facilities for the College District without an election. These bonds
are secured by lease payments, payable from any lawfully availa-
ble funds of the College District that are subject to annual appro-
priations.

Under § 130.123, Texas Education Code, the College District is
authorized to issue revenue bonds to provide funds to acquire,
purchase, construct, improve, renovate, enlarge, equip, operate,
and/or maintain any property, buildings, structures, activities, or
operations of any nature. The bonds are payable from and secured
by pledge of certain Pledge Revenues, as defined and provided in
the board resolution, which Pledged Revenues include General
Fees, Laboratory Fees, Miscellaneous Fees, Out-of- District Fees,
Technology Fees, Continuing Education Fees, Tuition (not exceed-
ing 25% of total tuition collection), and any other fees, revenues, or
receipts of the College District. Voter approval is not required.

Chapter 1207, Texas Government Code, authorizes school districts
to refund or refinance all or any part of the College District’s out-
standing bonds and matured or unmatured but unpaid interest on
those bonds payable from ad valorem taxes by issuing refunding
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bonds payable from ad valorem taxes. Voter approval is generally
not required.
DEBT FINANCING The College District will consider all possible debt structures which,
GUIDELINES allow for flexibility in responding to future needs, efficiently utilize
available debt capacity, continue to emphasize credit considera-
tions, and match well with the useful life of the assets for which
debt is incurred.
DEFINTIIONS Debt is a financing tool which should be judiciously used within the
College District’s legal, financial and debt market capacities.
DEBT The creation of debt occurs when a governing body incurs a finan-
cial obligation that is over a period greater than the current year.
CASH FLOW Cash flow financings that are issued in anticipation of the receipt of
FINANCINGS revenues, and the tax dollars are levied, appropriated, and ex-

pected to be received in the fiscal year in which the notes are is-
sued. Tax Anticipation Notes are payable from current year reve-
nues and, therefore, do not constitute debt.

SHORT-TERM For purposes of this policy, short-term debt refers to debt with a

DEBT repayment term of less than five (5) years.
LONG-TERM For purposes of this policy, long-term debt refers to debt with a re-
DEBT payment term greater than the maximum term of short-term debt,

up to the maximum term allowable by law.

CONDITIONS FOR Short-term financing will be considered for projects that cannot be

WHICH SHORT-TERM funded from available current resources. The repayment term of

DEBT MAY BE ISSUED  any issue will be the greater of five (5) years or the longest useful
life of any asset class purchased from the proceeds of the issue.
The total amount financed may not exceed 10% of operating reve-

nue.
CONDITIONS FOR Long-Term debt may be issued to finance major capital improve-
WHICH LONG-TERM ments: i.e. to purchase facility/venue sites, to finance infrastructure

DEBT MAY BE ISSUED  improvements, construction of new facilities, significant expansions
of existing facilities, extensive remodeling of existing structures and
the equipping thereof. Depending upon the location of the facilities,
one or more of the following options may apply:

1. General Obligation Bonds — Capital requirements for the
construction, acquisition, and equipping of buildings, and
the purchase of necessary sites for buildings will be identi-
fied through the College District's Master Planning activi-
ties. Capital improvements recommended as a result of the
Master Planning process are formalized in a capital im-
provement program (CIP) subject to voter approval. The
capital planning process may incorporate demographic da-
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ta, facility planning data, and debt financing data from the
College District's Financial Advisor, architects and other
professionals. General obligation bonds are intended to
provide long-term financing for facilities in the College Dis-
trict’s taxing jurisdiction.

While General Obligation Bonds are the preferred method
for the College District to finance its CIP, it is impractical to
conduct a bond election for each project individually. As
such, the College District will consider alternate financing
methods for projects that are located within either the taxing
jurisdiction or service area of the College District.

2. Lease Revenue Bonds - Capital requirements for the con-
struction, acquisition, and equipping of buildings, and the
purchase of necessary sites for buildings will be identified
through the College District's Master Planning activities. If
the College District needs a new facility within its taxing ju-
risdiction and it is not practical to hold a bond election for
this single project, then the College District will request that
the PFC finance the facility.

3. Revenue Bonds (Senior Lien and Junior Lien) - Capital
requirements for the construction, acquisition, and equip-
ping of buildings, and the purchase of necessary sites for
buildings will be identified through the College District’s
Master Planning activities. Tax supported Bonds can only
be issued for projects within the College District's taxing ju-
risdiction; therefore Revenue Bonds will be issued primarily
for projects within the College District’s service area but
outside the taxing jurisdiction.

4. Debt Refunding — The refinancing and/or restructuring of
debt are valuable debt management tools used to provide
the College District with debt service savings or debt pay-
ment relief. Debt is often restructured through the issuance
of refunding bonds. Current refundings occur when the re-
funding bonds are settled within 90 days of an optional pre-
payment date. Advance refundings occur when the refund-
ings are settled more than 90 days in advance of an
optional prepayment date. Federal restrictions allow an is-
sue to be advance refunded only once on a tax exempt ba-
sis. Current refunding transactions may be considered if
they produce at least a 3% net present value savings of the
par value of the refunded bonds. Advance refunding trans-
actions may be considered when the net present value sav-
ings as a percentage of the par amount of refunded bonds
is at least 4%. These savings thresholds must be confirmed
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by the College District's Financial Advisor and be based
upon the same maturity schedule as existing debt.

5. Variable Rate Debt — Variable rate debt, when issued pru-
dently, can help lower the cost of borrowing and provide a
hedge against interest rate risk. Interest rates on variable
rate debt instruments are at the short end of the yield curve
because they are periodically reset (e.g. daily, weekly, or
monthly) based on current market conditions. Variable rate
debt gives investors the right to “put” securities back to the
College District at their discretion at specified future inter-
vals. As a general rule, some rating agencies recommend
that variable rate debt not exceed 25% of total bonds out-
standing, although other factors may affect their evaluation
of the amount they regard as acceptable. The College Dis-
trict may consider issuing variable rate bonds, as variable
short-term interest rates are historically lower than long-
term fixed rates. Total variable debt will not exceed 20% of
the College District’s total outstanding debt.

RESTRICTIONS/LIMITA 1. Maintenance Tax Notes Limitations — The total amount of

TIONS OF DEBT Maintenance Tax Notes outstanding may not at any time

ISSUANCE exceed 75% of the previous year’s income, may be issued
only after a budget has been adopted for the current school
year, and must mature not more than 20 years from their
date. The maximum maintenance tax rate allowable by
statute is $0.50 per $100 of taxable assessed valuation.

2. General Obligation Bonds Limitations — The College Dis-
trict will evaluate debt limitations in developing debt issu-
ance plans. The College District is authorized to issue
general obligation bonds and levy taxes for repayment sub-
ject to voter approval of a proposition under § 130.122(b),
Texas Education Code. This section provides for a maxi-
mum tax levy of $0.50 per $100 of taxable valuation of
property in the College District for the support of College
District bonded indebtedness.

3. Maturity Levels — The term of debt shall in no case exceed
30 years. The average (weighted) bond maturities shall be
kept at or below 20 years.

4. Repayment Provisions — The College District will structure
its debt in compliance with all federal, state, and local re-
quirements as to repayment terms and seek to repay its
debt in an expeditious manner within the College District’s
overall financial objectives and in consideration of the use-
ful life of the project and dedicated repayment revenue
sources. The College District will structure its debt with four
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primary goals: 1) to ensure the earliest possible maturity of
the bonds, 2) matching or improving upon the Interest &
Sinking (1&S) tax rate assumptions and projections as dis-
cussed with the citizens of the College District at the time of
the bond election, 3) attempt to maintain a debt service tax
rate that is stable and avoids significant year-to-year fluctu-
ations, and 4) maintain or improve the College District’s
bond ratings.

5. Debt Ratios — The College District will also evaluate debt
affordability ratios in developing debt issuance plans:

Debt per Capital (Debt as a % of population service area)

o o

Debt per Student (Debt as a % of enrollment)

Debt per Market Value (Debt as a % of net assessed value)

o o

Debt per Repayment Source
e. Debt Service as a % of Budget Expenditures

DEBT ISSUANCE 1. Preferred Method of Sale — The College District will sell

PROCESS bonds through negotiated transactions with a preselected
team of underwriters, or via competitive sale featuring
sealed bids. In a competitive sale, bonds are marketed to a
wide spectrum of investment banking (underwriting) firms.
Their bids are submitted at a specified time. The under-
writer is selected based on the best bid (lowest true interest
cost).

For negotiated sales, the College District will select one or
more underwriters through a competitive process. This
process will include a request for proposals from firms con-
sidered appropriate for the underwriting of a particular is-
sue. The Financial Advisor will set criteria deemed appro-
priate for the evaluation of underwriter proposals and make
a recommendation to College District staff based on such
criteria. After review and discussion of the proposals and
selection criteria by the Board Finance Committee and the
Board of Trustees, the Board will select one or more un-
derwriters that it believes will provide the College District
with the lowest possible true interest cost.

2. Private Placements - Private placements are sold directly
to financial institutions. These may be short, medium or
long-term, fixed or floating rate. Private placements may be
used in lieu of the preferred methods of sale for financing
specific assets or programs or refunding of existing debt,
when the private placement provides reasonably compara-
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ble terms, has a reasonably acceptable structure, and cir-
cumstances warrant.

3. External Financial Professionals:

a. Financial Advisor — The Financial Advisor will work with
College District staff to:

Insure that the College District's bonds are issued at the
lowest possible interest cost and are structured in ac-
cordance with the College District’s financing guidelines

Assist with credit enhancements

Evaluate the bids submitted and recommend that they
be accepted or rejected

Review draft closing documents and monitor the closing
process

Assist in the preparation of and submit the College Dis-
trict's Annual Disclosure Report in accordance with SEC
Rule 15¢c2-12

Assist in establishing repayment schedules that com-
plement existing requirements and maintain a repay-
ment pace acceptable to credit rating agencies

b. Bond Counsel — The Bond Counsel will:

Certify that the College District has the legal authority to
issue bonds

Prepare required orders, resolutions, and tax certifi-
cates

Work with the U.S. Department of Justice-Voting Rights
Section to obtain approval of all elections

Work with the Attorney General to obtain approval of the
bond issue

Provide a legal opinion as to the enforceability and the
federal income tax implications of the bonds

Represent the College District in negotiations related to
the issuance of debt

Coordinate the closing transactions

c. Paying Agent / Registar — The Paying Agent will:

Authenticate the bonds
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e Send/receive transfers of money at closing

e Maintain a listing of bondholders and applicable ad-
dresses

¢ Receive principal and interest payments from the Col-
lege District and remit to bondholders

* Represents bondholders in case of default

d. Rating Agencies — The College District will obtain a credit
rating from at least two nationally recognized bond rating
agencies on all bond issues. There are currently three na-
tionally recognized rating agencies: Moody’s Iinvestors
Service, Standard & Poor’s, and Fitch Ratings, Inc. Rating
agencies assign a credit rating to bonds based on rating
agency assessment of the College District’s financial posi-
tion and ability to make full and timely payments of principal
and interest, and provide a ratings report to the market prior
to the sale.

4, Timing of Sales — The Financial Advisor will work with the
Chief Financial Officer, the Treasurer and Deputy Treasurer to in-
sure that bond proceeds are available for projects prior to the exe-
cution of construction or purchase contracts.

5. Bond Rating Goals — The College District will strive to
maintain excellent bond ratings through:

a. Strong financial management practices

b. Timely disclosure of annual financial information including
the Annual Financial Report prepared by management and
attested to by the external auditors

c. Maintaining good relationships with bond rating agencies
including site visits or meetings in person when required

6. Disclosure Requirements — The Securities and Exchange
Commission (SEC) regulates both primary disclosure (the initial
marketing of bonds) and continuing disclosure (the ongoing infor-
mation to the market about the status of the issue and issuer). The
Securities and Exchange Commission Rule 15¢2-12, as amended,
requires the College District to provide updated annual financial
information within six months of the fiscal year end to designated
state and national information repositories. Timely and accurate
information can improve the marketability of the College District’s
bonds. The College District will work with its Financial Advisor to
prepare and file the annual report with each nationally recognized
municipal securities information repository (NRMSIR).
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MANAGEMENT OF When bonds are issued, the proceeds are deposited in various ac-

BOND PROCEEDS

MANGEMENT OF DEBT
SERVICE FUND

INTEREST
EARNINGS

UNRESERVED,
UNDESIGNATE
D FUND
BALANCE

counts, which may include a construction fund, debt service fund,
and an escrow fund in a refunding. Monies allocated to these
funds are invested until needed. The investment strategy for each
fund will depend, in part, on federal and state statutes and regula-
tions governing the types of instruments permitted to be used, the
yield permitted for the fund, and the anticipated drawdown of bond
proceeds. Investment of bond proceeds shall comply with the Col-
lege District’s Investment Policy, the Public Funds Investment Act
(PFIA) (Texas Government Code 2256), the Public Funds Collat-
eral Act (Texas Government Code 2257), federal and state laws
according to the cash flow schedule for capital projects. The Fi-
nancial Advisor may not bid on investment products.

The College District will incur within six months of the date on
which proceeds are issued, a binding obligation to a third party to
expend at least five percent of the sale proceeds of the Bonds on a
bond project. The College District reasonably expects that work on
or acquisition of the project will proceed with due diligence to com-
pletion and that the proceeds of the Bonds will be expended on the
project within reasonable dispatch. The College District reasonably
expects that 85% of the sale proceeds of the Bonds will have been
expended on the project prior to the date that is three years after
the issue date. Any sale proceeds not expended prior to the date
that is three years after the issue date, will be either invested at a
yield not “materially higher” or make yield restriction payments, not
less often than every fifth anniversary date of the delivery of the
Bonds and within 60 days following the final maturity of the Bonds.

The College District has created or continued a debt service fund
for each issuance (the “Debt Service Fund”) and the proceeds from
all revenues or taxes levied, assessed, and collected for and on
account of bonds are to be deposited in such Fund. The College
District expects that taxes levied, assessed and collected for and
on account of voted debt will be sufficient each year to pay such
debt service.

Interest earnings in the Debt Service Fund for general obligation
bonds will be used for the purpose of paying principal, interest
costs, and related fees on current and future debt.

The College District shall target a minimum debt service fund bal-
ance of 25% of the annual debt service requirements on all out-
standing debt issuance.
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1&S 1. Stabilization — The College District will call or defease
(INTEREST bonds as required by the bond order. The College District
AND SINKING) may also call or defease additional bonds, if any, in order to
TAX RATE stabilize the 1&S tax rate or the total tax rate.

2. Increases — When required, tax rate increases associated
with the issuance of new bonds will be implemented in the
current and succeeding fiscal year.

COMPLIANCE The College District will comply with all statutory regulations in the
issuance and structuring of debt obligations.

FEDERAL ARBITRAGE  The arbitrage rules are statutory rules set forth in the Internal Rev-

AND REBATE enue Code of 1986, as interpreted from time to time by regulations

COMPLIANCE

promulgated by the U. S. Treasury Department and rulings by the
Internal Revenue Service. Generally, the rules fall into two broad
categories, investment rules and rebate rules. The investment
rules limit the amount that can be earned by investing bond-related
money. The rebate rules are designed to require the local govern-
mental issuer to pay to the United States certain amounts of “arbi-
trage profit’ that may be earned under the investment rules. Both
sets of rules require compliance. The College District will take all
necessary steps to comply with the requirements that “rebate arbi-
trage earnings” on the investment of “gross proceeds” of bonds,
within the meaning of section 148(f) of the Code be rebated to the
federal government. Specifically, the College District will (a) main-
tain records regarding the investment of the “gross proceeds” of
bonds as may be required to calculate such “rebatable arbitrage
earnings” separately from records of amounts on deposit in the
funds and accounts of the College District which are allocable to
other bond issues of the College District, (b) calculate at such in-
tervals as may be required by applicable Regulations, the amount
of “rebatable arbitrage earnings,” earned from the investment of
“gross proceeds” of bonds and (c), pay, not less often than every
fifth anniversary date of the delivery of bonds and within 60 days
following the final maturity of bonds, or on such other dates re-
quired or permitted by applicable Regulations, all amounts required
to be rebated to the federal government. The College District will
maintain a copy of any such calculations, and all documentation
necessary to produce such calculations or necessary to establish
qualification for an exemption from the need to produce such cal-
culations, for at least six years after the close of the final calendar
year during which any bond is outstanding. In addition to bond
counsel, the College District has contracted with a third-party arbi-
trage firm to insure that the College District maintains compliance
with arbitrage rules.
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ANNUAL Issuers of municipal bonds with an aggregate of $10 million or

DISCLOSURES

REPORTING TO
COMMITTEE/BOARD

more in outstanding debt are required by SEC Rule 15¢2-12 as
amended, to annually disclose certain operating data as well as
audited financial statements. The required secondary market or
ongoing disclosure documents are due to the state information de-
pository (SID) and each nationally recognized municipal securities
information repository (NRMSIR) within six months of the fiscal
year end. The deadline is February 28th following the fiscal year
end of August 31st. Accurate and timely filing of ongoing disclo-
sure information is important as it relates to the liquidity of the Col-
lege District’s bonds and insures that the College District has the
best results when accessing the capital markets.

The Chief Financial Officer and the Financial Advisor will provide
summary debt management reports to the Board Finance Commit-
tee at a minimum annually or with every bond sale. The Debt
Management Policy will be reviewed on an annual basis and up-
dated and approved by the Board.
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AD VALOREM TAXES (LOCAL)

NO DISCOUNTS OR Discount or split payment options shall not be provided for the

SPLIT PAYMENTS payment of property taxes in the College District. [See
CAI(LEGAL)]

TASB MODEL POLICY

DATE ISSUED: 3/6/1998 ADOPTED: 10f 1
UPDATE 12
CAI(LOCAL)-AJC



AD VALOREM TAXES CAIA
SELECTION AND DUTIES OF CHIEF TAX OFFICIALS (LOCAL)

The College District shall have its taxes assessed by Harris County
Tax Appraisal District and collected by Harris County Tax Assessor-

Collector.

TASB MODEL POLICY

DATE ISSUED: 4/2/2012 ADOPTED: 10of 1

UPDATE 27
CAIA(LOCAL)-AJC
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INVESTMENT | The Chancellor [G-head-of-district/college/ESC—initial-upper-case]
AUTHORITY or other person designated by Board resolution shall serve as the

investment officer of the College District and shall invest College
District funds as directed by the Board and in accordance with the
College District's written investment policy and generally accepted
accounting procedures. All investment transactions except invest-
ment pool funds and mutual funds shall be executed on a delivery
versus payment basis.

APPROVED From those investments authorized by law and described further in
INVESTMENT CAK(LEGAL), the Board shall permit investment of College District
INSTRUMENTS funds in only the following investment types, consistent with the

strategies and maturities defined in this policy:

1. Obligations of, or guaranteed by, governmental entities as
permitted by Government Code 2256.009.

2. Certificates of deposit and share certificates as permitted by
Government Code 2256.010.

3. Fully collateralized repurchase agreements permitted by
Government Code 2256.011.

4. A securities lending program as permitted by Government

T A0 DI I[0NY
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2256.012.

6. Commercial paper as permitted by Government Code
2256.013.

7. No-load money market mutual funds and no-load mutual
funds as permitted by Government Code 2256.014.

8. A guaranteed investment contract as an investment vehicle
for bond proceeds, provided it meets the criteria and eligibility
requirements established by Government Code 2256.015.

9. Public funds investment pools as permitted by Government
Code 2256.016.

SAFETY AND The main goal of the investment program is to ensure its safety
INVESTMENT and maximize financial returns within current market conditions in
MANAGEMENT accordance with this policy. Investments shall be made in a man-

ner that ensures the preservation of capital in the overall portfolio,
and offsets during a 12-month period any market price losses re-
sulting from interest-rate fluctuations by income received from the
balance of the portfolio. No individual investment transaction shall
be undertaken that jeopardizes the total capital position of the
overall portfolio.

DATE ISSUED: 4/2/2012 10f4
UPDATE 27
CAK(LOCAL)-AJC
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LIQUIDITY AND
MATURITY

DIVERSITY

MONITORING MARKET
PRICES

MONITORING RATING
CHANGES

FUNDS / STRATEGIES

OPERATING FUNDS

AGENCY FUNDS

DEBT SERVICE
FUNDS

DATE ISSUED: 4/2/2012

UPDATE 27
CAK(LOCAL)-AJC

(LOCAL)

Any internally created pool fund group of the College District shall
have a maximum dollar weighted maturity of 180 days. The maxi-
mum allowable stated maturity of any other individual investment
owned by the College District shall not exceed one year from the
time of purchase. The Board may specifically authorize a longer
maturity for a given investment, within legal limits.

The College District's investment portfolio shall have sufficient li-
quidity to meet anticipated cash flow requirements.

The investment portfolio shall be diversified in terms of investment
instruments, maturity scheduling, and financial institutions to re-
duce risk of loss resulting from overconcentration of assets in a
specific class of investments, specific maturity, or specific issuer.

The investment officer shall monitor the investment portfolio and
shall keep the Board informed of significant declines in the market
value of the College District's investment portfolio. Information
sources may include financial/investment publications and elec-
tronic media, available software for tracking investments, deposito-
ry banks, commercial or investment banks, financial advisors, and
representatives/advisors of investment pools or money market
funds Momtorlng shall be done [C0O88]at least quarterly, as re-

TS TeST To

In accordance with Government Code 2256.005(b), the in-
vestment officer shall develop a procedure to monitor changes in
investment ratings and to liquidate investments that do not main-
tain satisfactory ratings.

Investments of the following fund categories shall be consistent
with this policy and in accordance with the strategy defined below.

Investment strategies for operating funds (including any commin-
gled pools containing operating funds) shall have as their primary
objectives safety, investment liquidity, and maturity sufficient to
meet anticipated cash flow requirements.

Investment strategies for agency funds shall have as their objec-
tives safety, investment liquidity, and maturity sufficient to meet an-
ticipated cash fiow requirements.

Investment strategies for debt service funds shall have as their ob-
jective sufficient investment liquidity to timely meet debt service
payment obligations in accordance with provisions in the bond
documents. Maturities longer than one year are authorized provid-
ed legal limits are not exceeded.

20f4
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CAPITAL PROJECTS

SAFEKEEPING AND
CUSTODY

BROKERS / DEALERS

SOLICITING BIDS FOR
CD'S

INTEREST RATE RISK

INTERNAL CONTROLS

DATE ISSUED: 4/2/2012
UPDATE 27
CAK(LOCAL)-AJC

(LOCAL)

Investment strategies for capital project funds shall have as their
objective sufficient investment liquidity to timely meet capital pro-
ject obligations. Maturities longer than one year are authorized
provided legal limits are not exceeded.

The College District shall retain clearly marked receipts providing
proof of the College District's ownership. The College District may
delegate, however, to an investment pool the authority to hold legal
titte as custodian of investments purchased with College District
funds by the investment pool.

Prior to handling investments on behalf of the College District, bro-
kers/dealers must submit required written documents in accord-
ance with law. [See SELLERS OF INVESTMENTS, CAK(LEGAL)]
Representatives of brokers/dealers shall be registered with the
Texas State Securities Board and must have membership in the
Securities Investor Protection Corporation (SIPC), and be in good
standing with the Financial Industry Regulatory Authority (FINRA).

In order to get the best return on its investments, the College Dis-
trict may solicit bids for certificates of deposit in writing, by tele-
phone, or electronically, or by a combination of these methods.

To reduce exposure to changes in interest rates that could ad-
TASE MOPEL PO
use final‘an g eradesmaturity.limits and.di idation
The College District shall monitor interest rate risk using weighted
average maturity and specific identification.

A system of internal controls shall be established and documented
in writing and must include specific procedures designating who
has authority to withdraw funds. Also, they shall be designed to
protect against losses of public funds arising from fraud, employee
error, misrepresentation by third parties, unanticipated changes in
financial markets, or imprudent actions by employees and officers
of the College District. Controls deemed most important shall in-
clude:

1. Separation of transaction authority from accounting and
recordkeeping and electronic transfer of funds.

Avoidance of collusion.
Custodial safekeeping.

Clear delegation of authority.

I

Written confirmation of telephone transactions.

3of4
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DATE ISSUED: 4/2/2012
UPDATE 27
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(LOCAL)

6. Documentation of dealer questionnaires, quotations and bids,
evaluations, transactions, and rationale.

7. Avoidance of bearer-form securities.

These controls shall be reviewed by the College District's inde-
pendent auditing firm.

In addition to the quarterly report required by law and signed by the
College District's investment officer, a comprehensive report on the
investment program and activity shall be presented annually to the
Board.

TASB MODEL POLICY

ADOPTED: 4of 4
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SALE, TRADE, OR LEASE OF COLLEGE-OWNED PROPERTY (LOCAL)

The Board delegates to the ChancellorfG—head—ef—dis-
trict/college/ESC-initial-upper-ease] the authority to negotiate the
lease of College District property or office space to another political
subdivision or an agency of a state or federal government in ac-
cordance with state law.

| The Chancellor {G-head-of-district/eollege/ESC-initial-upper-case]
shall report the terms of any new lease to the Board at the next
regular Board meeting.

TASB MODEL POLICY

DATE ISSUED: 2/25/2008 ADOPTED: 10f1
UPDATE 23
CAL(LOCAL)-AJC
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GRANTS, FUNDS, DONATIONS FROM PRIVATE SOURCES (LOCAL)

RESOURCE Applications and requests for funding from external sources shall:
DEVELOPMENT

1. Provide support for educational program needs that cannot

be met through operational funds;
2. Be consistent with the College District's mission, vision,

goals and priorities; and
B Be submitted with the approval of the Chancellor.

INDIRECT COSTS The College District shall renew and maintain a federal indirect
cost rate. College District personnel are encouraged to seek the
maximum allowed indirect costs for all grants and contracts.

Ci=HE 0L Indirect costs represent the expenses of doing business that are

not readily identified with a particular grant, contract, project func-
tion or activity, but are necessary for the general obligation of the
organization and the conduct of activities it performs. Examples of
indirect costs are:

1. Maintenance of shared facilities;

Depreciation of shared buildings and equipment;

2.
3. Campus-wide or College-wide accounting services:

TAEBMODEL POLICY

5. Financial and accounting services;
6.

Campus-wide or College-wide library and computing ser-
vices; and

7. Utilities of shared facilities.

GIETSGRANT All grant proposals submitted shall be in compliance with College
APPLICATIONS District policies and procedures, based on identified needs of the
colleges. and in alignment and support of the College District's insti-
tutional goals and strategic plan.

All College District federal applications will designate the Office of

Innovation, Planning, and Institutional Analytics with its address as
the point of contact for grant documents, negotiations, correspond-
ence, and project operations. Non-governmental applications
made by an individual College will designate a contact for project

operations and negotiations on all grant documents and corre-

DATE ISSUED: 2/25/2008 10f3
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APPROPRIATIONS AND REVENUE SOURCES CAM
GRANTS, FUNDS, DONATIONS FROM PRIVATE SOURCES (LOCAL)

CERTRICATEOR
RECOGNIHONMONET
ARY DONATIONS
FROM PRIVATE
SOURCES

Upon review of the General Counsel, the Chancellor, or in_his/her
absence, the Deputy-Chaneeller Senior Vice Chancellor, Finance

and Administration shall sign all governmental contracts on behalf
of the Board.

All bequests of property for the benefit of the College District shall
vest the property in the Board. When not specified by the grantor,

funds or other property donated, or the income therefrom. may be
expended in any manner authorized by statute. The Chancellor
shall make recommendations to the Board regarding the ac-
ceptance of gifts and donations including donor, value, form, and

restrictions. The authority to accept gifts shall be vested solely with
the Board. The Chancellor shall make recommendations to the

Board regarding the acceptance of gifts and donations. The Board
may delegate acceptance of gifts to the Chancellor.

disability.

Monetary donations received from private sources shall be pro-

cessed through the HCC Foundation (the “Foundation”) and shall
follow the Foundation's policies and procedures.

The Foundation exclusively supports the philanthropic income and
investments of the College. The Foundation serves as a Texas

nonprofit corporation and is exempt from federal income tax under
section 501(a) of the Internal Revenue Code as an organization
described in section 501(c)(3).

The Foundation is a fiscal and organizational independent entity
from the College District and receives governance through its own
Board of Directors. The Foundation Board is made up of business,
corporate and community leaders who reside and/or conduct pro-
fessional endeavors within the boundaries of the College District.

College District Board members may serve as ex officio members
of the Foundation's Board.

Philanthropic aifts vested in the Foundation require that the donor:

1. Constitutes a public or private funding source;

DATE ISSUED: 2/25/2008 20f3
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APPROPRIATIONS AND REVENUE SOURCES CAM
GRANTS, FUNDS, DONATIONS FROM PRIVATE SOURCES (LOCAL)
2. Possesses the intent to make a charitable contribution;

DATE ISSUED: 2/25/2008
UPDATE 23
CAM(LOCAL)-AJC

Invests the gift irrevocably; and

4, Does not receive any goods or services in exchange for the
aift.
$10,000—within—the—calendar—yearshall-be—acknowledged

it P R ition.

TASB MODEL POLICY
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DEPOSITORY OF FUNDS CB

(LOCAL)

All College District funds shall be deposited in FDIC depository
banks in accordance with the College District's depository agree-
ment, investment policy and state law.

Eligible securities for collateralization of deposits are those defined

ALLOWABLE o " .

COLLATERAL as “eligible securities” by the Public Funds Collateral Act.
MONITORING The College District shall require monthly reports with market val-
COLLATERAL ues of pledged securities from all financial institutions with which
ADEQUACY the College District has collateralized deposits. The investment

officers shall monitor adequacy of collateralization levels to verify
market values and total collateral positions.
RELEASE OF The investment officer or designee must approve in writing the re-
PLEDGED lease or substitution of any securities pledged to the College Dis-
SECURITIES trict that are being held by any organization.
DATE ISSUED: 2/21/2005 ADOPTED: 10f1
UPDATE 19
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ANNUAL OPERATING BUDGET CcC

BUDGET PLANNING
BUDGET

PREPARATION

BUDGET MEETING

BUDGET ADOPTION |

BUDGET AVAILABILITY

(LOCAL)

Budget planning shall be an integral part of overall program plan-
ning so that the budget effectively reflects the College District’'s
programs and activities and provides the resources to implement
them. In the planning process, general educational goals, specific
program goals, and alternatives for achieving program goals shall
be considered. Budget planning and evaluation are continuous
processes and should be a part of each month’s activities.

The budget shall conform to Texas Higher Education Coordinating
Board requirements and meet the standards of the Commission on
Colleges of the Southern Association of Colleges and Schools.
The Chancellor or designee shall supervise the development of the
budget calendar and the specific plan for budget preparation that
ensures appropriate input from all locations and levels of operation
within the College District.

The annual public meeting to discuss the proposed budget shall be
conducted as follows:

1. The Board President shall request at the beginning of the
meeting that all persons who desire to speak on the proposed
budget sign up on the sheet provided.

2.  Prior to the beginning of the meeting, the Board may establish
fme

TASBRODEL POLICY
3. Speakers shall con Qr remarks to the appropriation of

funds as contained in the proposed budget.

4. No officer or employee of the College District shall be re-
quired to respond to questions from speakers at the meeting.

The Board shall adopt a budget on or before August 31 of every
other fiscal year. The adopted budget provides authority to expend
funds for the purposes indicated and in accordance with state law,
Board policy, and the College District's approved purchasing pro-
cedures. The expenditure of funds shall be under the direction of
the College-PresidentChancellor or designee who shall ensure that
funds are expended in accordance with the adopted budget.

After the proposed budget is presented to the Board and prior to its

BUDGET
AMENDMENTS

DATE ISSUED: 3/9/2009

UPDATE 24
CC(LOCAL)-AJC

adoption, a copy of the proposed budget shall be available for in-
spection at the College District's administrative offices during requ-
lar business hours.

The Board may amend the budget at any time during the fiscal
year. The College District shall develop procedures for budget
amendments.

ADOPTED: 10of 1



Houston Community College

101506

ACCOUNTING

FINANCIAL STABILITY

ACCOUNTING

PETTY CASH FUNDS

AGENCY FUNDS

SMALL BUSINESS
PARTICIPATION

CD
(LOCAL)

The College District shall maintain a fund balance of nine (9) to
eleven (11) percent of general fund revenue as of August 31 of
each year. The Board may modify the fund balance standard as
necessary to achieve College District priorities and address un-
foreseen contingencies.

All accounting procedures must be in accordance and comply with
Generally Accepted Accounting Principles (GAAP) and other appli-
cable accounting standards, including but not limited to Govern-
ment Accounting Standards Board (GASB), Financial Accounting
Standards Board (FASB), National Association of College and Uni-
versity Business Officers (NACUBO), Texas Higher Education Co-
ordinating Board (THECB), the American Institute of Certified Pub-
lic Accountants (AICPA), the State of Texas Audit Office (SAO), and
other relevant accounting standards.

The accounting department shall prepare accurate annual financial
statements reflecting the financial position of the College District.
Financial transactions shall be approved in accordance with Board
policy and College District procedures.

Petty cash funds may be established only with the approval of the
Chancellor and shall be used only to make reimbursements for
small purchases of less than $100.00.

The authorized signatory must approve all disbursements from the
petty cash fund. Any improper disbursement from the petty cash
fund shall be the responsibility of the disbursing individual.

Agency funds are monies held by the College District, acting as a
custodian or fiscal agent on behalf of a student/staff/faculty organi-
zation or on behalf of an individual student that cannot be deposit-
ed elsewhere. These accounts are not credited with interest; any
interest that may accrue on these accounts shall be retained by the
College District to offset the administrative costs associated with
maintaining them. The monies are deposited with the College Dis-
trict for safekeeping, to be used or withdrawn by the organizations
at will. Individual organizations are prohibited from establishing a
bank account in the College District's name.

State and federal appropriated dollars generated from operating
dollars cannot be deposited in an agency fund.

The College District is committed to fostering small business de-
velopment and will establish a percentage goal of participation an-
nually. The College District shall establish an outreach program to
ensure effectiveness of this initiative.

10f2



Houston Community College
101506

ACCOUNTING cD
(LOCAL)

STUDENT PAYMENTS The College District shall establish a payment policy for students to
make tuition and other payments.

CASHIERS All collections of College District funds will be the responsibility of
the officially designated cashier and shall be safeguarded and de-
posited in the time prescribed by applicable law and College Dis-
trict procedures.

20f2



ACCOUNTING

CDA

FINANCIAL REPORTS AND STATEMENTS (LOCAL)

Periodic financial reports shall be submitted to the Board outlining
the progress of the budget to that date and reporting on the status
of all District funds and District accounts. These financial and
budget progress reports shall indicate all receipts and their sources
for the period, expenditures and their classification for the period,
and the various fund balances at the beginning and the end of the
period.

Annual financial reports shall be prepared in accordance with the
Annual Financial Reporting requirements for Texas Public Commu-
nity and Junior Colleges issued by the Texas Higher Education Co-
ordinating Board. In addition, it shall conform, where applicable, to
the following requirements:

1. _General Accepted Accounting Principles (GAAP)

2. Governmental Accounting Standards Board (GASB)

3. Financial Accounting Standards Board (FASB)

State of Texas Audit Office (SAQO)

TASB. MODEL. ROLICY.

in the time prescribed by law.
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ACCOUNTING
AUDITS

BOARD AUDIT
COMMITTEE

EXTERNAL AUDITOR

CDC
(LOCAL)

The Board may form an audit committee to assist the Board in ex-
ercising its oversight responsibilities for fair presentation of the Col-
lege District's annual financial statement audit and other audit en-
gagements.

The External Auditor shall be an independent and objective party to

provide advice to the Board. The External Auditor shall be ap-

Qelnteg_pproved bv the Board upon the recommendation of the

t !ﬂm "ﬁ

External Auditor at any tlme wath or W|thout cause AII engagement

letters_with the External Auditor shall be signed by the Board
Chairperson. The Board shall select an auditing firm for a desig-
nated period, not to exceed five (5) years, and shall rotate External
Auditors every five (5) years.

1. An auditing firm selected by the Board as External Auditor
is not eligible to submit a proposal immediately following any peri-
od during which it was engaged by the Board as External Auditor.
The selected External Auditor may not serve simultaneously as the
Internal Auditor.

2. The Board shall outline its expectations regarding the an-
nual financial statement audit and performance audit, if requested,
and as may be directed by the Board. The Board also may ar-
range for self-requested audits to perform specific audit services.
The External Auditor shall evaluate all financial operations of the
College and prepare reports to the Board. Among the duties of the
External Auditor are:

a) to perform audit activities necessary to assure that
College District resources are being properly managed and

accounted for, that the College District has effective and ade-

DATE ISSUED: 2/17/1992 1 of 4
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ACCOUNTING
AUDITS

ANNUAL AUDIT
REPORT

INTERNAL AUDITS

cDC
(LOCAL)

quate internal controls, and that internal operating controls
are reliable.

b) to assure that the College District is complying with
approved policies and statutory requirements.

c) to develop an annual audit plan for the College Dis-
trict to present to the Chancellor and the Audit Committee of
the Board for approval.

d) to perform all duties in accordance with the Stand-
ards for the Professional Practice of Internal Auditing, the
Code of Ethics, the Statements on Internal Auditing Stand-
ards, and the Statement of Responsibilities of Internal Audit-
ing, each as established by the Institute of Internal Auditors.

e) to meet regularly with the Board to review audits
performed, audits in progress, and future audits, as request-

ed by the Board.

A comprehensive audit report of all funds and accounts of the Col-
lege District, including a management letter, shall be submitted an-
nually to the Board. A copy of the independent audit shall become
a part of the Board’s official minutes and shall be available to the
pybligy fop~gpaction dugime, pesuler=office poyrs=Rhe Beardymus
[\ el B Aie iscalfyek_JHis réllort,sl
e Texas Higher Education Coordinating Board prior
to January 1 next following the close of the fiscal year for which the
audit was made. Three copies of the audit shall be submitted to
the Coordinating Board and required copies submitted to other
governmental agencies.

Periodically, the Chancellor shall submit reports to the Board eval-
uating the work of the College District’s external auditor.

All College District accounts shall be subject to internal audit as
deemed appropriate. The objective of internal accounting control is
to provide reasonable assurance as to the safeguarding of assets
against loss from unauthorized use or disposition and to evaluate
the reliability of financial records for preparing financial statements
and maintaining accountability for assets. Findings of such audits
shall be reported to the Board.

The Internal Auditor shall provide advice to the Chancellor and the
Board, and shall work under the day to day supervision of the
Chancellor. The Internal Auditor shall be selected by the Board
from candidates approved and provided by the Chancellor. The
Chancellor shall recommend three (3) names to the Board as the
finalists, each with a minimum of ten (10) vears of experience as a
full-time Auditor. The Internal Auditor shall be evaluated by the

DATE ISSUED: 2/17/1992 20f4
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ACCOUNTING
AUDITS

INVESTIGATION
RESPONSIBILITIES

cDC
(LOCAL)

Chancelior_after consultation with the Audit Committee and may
only be dismissed by the Chancellor after obtaining approval of the
Board. Duties of the Internal Auditor are to:

1. Coordinate audit efforts with those of the External Auditor.

2. Perform all duties in accordance with the Standards for the
Professional Practice of Internal Auditing, the Code of Ethics, the
Statements on Internal Auditing Standards, and the Statement of
Responsibilities of Internal Auditing. each as established by the
Institute of Internal Auditors.

3. Meet regularly with the Board and the Audit Committee to
review audits performed, audits in progress, and future audits.

4. Conduct independent, protective and constructive audits so
as to review effectiveness of controls, financial records, and opera-
tions.

5. Analyze data obtained for evidence of deficiencies in con-
trols, duplication of effort, or lack of compliance with College Dis-
trict policies and procedures.

6. Prepare reports and make recommendations on findings to

8. Offer advisory services, Control Self-Assessment (CSA
services, and workshops.

The _internal audit department is responsible for the initial factual
investigation of College District audit issues and shall promptly no-

tify the General Counsel and the Chancellor within 24 hours of the
initiation of the review. The Chancellor shall immediately notify the
Chairperson of the Board. If any person who would otherwise be
notified is a fact witness in the investigation, he or she shall not be
involved in the administrative oversight or reporting of the investi-
gation. Once a factual investigation establishes fraud, or a violation
of law, the General Counsel shall communicate it to the Chancellor,
and the Chancellor, in turn, shall immediately communicate the
findings to the Board. The Board will determine whether to initiate
an external investigation.

Decisions to turn the matter over to law enforcement authorities

and/or regulatory agencies for independent investigation, and all

final decisions regarding the disposition of the case, shall be made
by the Chancellor, in consultation with the Board.

DATE ISSUED: 2/17/1992 3of4
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ACCOUNTING
AUDITS

NON-RETALIATION

CONFIDENTIALITY

cbc
(LOCAL)

Any employee or student who reports suspected fraudulent activity,
in good faith, shall be protected against any retaliation for making
such a report. The reporting member of the campus community
shall refrain from confrontation with the suspect, further examina-
tion of the incident, or further discussion of the incident with any-
one other than the employees or student's supervisor or others
involved in the resulting review or investigation. Persons found to
be making frivolous claims under this policy will be disciplined, up
to and including discharge of employment for an employee, or ex-
pulsion for a student.

The Director of Internal Audit may accept and initiate an investiga-
tion. on a confidential basis, from a College District employee or

student who suspects dishonest or fraudulent activity. Results of

investigations conducted by the internal audit department shall be
disclosed to and discussed with only the Board, the Chancellor,

and those persons associated with the College District who have a
legitimate need to know based on the performance of their job du-
ties and responsibilities.

FRAUD The College District prohibits fraud and financial impropriety in the
actions of its Board members, employees, vendors, contractors,
consultants volunteers, and others seekmq or maintaining a busi-
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PAYROLL PROCEDURES CDDA

SALARY DEDUCTIONS

STATE EMPLOYEE
CHARITABLE
CONTRIBUTION
PROGRAM

ADDITIONAL
AMOUNTS

EXCESS LEAVE

DATE ISSUED: 4/2/2012

UPDATE 27

CDDA(LOCAL)-AJC

(LOCAL)

Pavydavs will be established by the Chancellor. If the payday falls
on a weekend, holiday, or other non-business day, the payday shall
be the prior business day.

By April 1 of each year the Board shall decide whether to partici-
pate in the state employee charitable contribution (SECC) program
for the following fiscal year.

In addition to legally required deductions, the Board has deter-
mined it to serve a public purpose and benefit employees to permit
voluntary deductions for:

1.  Approved insurance programs;
2.  Annuities/deferred compensation programs;

3. College District cafeteria plan options authorized by the Inter-
nal Revenue Service;

4. Area credit unions as specified in administrative procedures;
and

5. Charitable organizations as approved by the Board. If the
Board participates in the SECC program, an employee may

TASBSTRERIHTY

pro)
Board.
To qualify for a deduction listed above, the employee must submit
a request in writing, specifying the category of the deduction, the
amount to be deducted, and the entity to which the deducted
amount is to be transferred, in accordance with administrative pro-
cedures. The procedures must address:

1.  Enrollment periods, if any; and

2. Any administrative fee to cover the cost of making a deduc-
tion.

Deductions shall be made for unauthorized leave or leave taken in
excess of earned leave. [See DEC]

ADOPTED: 1of 1



ACCOUNTING
FINANCIAL ETHICS

CDE
(LOCAL)

As public servants, all College District employees are required to
maintain the highest ethical standards and shall perform their du-
ties in accordance with College District finance policies and state
and federal law. College District employees are prohibited from en-
gaging_in any activities that constitute the offenses of bribery, cor-
ruption, corrupt influence, perjury, abuse of office, and other of-
fenses that violate state or federal law.

All College District funds and resources shall be used for institu-
tional purposes. Improper use of institutional funds and resources,
including, but not limited to, unauthorized or personal use or abuse
of timekeeping and time entry, shall not be tolerated. Violators will
be prosecuted to the fullest extent of the law: employees shall also
be subject to disciplinary action, up to and including termination.

All Board members, employees, vendors, contractors, consultants,
volunteers, and any other parties who are involved in the College
District’s financial transactions shall act with integrity and diligence
in duties involving the College District’s fiscal resources.

Note: See the following policies and/or administrative regula-
tions regarding conflicts of interest, ethics, and financial
oversight:

TASBMGDEL POLICY

UGS,
for Board members—BBF
for employees—DH

) Financial conflicts of interest:
for public officials—BBFA
for all employees—DBD

e  Systems for monitoring the College District’s in-
vestment program: CAK

° Budget planning and evaluation: CC
) Compliance with accounting regulations: CDC

e  Criminal history record information for employees:
DC

° Disciplinary action for fraud by employees: DCC
and DM series

FRAUD AND The College District prohibits fraud and financial impropriety, as
FINANCIAL defined below, in the actions of its Board members, employees,
IMPROPRIETY vendors, contractors, consultants, volunteers, and others seeking

or maintaining a business relationship with the College District.
DATE ISSUED: 2/16/2015 10f4
UPDATE 30
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ACCOUNTING
FINANCIAL ETHICS

DEFINITION

FINANCIAL CONTROLS
AND OVERSIGHT

FRAUD PREVENTION |

CDE
(LOCAL)

Fraud and financial impropriety shall include but not be limited to:

1.  Forgery or unauthorized alteration of any document or ac-
count belonging to the College District.

2. Forgery or unauthorized alteration of a check, bank draft, or
any other financial document.

3. Misappropriation of funds, securities, supplies, or other Col-
lege District assets, including employee time.

4. Impropriety in the handling of money or reporting of College
District financial transactions.

5. Profiteering as a result of insider knowledge of College Dis-
trict information or activities.

6. Unauthorized disclosure of confidential or proprietary infor-
mation to outside parties.

7. Unauthorized disclosure of investment activities engaged in or
contemplated by the College District.

8. Accepting or seeking anything of material value from contrac-
tors, vendors, or other persons providing services or materials

TASEWMEBEEEPOCICY

Inappropriately destroying, removing, or using records, furni-
ture, fixtures, or equipment.

10. Failing to provide financial records required by state or local
entities.

11. Failure to disclose conflicts of interest as required by law or
College District policy.

12. Any other dishonest act regarding the finances of the College
District.

Each employee who supervises or prepares College District finan-
cial reports or transactions shall set an example of honest and eth-
ical behavior and shall actively monitor his or her area of responsi-
bility for fraud and financial impropriety.

The Chancellor [G-head-of districtcollege/ESCinitial-upper-case]
or designee shall maintain a system of internal controls to deter
and monitor for fraud or financial impropriety in the College District.

REPORTS Any person who suspects fraud or financial impropriety in the Col-

lege District shall report the suspicions immediately to any supervi-
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ACCOUNTING
FINANCIAL ETHICS

PROTECTION
FROM
RETALIATION

FRAUD
INVESTIGATIONS

RESPONSE

ANALYSIS OF FRAUD

CDE
(LOCAL)

sor, the Chancellor [G-head-of-district/college/ESC—initial-upper

ease] or designee, the Board President, or local law enforcement.

Reports of suspected fraud or financial impropriety shall be treated
as confidential to the extent permitted by law. Limited disclosure
may be necessary to complete a full investigation or to comply with
law. All employees involved in an investigation shall be advised to
keep information about the investigation confidential.

Neither the Board nor any College District employee shall unlawful-
ly retaliate against a person who in good faith reports perceived
fraud or financial impropriety. [See DG]

In coordination with legal counsel and other internal or external de-

partments or agencies, as appropriate, the ChancellorfG-head-of
d&mwseﬂeg&#ése—tmhal—uaaer—ease] Board ChairpersonPresi-

dent, or a designee shall promptly investigate reports of potential
fraud or financial impropriety.

If an investigation substantiates a report of fraud or financial im-

propriety, the Chancellor {G-head-of-district/college/ESC-initial-up-

per-case] or designee shall promptly inform the Board of the report,
the investigation, and any responsive action taken or recommend-
ed by the administration.

‘propnety, %ancel[or fe >Edistrict/ J6/ESC-inihial-up

perease] or designee shall take or recommend approprlate disci-
plinary action, which may include termination of employment. If a
contractor or vendor is found to have committed fraud or financial
impropriety, the College District shall take appropriate action, which
may include cancellation of the College District's relationship with
the contractor or vendor.

| When circumstances warrant, the Board, ChancellorfG-head-ofdis-
trict/college/ESC-initial-upper-ease], or designee may refer matters
to appropriate law enforcement or regulatory authorities. In cases
involving monetary loss to the College District, the College District
may seek to recover lost or misappropriated funds.

The final disposition of the matter and any decision to file a criminal
complaint or to refer the matter to the appropriate law enforcement
or regulatory agency for independent investigation shall be made in
consuitation with legal counsel.

After any investigation substantiates a report of fraud or financial

impropriety, the Chancellor {G-head-of-district/college/ESC—initial
upper-case] or designee shall analyze conditions or factors that

may have contributed to the fraudulent or improper activity. The

| Chancellor [G-head-of-district/college/ESC—initial-upper—case] or
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ACCOUNTING
FINANCIAL ETHICS

CDE
(LOCAL)

designee shall ensure that appropriate administrative procedures
are developed and implemented to prevent future misconduct.
These measures shall be presented to the Board for review.

TASB MODEL POLICY

DATE ISSUED: 2/16/2015 ADOPTED: 4of 4

UPDATE 30
CDE(LOCAL)-X from AJC



PURCHASING AND ACQUISITION CF

PURCHASING
AUTHORITY

SIGNATORY
AUTHORITY

(LOCAL)

The Board delegates to the ChancellorfG—head—ef—dis-

. or designee the authority to
determine the method of purchasing, in accordance with
CF(LEGAL), and- to authorize any purchase necessary and appro-

priate for the ongoing operations of the College District in accord-

ance with Board policy. state law and the College District budgette
make-budgeted-purchases. Any purchases not included in the
budget shall be taken to the Board for approval.

The Chancellor shall establish effective and efficient purchasing
procedures in the HCC Procurement Procedures Manual.

Regardless of the transactional form of the purchase, each purchase
must be approved in advance by the appropriate budget manager

or authorized designee, and funds must be available in the appro-
priate budget.

The following types of contracts require the approval of the Board:

1. Employment contracts;

2. Purchases or sales of real property;
3. Leases W|th a term exceedmg one year (lncludlng ogtlon

4. Revenue leases and revenue rental agreements exceeding
a term of five years (including options to renew);

5. Contracts involving the sale of intellectual property or tech-
nology transfer;

6. Purchase contracts te-inclu iture-made by the
College District valued at $100,000 and above-exeluding
legal-services; and

7. Cooperative, interlocal, and job order contracts valued at
$500,000 and above.

Any contracts requiring approval of the Board may be required to
be reviewed and approved in advance by Board Counsel, as de-

termined by the Board Chair in consultation with the Board.

The Board grants the Chancellor authority to initiate and execute
contracts valued at up to $100,000.00. The-Chancellor-shall-have
the-discretion-to-delegate-to-Vice-Chancellor's-and-College Presi-
dents-signature—authority to-initiate-and-executecontractsvalued
up-te-$25.000—All contracts shall be executed in accordance with
College District policy and procedures. The Chancellor shall enact

a procedure to delegate this authority.
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PURCHASING AND ACQUISITION CF

(LOCAL)

No employee or agent of the College District has the authority to

enter into any contract on behalf of the College District, except as
otherwise expressly provided by this Policy. If a College District
employee signs a contract without authority, or falsely represents to
a third party that he or she has authority to sign a contract, the em-
ployee may be held personally responsible to the third party under
Texas law. An agreement that is not expressed in writing and ap-

proved and executed in accordance with this Policy shall not be
binding on or enforceable against the College District.

Any employee who signs a contract or seeks to bind the College
District to an agreement in violation of this Policy may be subject to
discipline, up to and including discharge of employment.

PURCHASE ORDER

DEFINITIONS
Contract is defined as an agreement between two or more parties
CONTRACTS that |s mtended to have qu_al effect to bind the Colleoe Dlstnct
contracts, cooperative contracts, interlocal contracts and job order
contracts.
PURCHASE | Purchase contracts are any contracts that require an expenditure
CONTRACTS | of College District funds regardless of the funding source.

A purchase order is a contract that legally binds the College District
to purchase qoods and  services and——authorizes

COMPETITIVE If competitive bidding 1s chosen as the purchasmg method, the

BIDDING | Chancellor| or

designee shall prepare bid specifications. AII bids shall be in ac-

cordance with administrative regulations, and the submission of

| any electronic bids shall also be in accordance with Board-adopted
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PURCHASING AND ACQUISITION CF

COMPETITIVE SEALED
PROPOSALS

ELECTRONIC BIDS OR
PROPOSALS

RESPONSIBILITY FOR
DEBTS

(LOCAL)

rulesadministrative regulations. All bidders shall be invited to at-
tend the bid opening. Any bid may be withdrawn prior to the
scheduled time for opening. Bids received after the specified time
shall not be considered.

The College District may reject any and all bids.

If competitive sealed proposals are chosen as the purchasing
method, the ChancellorfG-head-of-district/college/ESC-initial-upper
casel-or designee shall prepare the request for proposals and/or
specifications for items to be purchased. All proposals shall be in
accordance with administrative regulations, and the submission of
any electronic proposals shall also be in accordance with Beard-
adopted-rulesadministrative requlations. Proposals received after
the specified time shall not be considered. Proposals shall be
opened at the time specified, and all proposers shall be invited to
attend the proposal opening. Proposals may be withdrawn prior to
the scheduled time for opening. Changes in the content of a pro-
posal, and in prices, may be negotiated after proposals are
opened.

The College District may reject any and all proposals.

Bids or proposa[s that the College DiStl’lCt has chosen to accept

ORI be S pas

tegrity of the competltlve procurement process; ensure the identifi-
cation, security, and confidentiality of electronic bids or proposals;
and ensure that the electronic bids or proposals remain effectively
unopened until the proper time.

The Board shall assume responsibility for debts incurred in the
name of the College District so long as those debts are for pur-
chases made in accordance with the adopted budget, state law,
Board policy, and the College District's purchasing procedures.
[See CC] All vendors are charged with the responsibility to confirm
an _individual or an organization's authority before any purchase,
contract or debt is incurred. The Board shall not be responsible for
debts incurred by persons or organizations not directly under
Board control. Persons making unauthorized purchases shall as-
sume full responsibility for all such debts. Personal use of College

District funds is strictly prohibited. The-Beard-shall-net-be-responsi-
ble-for-debts-ineurred-by-persons-or-organizations-not-direstly-un-

der-Board-control—persens—making-unautherized-purchases-shall
assume-full-responsibilityfor-all such-debis-
PURCHASE All purchase commitments shall be made by the ChancellorfG
COMMITMENTS head-of-district/college/ESC-initial-upperease] or designee, in ac-
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UPDATE 30

CF(LOCAL)-AJC



PURCHASING AND ACQUISITION CF

PERSONAL
PURCHASES

CONTRACTS AND
PURCHASE ORDERS

RESPONSIBILITY OF
COLLEGE DISTRICT
EMPLOYEES

VENDOR RELATIONS

(LOCAL)

cordance with administrative procedures, including the Gellege
Distriet's-purchasing-HCC Procurement Pprocedures_ Manual.

College District employees shall not be permitted to make pur-
chases for personal use through the College District's business
office.

All College District purchases shall be made through and support-
ed by a purchase order, contract, procurement card, or direct pay-
ment, subject to budget availability. Purchase orders may not ex-
tend beyond the duration of the fiscal year unless approved by the
Chancellor. Complete records of contracts and agreements for
which College District funds are expended will be maintained in the
appropriate office. The purchasing office is the central repository
of all purchase orders.

Employees who exercise discretion in_the procurement process
shiall fledlise [themSelybd” ol Bdy_nlatter[invglvihd ar £ntithj

h the.ehipldyeb o cpdriod th.wh alldge.Diskiot eln-
ployee is related within the first degree of consanquinity or the first
degree of affinity holds a substantial interest. For the purposes of
this policy, “substantial interest” is defined as that term is defined

by state conflict of interest laws.

All College District employees engaged in the purchasing process-
es are to conduct themselves fairly, objectively, and will observe
the confidentiality of the decision-making and award processes so
as to serve the best interests of the College District.

Vendors shall be paid in a timely manner according to state law

DATE ISSUED: 2/16/2015

UPDATE 30
CF(LOCAL)-AJC

and College District guidelines. The Texas Ethics Commission has
adopted a conflict of interest questionnaire that requires a vendor
to disclose the vendors' business relationships and certain gifts or
income provided to local government officers and/or their family
members.

The College District records administrator shall maintain a list of
local _government officers of the entity and shall make that list
available to the public and any vendor who may be required to file
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PURCHASING AND ACQUISITION CF

DELINQUENT
FRANCHISE TAXES

(LOCAL)

a conflict of interest questionnaire.

These completed guestionnaires are subject to the Texas Public
Information Act and shall also be made available on the College

District’'s website.

Each corporation contracting with the College District shall certify
that its franchise taxes are current. |f the corporation is exempt

from payment of franchise taxes or is an out-of-state corporation
not subject to Texas franchise tax. it shall certify a statement to that
effect. Making a false statement as to corporate franchise tax sta-
tus shall be considered a material breach of the contract and shall
be grounds for cancellation of the contract.

TASB MODEL POLICY
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SAFETY PROGRAM

COMPREHENSIVE
SAFETY PROGRAM

EMERGENCY
STRATEGIES

LOSS PREVENTION
STRATEGIES

LOSS CONTROL
STRATEGIES

LOSS FINANCING

CG
(LOCAL)

The College District shall take every reasonable precaution regard-
ing the safety of its employees, students, visitors, and all others
with whom it conducts business. A designated administrator shall
be responsible for developing, implementing, and promoting a
comprehensive safety program.

The general areas of responsibility include, but are not limited to,
the following:

1. Guidelines and procedures for responding effectively and effi-
ciently to emergencies_and any potential threats.

2. Program activities intended to reduce the frequency of acci-
dent and injury, including:

a. Inspecting work areas and equipment.
b. Training frontline and supervisory staff.

c. __ Establishing safe work procedures and regulations_and
training employees in safe work practices.

d. Prohibiting smoking outside of designated areas.

Establzsh;n safety rules for

SBind W loblidém

“procedures for each building.

d-0. Reporting, investigating, and reviewing accidents.

e:h. Promoting responsibility for District property on the part
of students, employees, and the community.

3. Program activities intended to reduce the ultimate cost of ac-
cidents and injuries through investigation and documentation.

4. Program activities that identify and develop prudent methods

STRATEGIES of financing loss costs on an annual basis, including the pur-
chase of commercial insurance, self-insured retentions, and
risk pooling.

VEHICULAR SAFETY 5. Driver education programs, when available.

STRATEGIES 6. Vehicle safety programs.

7. _ Traffic safety programs and studies related to employees,
students, and the community.
Z-8. Prohibiting smoking in College District vehicles.

INFORMATION The Chancellor or designee shall be responsible for the collection,

MANAGEMENT storage, and analysis of relevant operational and historical data

DATE ISSUED: 2/17/1992 10f2
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SAFETY PROGRAM CG
(LOCAL)

required to develop sound procedures for implementation and op-
eration of the comprehensive safety program.

TASB MODEL POLICY
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SAFETY PROGRAM

CGC

EMERGENCY PLANS AND ALERTS (LOCAL)

EMERGENCY
OPERATIONS PLAN

EMERGENCY
RESPONSE AND
EVACUATION
PROCEDURES

EMERGENCY ALERT
SYSTEM

DATE ISSUED: 4/2/2012
UPDATE 27
CGC(LOCAL)-AJC

In accordance with state requirements, the College District shall
maintain a multihazard emergency operations plan that provides
for appropriate employee training, coordination with state and local
entities, and implementation of a safety and security audit._The
Chancellor is authorized to take any needed action to ensure the
safety and well-being of employees, students, and the public dur-
ing emergency events, natural disasters or man-made catastrophic
events to include facility closures and expenditures of funds above
signature authority. When such emergency expenditures occur,
they will be presented for ratification at the next regular Board

meeting.

In accordance with federal law, the College District shall maintain
effective emergency response and evacuation procedures that can
be implemented on short notice and that will ensure optimum
safety for students and personnel.

In accordance with state requirements, the College District shall
maintain an emergency alert system that provides for timely
notification to students, faculty, and staff of emergencies affecting
the College District or its students and employees.

TASB MODEL POLICY

ADOPTED: 10f1



SITE MANAGEMENT
SECURITY

COLLEGE DISTRICT
POLICE DEPARTMENT

JURISDICTION

OFFICERS

GENERAL ORDERS

CHA
(LOCAL)

To ensure sufficient security and protection of students, staff, and
property, the Board authorizes the formation of a College District
police department and shall employ and commission peace officers
to provide a safe and orderly environment for all who utilize the fa-
cilities of the College Distict, to protect the rights of such individu-
als, and to preserve the peace by enforcing federal, state, and lo-
cal laws.

The primary jurisdiction of College District peace officers shall in-
clude all counties in which property is owned, leased, rented, or
otherwise under the control of the College District. Outside of his or
her_primary jurisdiction, a College District police officer is vested
with all powers, privileges, and immunities of peace officers and
may arrest any person who violates the laws of the state.

The College District shall employ commissioned peace officers to

enforce laws applicable to the College District. All police officers
employed by the CollegeDistrict shall be licensed by the Texas

Commission on Law Enforcement (TCOLE) and shall possess a

valid Texas driver's license. Officers shall comply with all rules and

procedures applicable to other College District employees, except
to the extent of any conflict with this policy. In the event of such

conflict, this golrcy controls. The Chlef of Police is authorized to

lice t |

The Chief of Police shall develop General Orders that will be ap-

POLICE AUTHORITY

proved by the Chancellor. These orders shall provide the College

District police officers with the operational instructions needed to
perform their duties at the College District. These General Orders

will include disciplinary actions for failure to follow or comply with

all rules and procedures applicable to other College District em-
ployees as well as their own specific rules, statutes, laws and obli-

gations as sworn officers.

While within the jurisdiction set out in this policy, peace officers
employed and commissioned by the College District shall have all
the powers, privileges, and immunities of peace officers. College
District peace officers shall have-the-authority-tedevote their on-
duty time to performing administrative or law enforcement duties
related to College District business, including, but not limited to, the
safety and welfare of students and others and the protection of

property. College District peace officers shall::

DATE ISSUED: 2/16/2015 10f4
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SITE MANAGEMENT
SECURITY

TEMPORARY
ASSIGNMENT

LIMITATIONS ON
OUTSIDE
EMPLOYMENT

CHA
(LOCAL)

1.  Protect the safety and welfare of any person in the jurisdiction
of the College District and protect the property of the College
District.

2. Enforce all laws, including municipal ordinances, county ordi-
nances, and state laws, and investigate violations of law as
needed. In doing so, College District police officers may
serve search warrants in connection with College District-
related investigations in compliance with the Texas Code of
Criminal Procedure.

3. Arrest suspects consistent with state and federal statutory
and constitutional standards governing arrests, including ar-
rests without warrant, for offenses that occur in the officer’s
presence or under the other rules set out in the Texas Code of
Criminal Procedure.

4. Coordinate and cooperate with commissioned officers of all
other law enforcement agencies in the enforcement of this
policy as necessary.

5. Enforce College District policies on College District property
or at College District functions.

|strat|ve hearlngs concernlng the alleged violations.

7. Carry weapons as directed by the Cehief of Ppolice and ap-

proved by the ChancellorfG-head-ef-districticollege/ESCini-
talupoerease].

8. Carry out all other duties as directed by the Cehief of Ppolice

or ChancellorfG—head—of district/college/ESC—initial—upper
casel.

College District police officers shall enforce all laws, including mu-
nicipal ordinances, county ordinances, and state laws within an-
other law enforcement agency’s jurisdiction while temporarily as-
signed to the other agency.

No officer commissioned under this policy shall provide law en-
forcement or security services for an outside employer without prior
written approval from the Cehief of Ppolice and ChancellorfG-head
of district/college/ESCHinitial upper-case] or designee. College Dis-
trict police officers, with the exception of the Chief of Police, may
obtain secondary employment in any lawful capacity, so long as the
outside employment does not interfere with the officers' duties and
responsibilities to the College District and such outside employ-
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SITE MANAGEMENT
SECURITY

RELATIONSHIP  WITH
OUTSIDE AGENCIES

USE OF FORCE

HIGH-SPEED PURSUIT

VIDEO MONITORING

ACCESS TO
RECORDINGS |

OFFICER TRAINING

CHA
(LOCAL)

ment does not occur during the time at which the officer is sched-
uled to work for the College District. Any secondary employment of
the Chief of Police shall be approved by the Chancellor. No officer

shall work a secondary job that creates a conflict of interest or
would discredit the College District. College District police officers
are_prohibited from wearing the official Houston Community Col-
lege District police uniform while engaged in outside employment.

The College District’s police department and the law enforcement
agencies with which it has overlapping jurisdiction shall enter into a
memorandum of understanding that outlines reasonable communi-
cation and coordination efforts among the department and the
agencies. The Cehief of Ppolice and the ChancellorfG-head-of dis-
trict/college/ESC—initial-upper—ease] or designee shall review the
memorandum of understanding at least once every year. The
memorandum of understanding shall be approved by the Board.

The use of force, including deadly force, shall be authorized only
when reasonable and necessary, as outlined in the department
regulations-manualGeneral Orders. The use of excessive force is
expressly forbidden.

Ao hanbao o Bt FRCLTCAY

the pursuit exceeds the immediate or potential danger presented
by the offenders remaining at large. Guidelines for high-speed
pursuits shall be addressed in the department-regulations—manu-
alGeneral Orders. College District police officers will make every
reasonable effort to apprehend a fleeing suspect who has commit-
ted a felony and to respond to emergency calls quickly and safely.
The pursuit or call response should never be carried to such an
extent as to endanger the lives of the general public, suspect, or
the officer. No pursuit shall be initiated or continued on or off prop-
erty owned or under the control of the College District unless a po-
lice supervisor approves such pursuit. Pursuits shall not be initiated
for minor traffic violations or non-felonious crimes against property.

Video equipment shall be used on a College District police car for
safety purposes whenever the flashing lights on a car are in use.

Recordings shall be considered law enforcement records, shall
remain in the custody of the Cehief of Ppolice, and shall be main-
tained as required by the department regulations manual and law.

All College District officers shall receive at least the minimum
amount of continuing education required by the Texas Commission
on Law Enforcement (TCOLE).

DATE ISSUED: 2/16/2015 3of4
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SITE MANAGEMENT
SECURITY

DEPARTMENT
REGULATIONS
MANUAL

RACIAL PROFILING |

COMPLAINTS

DISCIPLINARY ACTION

CHA
(LOCAL)

To carry out the provisions in this policy, the police department
shall compile and maintain a manual that describes and sets forth
operational procedures, rules, and regulations pertaining to the
administration of police services. The Cehief of Ppolice and the
ChancellorfG-head—of-district/college/=SC—initial-upper—ease] or
designee shall review the manual annually and make any appro-
priate revisions.

The Cehief of Ppolice shall develop and implement regulations to
ensure compliance with state law regarding racial profiling. Peace
officers employed by the College District shall not initiate any law
enforcement action based on an individual’s race, ethnicity, or na-
tional origin._Pursuant to the Texas Code of Criminal Procedure,
racial or ethnic profiling by College District peace officers is strictly
prohibited.

Complaints against a College District police officer shall be in writ-
ing on a form provided by the College District and shall be signed
by the person making the complaint. In accordance with law, the
College District shall provide to the police officer a copy of the
complaint. [See COMPLAINTS AGAINST PEACE OFFICER at
CHA(LEGAL)]

(Fstebet” OL[CY

Indlwduals emploved bv the College District as police officers are

subject to College District policy. Any police officer who violates
College District policy or department rules or regulations is subject
to disciplinary action, including, but not limited to, suspension with
or without pay, reprimand, or termination.
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Houston Community College

101506

SITE MANAGEMENT CHC
TRAFFIC AND PARKING CONTROLS (LOCAL)
TRAFFIC AND The operation of a motor vehicle or bicycle on the property of the
PARKING College District is a privilege granted by the College District and is

not an inherent right of any employee, student, or visitor. The Col-
lege District shall adopt rules and regulations regarding the opera-
tion and parking of vehicles on the grounds, streets, driveways,
alleys, and any other property under the control of the College Dis-
trict.

College District police shall be responsible for enforcing parking
and traffic regulations.

10f 1



SITE MANAGEMENT
MAIL AND DELIVERY

USE OF INTERNAL
MAIL SYSTEM

|

CHE
(LOCAL)

The College District mail system for delivering items between Col-
lege District buildings shall not be available for use other than offi-
cial school business. With the permission of the Chancellor [G
head-eof -district/college/ESC—initial-upper-casel-or designee, inter-
nal mailboxes at an individual campus may be used by campus
employees and school-sponsored or school support groups affiliat-
ed with that campus. [See also GF]

All mail and parcel services sent or received shall be administered
through the HCC Mail Center.

TASB MODEL POLICY

DATE ISSUED: 4/22/2003 ADOPTED: 10of1

UPDATE 17
CHE(LOCAL)-AJC



Houston Community College
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EQUIPMENT AND SUPPLIES MANAGEMENT Cl
(LOCAL)

PROPERTY The College District shall ensure management controls are placed

MANAGEMENT on all property, as appropriate, based on its value and nature. The

Chancellor shall define the control levels and procedures in ac-
cordance with generally accepted accounting principles and rele-
vant law.

10of1



EQUIPMENT AND SUPPLIES MANAGEMENT CIA
RECORDS MANAGEMENT (LOCAL)

DOCUMENT
DESTRUCTION
PRACTICES

RECORDS CUSTODIAN

The College District shall establish a records management pro-
gram in_accordance with the requirements of the Local Govern-
ment Code, the related policies and standards of the State Library
and Archives Commission, and accepted records management
procedures. The Chancellor is the official custodian of records for
the College District and may designate records managers, as nec-
essary, to perform records management duties.

The Chancellor {G-head-of-district/college/ESG-initial-uppercase]

or designee shall oversee the performance of records manage-
ment functions prescribed by state and federal law:

o Records Management Officer, as prescribed by Local Gov-
ernment Code 203.023

) Records Administrator, as prescribed by Local Government
Code 176.001 and 176.007 [See BBFA and CFE]

. Officer for Public Information, as prescribed by Government
Code 552.201-.205 [See GAB]

. Public Information Coordinator, as prescribed by Government
Code 552.012 [See BBD]

partments dIVIStOI’IS proqrams commlssmns bureaus boards

committees, or similar entities of the College District. Records shall
be created, used, maintained, stored. or disposed of in accordance
with the records management program and applicable law.

The College District shall follow its records management program
regarding document destruction. However, the College District
shall preserve documents, including electronically stored infor-
mation, and suspend routine record destruction practices as appli-
cable according to procedures developed by the records manage-
ment officer:

1. Inthe event of pending or reasonably anticipated litigation;

2. In the event of an investigation by a federal agency or de-
partment or any bankruptcy case; or

3. Inthe event of a public information request.

Notification shall be given to appropriate staff of any applicable ob-
ligations to suspend routine record destruction practices.

A custodian of records shall be designated for each department.

The custodians of records shall perform their duties in accordance
with state law and the policies and procedures of the College Dis-
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EQUIPMENT AND SUPPLIES MANAGEMENT CIA
RECORDS MANAGEMENT (LOCAL)

trict's records management program. Responsibilities of the custo-
dians of records include the preservation, destruction, or other dis-
position of records, in accordance with the program.

WEBSITE POSTINGS The College District’'s records management program shall address
the length of time documents will be posted on the College Dis-
trict's website when the law does not specify a posting period.

TASB MODEL POLICY
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EQUIPMENT AND SUPPLIES MANAGEMENT ciB
DISPOSAL OF PROPERTY (LOCAL)

DISPOSAL OF
ABANDONED OR
UNCLAIMED
PERSONAL
PROPERTY

DISPOSAL OF
COLLEGE DISTRICT

The [C-autherized-administraterichief faclliites officer s authorized

to dispose of abandoned and unclaimed personal property in ac-
cordance with College District regulations. These regulations shall
address, but not be limited to, the following topics:

1. Notices of lost and found locations posted at appropriate
places or described in College District publications and that
include procedures for reclaiming lost articles and time frames
for the College District to dispose of unclaimed property.

2. Arange of options for locating owners of abandoned property
that is nof turned in to a lost and found location. These op-
tions may address such items as abandoned cars or other
large items.

3. Disposal procedures including donations to charity or student
organizations, sales, and auctions.

Any monies realized from disposal of unclaimed or abandoned
personal property shall be deposited in the College District’s gen-
eral fund.

[For the applicability of the abandoned property procedures under
Property Code Chapter 76, see CD]

TASB MODEL POLICY

Only the Chancellor shall have the authority to dispose of College
District owned properly. The Chancellor shall develop procedures

OWNED PROPERTY

RETIREMENT OR SALE

OF SURPLUS
PROPERTY

DATE {SSUED: 4/2/2012

UPDATE 27
CIB(LOCAL)-AJC

to ensure that disposal of College District owned property is made
in the manner that provides the best value to the College.

Any unauthorized disposal of College District owned property con-
stitutes a violation of policy.

The College District may dispose of surplus property by sale or
trade-in providing that such goods are disposed of in accordance
with applicable federal, state and local laws.

ADOPTED: 10f1
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EQUIPMENT AND SUPPLIES MANAGEMENT CIBA

USE OF COLLEGE DI

PERMITTED
EMPLOYEE USE OF
COLLEGE DISTRICT

OWNED EQUIPMENT

THEFT, DAMAGE OF
PROPERTY OR
EQUIPMENT

CIBA(LOCAL)-AJC

RICT OWNED EQUIPMENT (LOCAL)

College District owned equipment may occasionally be released to
an employee to be used away from the primary work area. Proce-
dures and guidelines shall be developed and implemented by the
Chancellor and must be followed to ensure that use of College Dis-
trict equipment is authorized.

1. Equipment shall be used for designated and author-
ized College District purposes only:

2 Equipment may not be removed from the premises
on a permanent basis, but may be used for specific
designated project purposes; and

o Individuals shall be responsible for the safe and
proper care of any equipment, taking the same level
of professional care as expected on the job site.

Supervisors' permission must be obtained for each separate re-
moval of equipment from the job site, and the approving supervisor

shall be responsible for maintaining and verifying that any off-site
equipment has been inventoried, and is being properly used.

Each College District employee shall be responsible for immediate-
ly reporting any discovery of loss or damage to College District

equipment or property. Such reports shall be made to the College
District Police Department within 24 hours of discovery of loss.

ADOPTED: 10f1



EQUIPMENT AND SUPELIES MANAGEMENT CiBB
FIXED ASSET MANAGEMENT (LOCAL)

AUTHORIZED FIXED

ASSET OFFICER

CIBB(LOCAL)-AJC

The College District shall design and maintain a fixed asset man-
agement program to meet the following objectives:

1. Comply with generally accepted accounting principles as prom-
ulgated by the Governmental Accounting Standards Board

2. Comply with federal and state grant regulations

3. Maintain appropriate stewardship of the location and value of
fixed assets

4. Maintain preventive maintenance records and warranty infor-
mation

5. Maintain records for risk management concerns

6. Plan for asset replacement or enhancement in the capital budg-
eting process

7. Avoid unnecessary purchases by identifying assets that can be
shared or utilized by other departments; and

8. Coordinate the disposal of fixed assets which are obsolete, de-
pleted, or no longer meet the needs and requirements of the Col-

lege.

The Chancellor or his or her designee shall serve as the fixed as-
set coordinator for the College District. He/she shall be responsible
for designing and maintaining the fixed asset management pro-
gram.

ADOPTED: 10f1



TRANSPORTATION MANAGEMENT CJ

MODES OF
TRANSPORTATION

DRIVER
REQUIREMENTS

SAFETY STANDARDS

DRIVER FATIGUE

(LOCAL)

Modes of transportation used for student travel shall include, but
are not be limited to, cars, vans, and buses. Travel arrangements
for student groups shall be made in accordance with administrative
regulations.

A driver who is transporting students in College District-owned or
-leased vehicles must:

1. Be an employee of the College District.

2. Hold a valid driver’s license appropriate for the vehicle to be
driven. A driver of a commercial motor vehicle must have a
commercial driver’s license.

3. Have an acceptable driving record.

The driver shall ensure that the number of passengers does not
exceed the designed capacity of the vehicle and that each passen-
ger is secured by a safety belt, if provided.

A driver shall not drive for more than [C098] consecutive hours
without taking a [C099)-minute break or relief from driving.

USE OF COLLEGE

DISTRICT OWNED

VEHICLES
owned vehicles may be available for oﬂrclal !ravel by employees or
student organizations provided the driver of the vehicle is author-
ized under the approved list of drivers covered under the motor ve-
hicle insurance purchased by the College District. The Chancellor
shall develop quidelines regarding use of College District owned
vehicles.

DATE ISSUED: 2/20/2002 ADOPTED: 10of1
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{ Comment [v1]: How many?

)

Comment [v2]: How long? Consult with Risk
Management or Fleet Management for safe-
tyfindustry standards.




TRANSPORTATION MANAGEMENT CJA
MAINTENANCE OF VEHICLES (LOCAL)

RECORD OF ANNUAL Each College District location shall maintain records evidencing the

INSPECTION annual inspection of its vehicle fleet according to the standards as
set forth by the uniform act requlating traffic on the highways.
These records shall be maintained at each location, as well as with
the Risk Management department for the College District.

CJA(LOCAL)-AJC | ADOPTED: 1 of 1
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INSURANCE AND ANNUITIES MANAGEMENT CK
(LOCAL)

PROPERTY/CASUALTY  The College District's property/casualty insurance program shall be
INSURANCE designed to insure College District property, equipment and other
PROGRAM contents of buildings, including cash, and to provide coverage for
special perils that are unique to the operation of the College Dis-
trict. The risk management department shall, in consultation with
an appropriate insurance agent and/or consultant, ensure appro-
priate and adequate insurance coverage. The risk management
department shall develop and maintain procedures for reporting
damage, losses, and other acts covered by the insurance program.

10f 1



INSURANCE AND ANNE]TIES MANAGEMENT CKA
INSURANCE AND INDEMNIFICATION (LOCAL)

CKA

The College District shall purchase insurance and pay the cost of
any deductible owed under such insurance, to protect itself and
Board members or officers, including but not limited to the Chan-
cellor and General Counsel, from the cost and expense of defend-
ing litigation brought against them individually for acts or omissions
committed by them in the good faith discharge of their official du-
ties.

The College District may purchase insurance and pay the cost of
any deductible owed under such insurance to protect itself and its

employees from the cost and expense of defending litigation
brought against them individually for acts or omissions committed
by them in the good faith discharge of their official duties.

Any insurance purchased by the College District under the forego-
ing provisions may indemnify its Board members, officers and em-
ployees from awards of damages only where the College District
was or might have been held liable for the same damages. The
College District may not purchase insurance to indemnify its Board
members, officers or employees in situations where it is not itself

exposed, actually or potentially, to a similar liability.

Payments made under the provisions of this policy may be paid
from any funds of the College District.

“Officers” for the purpose of this policy shall mean any corporate
officer of the College District whether or not an employee, and any
president, chancellor, vice chancellor, general counsel or other

comparable executive administrator of the College District.

ADOPTED: 10of 1



INSURANCE AND ANN

ITIES MANAGEMENT CKE

WORKER'S COMPENSATION (LOCAL)

WORKER'S
COMPENSATION
OFFSET

MODIFIED DUTY
PROGRAM

CKE(LOCAL)-AJC

The College District shall provide workers' compensation coverage
as required by the Texas Workers' Compensation Act. Any employ-

ee who experiences an on-the job injury shall report the injury in
accordance with established procedures.

The Board has adopted the offset option provided by law, whereby
an employee absent because of a job-related illness or injury may

choose to:

1.Receive workers' compensation wage benefits only: or

2.Use available paid leave in proportional amounts to supplement
workers' compensation wage benefits, up to the regular pre-injury

weekly wage.

The employee shall indicate if he or she chooses to use available
paid leave in this circumstance and, if so, may choose to discon-
tinue use at any time. An employee who chooses to use paid leave

during a workers' compensation absence may be required to en-
dorse workers' compensation payments to “HCC Risk Manage-

ment,” in order to facilitate processing of payroll.

If a workers' compensation absence extends beyond the employ-
ee's Family and Medical Leave (FMLA), if applicable, the College

District may fill the employee's position.

The College District is committed to maintaining a Modified Duty
Program for employees who have been injured during the course
and scope of employment or who have experienced on-the job in-

jury.

The Modified Duty Program for on-the-job injuries will be adminis-

tered through Human Resources. The Modified Duty Program shall
provide for:

1.Modifying the employee's reqular assignment on a temporary

basis, to the extent practicable, so that the physical demands are
consistent with the restrictions imposed by the physician: or

2.Depending upon the availability of appropriate positions, assign-
ing the employee other duties consistent with the physician's re-

strictions.
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INSURANCE AND ANNUITIES MANAGEMENT CKE
WORKER'S COMPENSIATION (LOCAL)

Modified duty shall be granted according to procedures established
by the College District. Such procedures shall require the employ-
ee to submit written documentation from a licensed physician that
expressly describes the employee's abilities and limitations.

CKE(LOCAL)-AJC | ADOPTED: 20f2




INSURANCE AND ANNUITIES MANAGEMENT CKF

UNEMPLOYMENT INSURANCE (LOCAL)
LETTERS OF The College District shall issue letters of reasonable assurance, as
REASONABLE appropriate, to employees in positions requiring less than 12
ASSURANCE months of service whose services are anticipated to be needed at

the beginning of the following school year.

TASB MODEL POLICY

DATE ISSUED: 2/21/2005 ADOPTED: 1 0f 1
UPDATE 19
CKF(LOCAL)-AJC



FACILITIES STANDARI)S CLA

MAINTENANCE AND
OPERATIONS

FACILITIES PLANNING

AND RENOVATION

CLA(LOCAL)-AJC

(LOCAL)

The College District shall ensure that its facilities are safe, com-
fortable, and hygienic for students, faculty, employees, and the

general public.

The College District shall establish a facilities maintenance pro-

gram that will ensure a safe, clean. and comfortable environment
that is conducive to learning. Consistent maintenance standards

shall be employed throughout the College District. Periodic as-
sessments of the condition of College District facilities shall be
conducted.

The College District shall operate a continuing Capital Improve-
ment Program based on the needs of the College District, taking
into_account enrollment, operations, and acquisition of property.
Facility planning will be inclusive of program needs and facilities
standards in a manner consistent with the master plan. The master
plan shall be continually reviewed and shall be revised based on
College District needs or at least every five vears.

ADOPTED: 10f1



FACILITIES STANDARDS CLAA
NAMING OPPORTUNITY (LOCAL)
OVERVIEW Recognizing the importance of community and corporate involve-

NAMING
OPPORTUNITY
GENERALLY

HONORIFIC NAMING

HONOREES

ment in education, the Board encourages donations to support the

construction, renovation, or acquisition of District-owned property

and other non-tangible items as defined in this policy. The Board,
at its discretion, may consider naming new or existing property af-
ter major donors, provided such naming serves to advance, and is
not in conflict with, the College District's mission of educating stu-
dents. This policy sets forth general parameters to be utilized with
respect to term limit and permanent naming at the College District.

Without limitation, this policy shall apply to the “naming of items”

including buildings. facilities, open spaces, or portions thereof or
items therein; educational departments or titled positions such as

chairs and professorships: scholarships and programs; and any
other item where the naming thereof is believed to advance the

educational or financial objectives of the College District.

All_naming requests should support that the honoree or donor
meets the highest values and societal standards. -Naming is usu-

ally appropriate only when a qift of significant financial value is re-

ceived for the benefit of the College District, directly or through the

HCC Foundation. Significance is to be measured relative to the
value and nature of the thing to be named. All permanently named

facilities and programs should be reviewed by the Chancellor and
approved by the Board, upon the recommendation of the College

Foundation, where appropriate, and subject to the approval re-
quirements listed within this policy.

In_appropriate circumstances, to be determined by a majority vote
of the Board, the naming of items may occur in the absence of a
significant financial gift in order to _honor persons or entities who
have made extraordinary contributions to College District or the
communities it serves and if such naming is deemed to advance
the educational and financial objectives of the College District. The
merits of naming in the absence of financial contribution should

weigh the contributions of the proposed honoree against the nature
and value of the thing to be named.

Donors or honorees may be individuals, corporations, foundations,
or any other legal entity. In all instances, the appropriateness of
naming should be considered in light of the reputation, community
standing, and public actions of the individual, family, or entity

whose name is to be utilized, and whether such naming will both
bring honor to and be consistent with the mission of the College

District.

10of 5
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FACILITIES STANDARI
NAMING OPPORTUNIT]

DS CLAA
Y (LOCAL)

TERM LIMIT

RECORD KEEPING

PROCEDURES AND
GUIDELINES

CONFIDENTIALITY

AGREEMENTS

CLAA(LOCAL)-AJC

The naming of items implies a promise to the donor or honoree
that the naming shall be maintained so long as the item named
remains in existence or in the service of the College District. When
and if that condition ceases to exist, an appropriate alternative
means of continuing the recognition of the donor or honoree will be
determined.

The HCC Foundation, College District and each college are re-
sponsible for maintaining a record of named rooms, buildings,
ground and other spaces. The HCC Foundation is responsible for
maintaining a record of endowed funds.

The general naming procedures and guidelines must be approved
by the Chancellor and must be followed system wide.

Any proposed naming should remain confidential, unless otherwise
disclosed by law, during the review and approval process. There
should be minimal communication about the proposed prior to final
approval. Such communications should be limited to those neces-
sary to the evaluation and approval process.

Each gift and naming commitment must be reviewed by the Office
of General Counsel carefully for compliance with applicable laws

and ethical principles, especially where there is some direct or indi-
rect business or other continuing relationship between the College

District, its officers, trustees, or emplovees. and the donor or pro-
posed honoree. Questions regarding the applicability of state or
federal law, issues of conflict of interest or other ethical considera-
tions should be referred to Office of General Counsel during the
approval process. Guidance should also be sought in the national
quidelines of CASE (Council for Advancement and Support of Edu-
cation) with regard to questions about definitions of philanthropy,

qifts or grants.

A written agreement shall be signed by the donor, HCC, and HCC
Foundation, for all naming opportunities and commitments. The
agreement shall include at a minimum the terms of revocation, the
length of time of naming, and the location of the feature named and
its description. |If a written agreement is impossible to obtain, a
copy of this policy will be given to the donor, contributor, or the par-
ties concerned.
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FACILITIES STANDARI
NAMING OPPORTUNIT

DS CLAA
Y

(LOCAL)

TERMS FOR
CANCELLATION

TYPES OF GIFTS FOR

In_certain_circumstances, HCC reserves the right to revoke and
terminate its obligations regarding a naming, with no financial re-
sponsibility for returning any received confributions to the donor.
These actions, and the circumstances that prompt them, may apply
to a naming commitment that has not yet been acted upon or to a
conferred naming:

a. If the donor or honoree's reputation changes substantially
so that the continued use of that name may compromise the
public trust, dishonor the College’s standards, or otherwise be
contrary to the best interest of HCC as determined by HCC, the

naming may be revoked.

b. If the donor fails to maintain payments on a commitment
upon which the naming was bestowed, the naming may be re-
voked.

c. If the planned qift upon which the naming was bestowed
does not result in the value agreed upon, the naming may be

revoked.

d. In the event of an Act of God or other event destroys the
physical features or renders it unusable.

e. The donor requests the College remove a name. If the re-
quest to cease using the naming is in relation to the naming of
a building. the request must be approved by the Board. The
donor will assume 100% of the cost of any change to signage.
The HCC Foundation reserves the right to review, revise, or
decline the proposed change.

Any combinations of qifts, pledges. and irrevocable deferred gift

NAMING
COMMITMENTS

CLAA(LOCAL)-AJC

arrangements may be considered for naming commitments. With
respect to deferred gifts, while the naming commitment may be
immediate, the value of the gift appropriate to the naming of a spe-
cific thing should be set at a_higher level commensurate with the
extent of delay involved in acquiring access to the qift.

All gifts must be paid in full prior to the official naming opportunity
to take effect, unless otherwise decided by a majority vote of the

Board.
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FACILITIES STANDARI]
NAMING OPPORTUNIT]

IS CLAA
Y (LOCAL)

NAMING OF
PROGRAMS OR
OTHER INTANGIBLE
ITEMS

NAMING OF PHYSICAL

In order to name a center, institute, program or academic unit, the
amount of money should be proportional to the amount of endow-
ment (principal x 4% annual payout) that would be necessary to
sustain the program on a permanent basis. In order to permanently
name most distinguished programs. a qift commitment of at least
$2.5 million in generating $ 125, 0000 annually for expenditures is
typically required.

Exceptions may be considered where an academic program is be-
ing named for someone of unparalleled scholarly distinction and

the naming will bring great honor to the program so that the nam-
ing enhancement adds value to the program, and serves to attract
additional financial resources.

From time to time, minimum gift commitments and other monetary

standards to be followed with respect to the naming of programs,
departments, institutes, chairs and professorships. and other in-

tangible items may be modified. Actions in this regard shall be
commensurate with the letter and spirit of this policy.

Buildings, campus grounds, or other campus facilities will generally

FACILITIES

CLAA(LOCAL)-AJC

not be named for individuals currently employed by the College
District, unless a donor(s) provides a sufficient gift in honor of that
individual.

When the person to be honored is living and no financial gift is be-
ing provided, at least three vears should pass since any formal as-

sociation_with the College District. Such affiliation includes time
spent as a student; as a compensated member of the faculty or
staff; or as a member of the Board of Trustees.

Naming a building, wing, room, or lecture hall can be difficult, de-
pending on size, age, prestige, location, original cost, etc. Howev-
er, general rules of thumb are:

1._Older_existing facilities (more than 10 years old) funded
with public money should be named only in exchange for
gift commitments of at least 20 percent of the building's cur-
rent value or replacement cost. Total costs include: archi-
tectural, planning, and construction; fees; site clearance
and landscaping; furnishing; and equipment.

2. Newer existing facilities (less than 10 years old) funded with
public money should be named only in exchange for gift
commitments of at least 25 percent of the building's current
value or replacement cost. Total costs include: architectural,

planning, and construction; fees; site clearance and land-
scaping; furnishing; and equipment.
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(LOCAL)

FACILITIES STANDARI
NAMING OPPORTUNIT

<ln

3. Unscheduled or unplanned facilities that a donor wishes to
have constructed will require a 100 percent gift commit-
ment, plus an endowed maintenance fund.

4. The minimum gift for a “naming commitment” should be ap-
roximately $25.000 for small physical spaces such as

classrooms, offices and seminar rooms.

ADOPTED: 50f5
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FACILITIES CONSTRUCTION CM

COMPLIANCE WITH

LAW

CONSTRUCTION
CONTRACTS

CHANGE ORDERS

ALTERATIONS/
MODIFICATIONS

PROJECT
ADMINISTRATION

DATE ISSUED: 4/2/2012

UPDATE 27
CM(LOCAL)-BJC

(LOCAL)

The_Chancellor
or designee shall establish procedures ensurlng that all facilities
within the College District comply with applicable laws and local
building codes.

No construction, with the exception of routine maintenance, shall
be initiated without Board or Chancellor approval, as appropriate.
Prior to advertising, the Board shall determine the project deliv-
ery/contract award method to be used for each construction con-
tract valued at or above $50,000. To assist the Board, the [G-head
of-district/college/ESC —initial-upper-ease]Chancellor shall recom-
mend the project delivery/contract award method that he or she
determines provides the best value to the College District. [See
CM series]

For construction contracts valued at or above $100,000 {-G—value—ef
sershuction—ecenrirasl, the
upper-ease]Chancellor shall also submit the resulting contract to
the Board for approval. Lesser expenditures for construction and
construction- related materials or services shall be at the discretion
of the initi Chancel-
lor and consistent with law and policy. [See also CF]

TR R Y

Change orders valued at or above the
Chancellor's signature authority shall require Board approval_prior
to executing any changes in plans, construction, or cost of the facil-
ity. The [G-head-of-districl/college/ESC -initial-upper-ecase}-Chan-
cellor shall be authorized to approve change orders of a lesser
amount._ The Chancellor shall report to the Board guarterly regard-
ing change orders approved within his or her authority.

Retainage on all construction contracts shall be at least five per-
cent (5%) of the cost of work.

No College District facility shall be altered or madified in any way
without prior approval of the Chancellor. For purposes of this policy,
modifications and alterations include but are not limited to moving
walls, electrical outlets, doors, and etc.

All construction projects shall be administered by the [G-head-of
district/college/ESCnitial- upper-case] Chancellor_ or designee.

10of 2



FACILITIES CONSTRUCTION cM
(LOCAL)

| The [G-head-of-district/college/ESCinitial-upper-sase} Chancellor

or designee shall keep the Board informed concerning construction
projects and also shall provide information to the general public.

FINAL PAYMENT The College District shall not make final payments for construction
or the supervision of construction until the work has been complet-
ed and the College District has accepted the work.

TASB MODEL POLICY

DATE ISSUED: 4/2/2012 ADOPTED: 20f2
UPDATE 27
CM(LOCAL)-BJC



FACILITIES CONSTRUCTION CMA

COMPETITIVE BIDDING

SPECIFICATIONS

BID PROCESS

SAFETY RECORD

(LOCAL)

[ The [G-head-of districtcollege/ESC-initial- upperease]Chancellor

or designee shall ensure that detailed specifications are prepared
for any construction project for which competitive bids are sought.

All bids shall be submitted in sealed envelopes, plainly marked with
the name of the bid and the time of the bid opening. Bids shall be
opened at the time specified. All interested parties shall be invited
to attend the bid opening. Any bid may be withdrawn prior to the
scheduled time for opening. Bids received after the specified time
shall not be considered.

If the College District considers the safety record of bidders in de-
termining to whom to award a contract, the safety record shall be
defined as a bidder's OSHA (Occupational Safety and Health Ad-
ministration) inspection logs for the last three years, a loss analysis
from the bidder’s insurance carrier, and a loss history covering all
lines of insurance coverage carried by the bidder.

TASB MODEL POLICY

DATE ISSUED: 3/11/2010 ADOPTED: 10f1

UPDATE 25
CMA(LOCAL)-AJC



FACILITIES CONSTRUCTION CMB
COMPETITIVE SEALED PROPOSALS (LOCAL)

SPECIFICATIONS

PROCESS

WITHDRAWAL AND
LATE PROPOSALS

| The [G-head-of district/college/ESC-initial-upper-sase]Chancellor

or designee shall prepare a request for proposals for any construc-
tion project for which competitive sealed proposals are sought.

All proposals shall be submitted in sealed envelopes, plainly
marked w