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POLICIES & PROCEDURES MANUAL 

PURPOSE 

The Angelina College Policies and Procedures Manual contains the policies and regulations 

governing College District operations. The Board of Trustees and the administration make every 

effort to maintain policies, regulations, and procedures contributing to the success, strength, and 

stability of Angelina College. New policies and procedures and changes to existing policies and 

procedures are adopted to accommodate current best practices and continuous improvement; to 

comply with changes in laws, regulations, or accreditation standards; or to respond to operational 

issues. 

ORGANIZATION 

As adoptions or changes occur, two identical versions of the Manual will be maintained. The 

official copy will be in the College President’s office, and an electronic copy will be available for 

day-to-day use on the College District’s website. 

Each policy and regulation is identified according to an alphabetical code in the upper right corner 

of the page. The issue date of the policy or regulation is noted in the lower left corner with a place 

for the adoption date for policies. There are seven sections, each devoted to a separate area of 

College District governance: 

A – Basic District Foundations 

B – Local Governance 

C – Business and Support Services 

D – Personnel 

E – Instruction 

F – Students 

G – Community and Governmental Relations 

LOCAL POLICIES 

Local policies govern the College District and meet the Southern Association of Colleges and 

Schools Commission on Colleges (SACSCOC) governance requirements. Only the Board of 

Trustees may adopt or amend a Local Policy. Local policies are identified by the designation 

“LOCAL” directly below the alphabetical code in the upper right corner of each page. 

LEGAL POLICIES 

The legally referenced policies track the language of the U.S. and Texas Constitutions, federal 

statutes, the Texas Education Code and other Texas law, Attorney General opinions, Texas 

Higher Education Coordinating Board rules, the Texas Administrative Code, and other sources of 

authority defining governance of public community college districts in the state of Texas. Policy 

statements that cite court cases or Attorney General opinions stand only for the specific 

statements in the policy and do not otherwise implicate the entire opinion. Such citations are 

provided only for reference; no other meaning is implied or intended. All legally referenced 

policies have the designation “LEGAL” in the upper right corner of each page directly below the 

alphabetical code. 
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REGULATIONS 

The Board of Trustees delegates to the College President the express authority to adopt 

regulations and procedures for the operation and administration of the College District. 

Regulations and procedures are not formally adopted by the Board of Trustees. Administrative 

regulations or procedures are identified by the designation “REGULATION” directly below the 

alphabetical code in the upper right corner of each page. 

EXHIBITS 

Exhibits are pages with forms, notices, and more information that are used by the College 

District; some exhibits are promulgated by legal authority. Although not formally adopted by the 

Board, exhibits are included in the College District’s manual to assist in the implementation of 

policy and regulations. Exhibits have the designation “(EXHIBIT)” directly below the code in the 

upper right corner. Multiple exhibits under the same code are usually preceded by a cover page 

listing the various exhibits. 

BOTTOM NOTES 

Bottom notes indicate the adoption date of a policy, or the issuance, or review date of regulations 

and procedures. The complete Policy and Procedures manual was reviewed and recoded by The 

Board of Trustees in March 2005. 

Section A: Basic District Foundations & Section B: Local Governance can be found at Angelina.edu/ 

Section C: Business and Support Services 

CAK Investments – Endowment Funds Local 

CAM Investments Local 

CC Annual Operating Budget Local 

CDD Payroll Procedures Regulation 

CF Purchasing and Acquisition Local 

CG Safety Program Regulation 

CGC Emergency Plans Regulation 

CH Site Management Regulation 

CHC Traffic and Parking Controls Regulation 

CHE Mail and Delivery Regulation 

CHFA Concealed Carry of Handguns Regulation 

CI Equipment and Supplies Management Regulation 

CJ Transportation Management Regulation 

CKD Health and Life Insurance Local 

CP Environmental Policy Regulation 

CSA Employee Information System & Data Access Control Regulation 

CT Survey Administration Regulation Regulation 
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18
22
25
29
33
35
39
40
41
42
46
47
49
50
56
62



Section E: Instruction 

EBB Distance Learning Regulation 

EC Instructional Arrangement Regulation 

ED Instructional Resources Regulation 

EDAA Libraries and Laboratories Regulation 

EDD Copyrighted Materials Local 

EDD Copyrighted Materials Exhibit 

EF Curriculum Design Local 

EFCB Adult and Continuing Education Regulation 

EGA Grading and Credit Regulation 

Section F: Students 

FBD Admissions and Attendance Regulation 

FC Student Disability and Accommodations Regulation 

FDAD Communicable Diseases Regulation 

FDE Sexual Harassment Regulation 

FE Student Financial Aid Program Regulation 

FFD 
Student Freedom from Discrimination, Harassment, and 

Retaliation Regulation 

FG Student Housing Regulation 

FI Solicitations Regulation 

FJ Student Records Regulation 

FKA Student Publications Regulation 

FKC Registered Student Organizations Regulation 

FLA Involvement in Decision-Making Regulation 

FLB Student Conduct Regulation 

FLD Student Complaints Local 

FLD Student Complaints Exhibit 

184
185
187
188
190
191
194
197
198

204
206
226
231
231

234
241
242
244
245
246
250
252
265
271

Section G: Community and Governmental Relations 

GA Public Information Program Regulation 

GAA Public’s Right to Know Local 

GB Public Complaint Regulation 

GB Public Complaint Exhibit 

GCA Official Institutional Relationships Policy Local 

GF Student and Community Use of District Facilities Local 

GF Student and Community Use of District Facilities Exhibit 

GF Conduct on College District Premises Local 

273
275
277
282
284
285
291
295
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APPROPRIATIONS AND REVENUE SOURCES: INVESTMENTS – ENDOWMENT 

FUNDS 

Angelina College ("Angelina College" or the "College") shall adopt rules governing the 

investment of College endowment funds and said rules shall clearly specify the scope of 

authority of officers and employees of the Board of Trustees that are designated to invest funds. 

This policy will be reviewed and adopted by resolution at least annually. 

Qualified brokers authorized to engage in investment transactions with the College shall be 

reviewed and adopted annually by the Board of Trustees. 

INVESTMENT POLICY 

1.01 The endowment funds investment policy shall provide guidelines for the management, 

investment, and expenditure of endowment funds of Angelina College so that available 

resources will be maximized. This policy is subject to provisions of the Uniform Prudent 

Management of Institutional Funds Act, Chapter 163 of the Property Code ("UPMIFA"). 

Angelina College is an "institution of higher education", as such term is defined in 

UPMIFA. As used herein, "endowment funds" shall have the same meaning given said 

term in UPMIFA. 

STANDARD OF CARE 

2.01 In the administration of the powers to appropriate appreciation, to make and retain 

investments, to develop and apply investment and spending policies, and to delegate 

investment management of institutional funds, the Board of Trustees shall exercise 

ordinary business care and prudence under the facts and circumstances prevailing at the 

time of the action or decision. The Board of Trustees shall consider both the long-term 

and short-term needs of the institution in carrying out its purposes, its present and 

anticipated financial requirements, the expected return on its investments, price level 

trends, and general economic conditions. 

INVESTMENT OBJECTIVE 

3.01 The Angelina College Endowment Funds Assets are held with the intent to provide 

earnings to support the scholarships or other donor purposes over the long-term. 

Accordingly, the primary investment objectives for its assets are to: 

1. Preserve the real purchasing power of the principal, and

2. Provide a stable source of perpetual financial support to scholarships in

accordance with the endowment spending policy.

In regards to the investment of College endowment funds, the performance objective is to 

meet or exceed the following indexes depending on the type of investment: 
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o Equity Investments - S&P 500 index,

o Fixed Income Investments - Lehman Brothers Aggregate Bond Index, and

o Cash Equivalents - 30-day Treasury Bill Index

as measured for the year immediately preceding at December 31.

AUTHORIZED INVESTMENTS 

4.01 Authorized endowment investments shall include the following: 

1. Cash equivalents: Treasury bills, money market funds, commercial paper,

banker's acceptances, repurchase agreements, and certificates of deposit.

2. Fixed income: U.S. Government and agency securities, corporate notes and

bonds, mortgage backed bonds, preferred stock, mutual funds that invest in

securities allowed in this statement.

3. Equity securities: Common stocks, convertible notes and bonds, convertible

preferred stocks, American depositary receipts of non-U.S. companies, and

mutual funds that invest in securities allowed in this statement.

4.02 Prohibited endowment investments shall include the following: 

Collateralized mortgage obligations, commodities and futures contracts, private 

placements, options, limited partnerships, venture-capital investments, and 

derivative securities. 

ASSET ALLOCATION 

5.01 The target asset allocation and permitted ranges for the endowment's assets are as 

follows: 

Target Allocation Permitted Ranges 

Cash Equivalents 5% 0% to 20% 

Fixed Income Investments 50% 30% to 70% 

Equity Investments 45% 25% to 55% 

TOTAL 100% 
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5.02 The asset allocation will be reviewed semi-annually by the investment officer(s). Should 

the overall asset allocation fall outside the ranges established above, cash flows will be 

analyzed over the next quarter to determine if the portfolio can be re-balanced with 

contributions or disbursements. If this process fails to re-balance the portfolio, the 

investment officer(s) will instruct the authorized broker(s) to re-balance the asset 

allocation in accordance with the established guidelines. The investment officer(s) will 

report to the Board of Trustees on any such instruction to re-balance the asset allocation 

promptly after such instruction is given. In situations where mutual funds owned by the 

endowment in its portfolio invest in prohibited investments, the authorized broker should 

inform the College investment officer(s) prior to making an investment in the fund. 

5.03 Understanding that risk is present in all types of securities and investment styles, the 

Board of Trustees recognizes that some risk is necessary to produce long-term investment 

results that are sufficient to meet the Endowment Funds' objectives. However, the 

investment officer(s) authorized broker is to make reasonable efforts to control risk and 

ensure that the risk assumed is commensurate with the objectives. 

5.04 The Board of Trustees may appropriate for expenditure, for the uses and purposes for 

which the endowment is established, the net appreciation, realized and unrealized, in the 

fair market value of the assets over the historic dollar value of the fund. 

5.05 All gifts that are given with restrictions by the donor must be spent in accordance with 

those restrictions. 

SPENDING GUIDELINE 

6.01 The long-term objective of the spending guidelines is to maintain the purchasing power 

of the endowment with the goal of providing a reasonable, predictable, stable, and 

sustainable level of income to support scholarship distributions. The designated annual 

spending rate is 5% as applied to a 36-month moving average of market value less 

current year contributions as measured at August 31 of each year. 

6.02 The market price of acquired investments shall be monitored by the business office on a 

monthly basis. 

INVESTMENT OFFICER 

7.01 The College's Vice President of Business Affairs or Controller shall serve as the 

investment officer of the College and invest the College's funds in authorized 

investments. 

7.02 The investment officer shall possess the experience, training and capabilities necessary to 

perform requirements of the position, and shall comply with training requirements under 

the PFI. 
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7.03 Any investment officer of the College who has a personal business relationship with an 

entity seeking to sell an investment to the College shall file a statement disclosing that 

personal business interest either at the time of employment with the College or 

immediately at such time as the personal business relationship with an entity doing 

business with the College shall arise. Any investment officer who is related within the 

second degree by affinity or consanguinity, as determined under Chapter 573, to an 

individual seeking to sell an investment to the College shall file a statement disclosing 

that relationship. A statement required under this subsection must be filed with the Texas 

Ethics Commission and the Board of Trustees of Angelina College. 

7.04 A monthly investment summary report shall be prepared by the investment officer. A 

report shall be submitted at least quarterly to the Board of Trustees and the President of 

the College. The quarterly report shall: 

1. Describe in detail the investment position of the College on the date of the report.

2. Be signed by each investment officer of the College.

3. Contain a summary statement of the endowment fund, prepared in compliance

with generally accepted accounting principles, that states the:

a. beginning market value for the reporting period,

b. additions and changes to the market value during the period (including

fully accrued interest for the reporting period), and

c. ending market value for the period.

4. State the book value and market value of each separately invested asset at the

beginning and end of the reporting period by the type of asset and fund type

invested.

5. State the maturity date of each separately invested asset that has a maturity date.

INVESTMENT ADVISORS 

8.01 The Board of Trustees may utilize investment advisors, in addition to the College's 

depository, to assist in the placement of College investments. A written copy of this 

investment policy shall be presented to any person acting as an investment advisor or 

seeking to sell to the College an authorized investment. The qualified representative of 

the business organization seeking to sell an authorized investment shall execute a written 

instrument substantially to the effect that the registered principal has: 

1. Received and thoroughly reviewed the investment policy of the College.
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2. Acknowledged that the organization has implemented reasonable procedures and 

controls in an effort to preclude investment transactions conducted between the College 

and the organization that are not authorized by the College's endowment investment 

policy, except to the extent that this authorization is dependent on an analysis of the 

makeup of the College's entire portfolio or requires an interpretation of subjective 

investment standards. 

 

8.02 The investment officer may not buy any securities from a person who has not delivered to 

the College a signed certification form. 

 

8.03 The investment advisor is responsible for making all investment decisions regarding the 

assets assigned to him/her. The investment advisor will comply with all applicable laws, 

rules and regulations, and with the terms of endowment investment policy as outlined 

herein. 

 

ANNUAL AUDIT 

9.01 In conjunction with the annual financial audit, the Board of Trustees will request a 

compliance audit of management controls on investments and adherence to the College’s 

established endowment investment policy. Additionally, the independent auditor shall 

conduct a formal review of the quarterly reports and report the results to the Board of 

Trustees. The results of the compliance audit shall be reported to the State Auditor. 

 

9.02 Angelina College ("Angelina College" or the "College") shall adopt rules governing the 

investment of college funds and said rules shall clearly specify the scope of authority of 

officers and employees of the Board of Trustees that are designated to invest funds. 

 

9.03 This policy will be reviewed and adopted by resolution at least annually according to 

Government Code 2256.005 (e). Hereafter, Chapter 2256 of the Texas Government Code 

(Public Funds Investments) shall be referred to as the "PFI". 

 

9.04 Qualified brokers authorized to engage in investment transactions with the College shall 

be reviewed and adopted annually by the Board of Trustees. 

 

INVESTMENT POLICY 

10.01 The funds management and investment policy of Angelina College shall be to: 

 

1. Assure the safety of the College's funds. 

 

2. Maintain sufficient liquidity to provide adequate and timely working funds. 

 

3. Attain a rate of return consistent with safety and liquidity considerations. 

 

4. Match the maturity of investment instruments to the daily cash flow requirements. 
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5. Diversify investments as to maturity, instruments, and financial institutions as

permitted under State law.

6. Actively pursue portfolio management techniques.

7. Avoid investment for speculation.

8. The dollar amount invested in any single investment should be sufficient to assure

a ready resale market if liquidation is required.

AUTHORIZED INVESTMENTS 

11.01 Authorized investments shall comply with the PFI, and shall include the following: 

1. Obligations of the United States or its agencies and instrumentalities.

2. Direct obligations of this state or its agencies and instrumentalities.

3. Other obligations, the principal and interest of which are unconditionally

guaranteed or insured by, or backed by the full faith and credit of, this state or the

United States or their respective agencies and instrumentalities. These obligations

must be rated not less than A or its equivalent by at least one nationally

recognized investment rating firm.

4. Corporate bonds, debentures, or similar debt obligations rated by Moody’s

Investors Service or Standard & Poor’s Corporation in one of the two highest

long-term rating categories, without regard to gradations within those categories.

Section 2256.020(3)

5. Properly collateralized or FDIC insured Certificates of Deposit, including

Certificates of Deposit authorized under Section 2256.010(b).

6. Investment pools as approved by resolution of the Board of Trustees. The pools:

(1) May only invest in obligations permitted by the PFI and approved by the

Board of Trustees, (2) Must provide an offering circular containing information

required by the Act, (3) Must provide investment transaction confirmations, (4)

Must provide a monthly report containing information required by the Act, and

(5) Must have an advisory board as specified by the Act. If the pool was created

to function as a money market mutual fund, it must mark its portfolio to market

daily and stabilize at a $1.00 net asset value.

7. No load money market mutual funds, registered with and regulated by the

Securities and Exchange Commission, with a dollar-weighted average stated
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maturity of 90 days or fewer, and having as an objective the maintenance of a 

stable net asset value of $1.00/share. Amounts invested shall not exceed 

limitations as provided by the PFI. Prior to entering into an investment with such 

a fund, the fund must provide the College with a prospectus and other information 

required by federal law. The College may not own more than 10% of the total 

assets of a money market mutual fund described by this clause (g). 

 

8. Other no load mutual funds registered with the Securities and Exchange 

Commission, with an average weighted maturity of less than two years, invested 

exclusively in obligations allowed under the PFI, and continuously rated as to 

investment quality by at least one nationally recognized investment rating firm of 

not less than AAA or its equivalent. The mutual funds must comply with 

information and reporting requirements for investment pools as described in the 

Act. Invested amounts must be limited to 15% of the College’s monthly average 

fund balance, excluding bond proceeds, reserves, and debt service funds. Neither 

bond proceeds, reserves, nor debt service funds may be invested in mutual funds 

described by this clause (h). The College may not own more than 10% of the total 

assets of a mutual fund described by this clause (h). 

 

9. Commercial paper which has a stated maturity of 270 days or fewer from the date 

of its issuance, and is rated not less than A-1 or P-1 or an equivalent rating by at 

least (A) two nationally recognized credit rating agencies, or (B) one nationally 

recognized credit rating agency and is fully secured by an irrevocable letter of 

credit issued by a bank organized and existing under the laws of the United States 

or any state. 

 

10. A fully collateralized repurchase agreement which has a defined termination date; 

is secured by obligations de-scribed in Section 2256.009(a)(1) of the PFI; requires 

the securities being purchased by Angelina College to be pledged to Angelina 

College, held in the College's name, and deposited at the time the investment is 

made with Angelina College or with a third party selected and approved by 

Angelina College; and is placed through a financial institution doing business in 

Texas. 

 

11.02 The maximum allowable stated maturity of any individual investment, pool, or 

mutual fund owned by the College shall be as provided for in the PFI as enacted 

or as it may be amended from time to time. If no maximum allowable stated 

maturity is provided for a particular investment owned by the College, the 

maximum allowable stated maturity, or average dollar-weighted maturity if 

applicable, for such investment shall be for a term no greater than 10 years; 

provided, that in connection with the purchase of investments related to the 

refunding of bonds, the maturity of the investments escrow will be no greater than 

the term of the refunded bonds. 
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11.03 The market price of acquired investments shall be monitored on a monthly basis by 

comparing the cost basis of a sample of purchased securities as stated on each 

month end transaction detail with prices of the same investments through a 

nationally recognized financial source such as Bloomberg.com. 

Investments must be settled on a delivery versus payment basis with the exception 

of investment pools and mutual funds. 

INVESTMENT OFFICER 

12.01 The College's Vice President of Business Affairs or Controller shall serve as the 

investment officer of the College and invest the College's funds in legally 

authorized and adequately secured investments in accordance with the PFI. 

The investment officer shall possess the experience, training and capabilities 

necessary to perform requirements of the position, and shall comply with training 

requirements under the PFI. 

12.02 Any investment officer of the College who has a personal business relationship with an 

entity seeking to sell an investment to the College shall file a statement disclosing that 

personal business interest either at the time of employment with the College or 

immediately at such time as the personal business relationship with an entity doing 

business with the College shall arise. Any investment officer who is related within the 

second degree by affinity or consanguinity, as determined under Chapter 573, to an 

individual seeking to sell an investment to the College shall file a statement disclosing 

that relationship. A statement required under this subsection must be filed with the Texas 

Ethics Commission and the Board of Trustees of Angelina College. 

12.03 The investment officer is expected to display prudence in the selection of securities, as a 

way to eliminate default risk. No individual transaction shall be undertaken where there is 

uncertainty as to the maturity and/or rate of return of the investment. 

12.04 Investments shall be made with judgment and care, under prevailing circumstances, that a 

person of prudence, discretion, and intelligence would exercise in the management of the 

person’s own affairs, not for speculation, but for investment, considering the probable 

safety of capital and the probable income to be derived. Investment of funds shall be 

governed by the following investment objectives, in order of priority: 

1. Preservation and safety of principal.

2. Liquidity.

3. Yield.
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12.05 In determining whether an investment officer has exercised prudence with respect to an 

investment decision, the determination shall be made taking into consideration: 

1. The investment of all funds, or funds under the College’s control, over which the

officer had responsibility rather than a consideration as to the prudence of a single

investment.

2. Whether the investment decision was consistent with the written investment

policy and investment strategy of the College.

12.06 A monthly investment summary report shall be prepared by the investment officer. A 

report shall be submitted at least quarterly to the Board of Trustees and the President of 

the College. The quarterly report shall: 

1. Describe in detail the investment position of the College on the date of the report.

2. Be signed by each investment officer of the College.

3. Contain a summary statement of each pooled fund group, prepared in compliance

with generally accepted accounting principles, that states the:

a. beginning market value for the reporting period,

b. additions and changes to the market value during the period (including

fully accrued interest for the reporting period), and

c. ending market value for the period.

4. State the book value and market value of each separately invested asset at the

beginning and end of the reporting period by the type of asset and fund type

invested.

5. State the maturity date of each separately invested asset that has a maturity date.

6. State the account or fund or pooled group fund in the College for which each

individual investment was acquired.

7. State the compliance of the investment portfolio of the College as it relates to the

investment policy and the PFI.
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INVESTMENT ADVISORS 

13.01 In accordance with the PFI, Section 2256.005(k), a written copy of this investment policy 

shall be presented to any person acting as an investment advisor or seeking to sell to the 

College an authorized investment. The qualified representative of the business 

organization seeking to sell an authorized investment shall execute a written instrument 

substantially to the effect that the registered principal has: 

 

1. Received and thoroughly reviewed the investment policy of the College. 

 

2. Acknowledged that the organization has implemented reasonable procedures and 

controls in an effort to preclude investment transactions conducted between the 

College and the organization that are not authorized by the College's investment 

policy, except to the extent that this authorization is dependent on an analysis of 

the makeup of the College's entire portfolio or requires an interpretation of 

subjective investment standards. 

 

13.02 The investment officer may not buy any securities from a person who has not delivered to 

the College a signed certification form as provided in accordance with the PFI, Section 

2256.005(l). 

 

13.03 The investment advisor is responsible for making all investment decisions regarding the 

assets assigned to him/her. The investment advisor will comply with all applicable laws, 

rules and regulations, and with the terms of investment policy as outline herein. 

 

13.04 The Board of Trustees may utilize investment advisors, in addition to the College's 

depository, to assist in the placement of College investments. 

 
 

13.05 Bids for Certificates of Deposit may be solicited by any combination of one or more of 

the following methods: 

 

1. Oral bids; 

 

2. Written bids; and 

 

3. Electronic bids. 

 

13.06 In conjunction with the annual financial audit, the Board of Trustees will request a 

compliance audit of management controls on investments and adherence to the College’s 

established investment policies in accordance with the PFI, Section 2256.005(m). 

Additionally, the independent auditor shall conduct a formal review of the quarterly 

reports and report the results to the Board of Trustees. The results of the compliance audit 

shall be reported to the State Auditor. 
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INVESTMENT STRATEGIES 

14.01 Investment strategies for funds are as follows: 

CURRENT FUNDS 

15.01 Current Funds include educational and general funds, auxiliary funds, and restricted 

funds. Current funds shall be invested with the primary objective of preservation and 

safety of principal. Certificates of Deposit are most appropriate for these funds to insure 

that maturing investments are available to meet current cash demands and are suitable for 

achieving the strategy‘s objective for investing Current Funds. A liquidity base should be 

established to provide for known short term disbursement requirements, and remaining 

maturities should be selected based on return offered. 

LOAN FUNDS 

16.01 Loan Funds are intended to provide short term student loans for each semester. Loan 

Funds invested must mature to meet loan demands. Certificates of Deposit are most 

appropriate for these funds to insure that maturing investments are available to meet 

current cash demands, and are suitable for achieving the strategic objective for investing 

Loan Funds. 

ENDOWMENT FUNDS 

17.01 Endowment Funds - See "Investment Policy - Endowment Funds." 

PLANT FUNDS 

18.01 Plant Funds are utilized for new construction, as well as renewal and replacement of 

existing facilities. Plant Funds shall be invested with the primary objective of 

preservation and safety of principal. Certificates of Deposit are most appropriate for these 

funds to insure that maturing investments are available to meet current cash demands. 

Other short term instruments may be utilized to reduce market risk and generate superior 

returns. These types of investments are suitable for achieving the strategic objective for 

investing Plant Funds. 

DEBT SERVICE FUNDS 

19.01 Angelina College shall maintain as its primary objective, the safety of principal with 

regard to all monies collected or allocated for debt service. Secondly, Angelina College 

will seek to maximize the return on such funds while insuring sufficient funds are 

available for timely payment of its debt obligations. In order to accomplish this, Angelina 

College will invest such funds in amounts and maturity dates that most likely will meet 

the debt service requirements of the College. Investment of moneys collected or allocated 

for debt service also shall be subject to covenants contained in the financing documents 

approved by the Board of Trustees authorizing the issuance of obligations for which debt 

service shall be due and owing. The investments selected for Debt Service Funds shall be 

suitable for achieving this strategic objective. 
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DEBT SERVICE RESERVE FUND 

20.01 Investments of the debt service reserve fund shall have as their primary objective the 

ability to generate revenue while maintaining a low degree of price volatility. Except as 

may be required by the financing documents specific to an individual bond issue, 

securities should be of high quality, with short to intermediate term maturities. A 

laddering strategy may be used to insure availability of funds with minimum sacrifice of 

yield and is suitable to achieving the strategic objective for investing debt service reserve 

funds. 

Angelina College 

003501 

CERTIFICATION 

21.01 In compliance with the Texas Government Code (Public Funds Investment Act) Sec. 

2256.005 (k) - (l), 

(“Broker/Financial Institution Representative”) acknowledges that the qualified 

representative and all sales personnel conducting investments transactions with Angelina 

College (“AC”) have received and have thoroughly reviewed the AC Endowment 

Investment Policy. Broker/Financial Institution Representative acknowledges that 

Broker/Financial Institution Representative has implemented reasonable procedures and 

controls in an effort to preclude investment transactions conducted between the college 

and the organization that are not authorized by the college's endowment investment 

policy, except to the extent that this authorization is dependent on an analysis of the 

makeup of the college's entire portfolio or requires an interpretation of subjective 

investment standards. 

(Firm) 

(Signature of Registered Principal) 

(Name) 

(Title) 

(Date) 
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APPROPRIATIONS AND REVENUE SOURCES: INVESTMENTS 

GIFTS POLICY 

SECTION ONE: GIFTS 

1.01 All bequests of property for the benefit of the College District shall vest the property in 

the Board of Trustees. When not specified by the grantor, funds or other property 

donated, or the income thereby generated, may be expended in any manner authorized by 

statute. The College President shall have the authority to accept gifts and donations on 

behalf of the Board. 

1.02 Final authority for the acceptance of gifts of real property rests with the Board of 

Trustees. 

1.03 The College District shall not accept gifts that discriminate against any person on the 

grounds of sex, race, color, religion, national origin, or disability. 

1.04 All gifts and grants accepted must contribute to the College District’s basic mission and 

purpose and enhance overall College District resources without undue budgetary 

expenditures or constraints. 

SECTION TWO: SOLICITATION 

2.01 The College President must give prior approval for the solicitation or acceptance of all 

grants or gifts, and must approve all external fund raising activities. 

2.02 Solicitations involving only the campus community must be approved by the Executive 

Director of Institutional Advancement and Student Affairs 

ENDOWMENT POLICY 

SECTION ONE: PURPOSE 

1.01 The purpose of the endowment is to create a corpus from which the earnings are to be 

distributed to support the mission and goals of the College District including scholarships 

consistent with donor intentions. 

1.02 An endowment may be established for any purpose which may be reasonably construed 

to support the mission and goals of the College District. 
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SECTION TWO: ESTABLISHING AN ENDOWMENT 
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2.01 Minimum Funding Level 

A donor(s) may establish an endowment with a minimum initial donation of $10,000. 

The donor(s) may accumulate the endowment gift over a one-year period with earnings 

during the accumulation period to be added to the corpus. Earnings during the 

accumulation period may not be used to reduce the donors’ commitment to fund the 

endowment at the minimum level. Once funded, earnings will be distributed both to 

make awards under terms of the Donor Agreement and to increase the corpus of the 

endowment as allowed by economic conditions and existing Board policies. 

2.02 Establishing of Endowment 

Upon receiving a minimum of $10,000, the College District will permanently endow a 

scholarship for the donor(s). Guidelines for the use of the endowment will be agreed 

upon and an Angelina College Summary of Donor’s Intentions will be completed in the 

Office of Student Financial Aid. 

2.03 Failure to Meet the Minimum Funding Level 

Donors will be contacted at the end of one year if the minimum funding level is not 

achieved. If, at that time, the donor is unable to fully endow the scholarship, monies 

already donated will be transferred to the general permanent endowment fund and the 

intent to endow the scholarship will be voided. 

A donor wishing to contribute less than $10,000 should be encouraged to make his/her 

contribution to the Angelina College Alumni and Friends Endowment Fund. 

2.04 Memorial Contributions 

An endowment to be funded by the receipt of memorial contributions will be restricted by 

the individual who establishes it initially. 

SECTION THREE: RECEIPIENT RESTRICTIONS 

3.01 The donor has the following options in specifying certain criteria for selection of an 

award recipient. A donor may specify: 

• A preference among equally qualified applicants be given for recipient selection.

However, College District policies prohibit discrimination against recipients

being considered for an award on the basis of race, color, national origin, gender,

religion, age, veteran status, or disability.

• Selection of a recipient be tied to the recipient’s academic performance, financial

need, or geographic area of residence.
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• Applicant eligibility be limited to an employer’s employees and their spouses or

dependents provided that final selection of recipient is made in accordance with

policies of the College District.

• A recipient be a student in a particular Angelina College department or area of

study.

• A recipient has completed a specified number of semester hours of college work.

• A recipient have a minimum required grade point average.

• Eligibility be limited to U.S. citizens and permanent residents.

3.02 If a donation is received without restriction, the Board may designate that the donation be 

established in the form of a quasi-endowment. Donations of this nature will be treated as 

permanent capital, but principal as well as income may be expended upon approval of the 

Board. 

SECTION FOUR: RECIPIENT SELECTION 

4.01 Donors may recommend or suggest scholarship recipients. However, the Internal 

Revenue Service will not recognize a contribution for charitable tax deduction if the 

donor retains control over the gift funds or how they are used. Therefore, a donor may 

not participate in the selection of scholarship or award recipients, name a non-Angelina 

College employee to the scholarship committee, or structure the criteria so narrowly as to 

limit selection to a small population comprised solely or primarily of individuals related 

to the donor or that the donor would choose without this restriction. 

4.02 Angelina College will make the final recipient selection. Recipient selection will be based 

upon the requirements listed on the Angelina College Summary of Donor’s Intentions. 

SECTION FIVE: INVESTMENTS 

5.01 All endowed funds will be invested in accordance with the College District’s Investment 

Policy. The Angelina College Investment Policy is approved by the Board of Trustees, 

regulated by the State of Texas, and is designed to preserve the endowment. 

5.02 The endowment is to be managed by professional investment managers, professional 

endowment managers, bank trust departments or a combination thereof, as designated by 

the Board. 

5.03 Endowment managers shall be provided with a copy of the Board approved endowment 

scholarship policy and endowment investment policy, and shall sign the appropriate 

certification before managing College District funds. 
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SECTION SIX: DISTRIBUTION POLICY 

6.01 The distribution policy of the Endowment Fund and Restricted Funds (Fund 41, 45 and 

60) shall be as follows:

• Restricted funds must be awarded or spent according to the written intentions of

the original donor who established the account or in accordance with subsequent

written modifications made by the donor’s assignee or executor.

• The Endowment Investment policy references the Endowment Spending Policy.

• Funds not awarded or spent will accumulate in the account’s corresponding

restricted account. Only funds associated with an endowment or from a previously

approved restricted account will receive applicable interest earnings. Any earning

on other restricted funds will be available for student scholarships.

SECTION SEVEN: TERMINATION OF ENDOWMENT 

7.01 In the event that distributions from an endowment’s interest earnings can no longer be 

awarded for the original purpose (for example, the endowment was intended to provide 

scholarships for a major which no longer exists), an alternative use for the endowment to 

further the objective of the College District may be established, in the spirit of the 

donor’s original intent. 

7.03 The College may disburse any remaining funds from non-endowed scholarship, club, and 

other third party accounts that have been inactive for three or more years with no future 

distributions anticipated in a manner similar to the original intent of the account or for 

general scholarships, unless otherwise instructed by donor. 

7.02 In the event that Angelina College closes or otherwise ceases to exist, all endowed funds 

will be either returned to the donor, their heirs, or transferred to a non-profit entity whose 

objective and mission is consistent with the mission of the College District. 
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ANNUAL OPERATING BUDGET: BUDGET PLANNING 

Budget planning shall be an integral part of overall program planning 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 are considered by each budget manager prior to 

submission. Budget planning and evaluation are continuous processes and should be a part of 

each month’s activities. 

BUDGET PREPARATION 

1.01 The College President or designee shall supervise the development of a budget calendar 

and a specific plan for budget preparation that ensures appropriate input from all levels of 

operation within the College District. The budget shall conform to Texas Higher 

Education Coordinating Board requirements and meet the standards of the Southern 

Association of Colleges and Schools Commission on Colleges. 

1.02 The College President or designee shall have: 

1. Responsibility for the preparation of a budget covering estimated receipts and

proposed expenditures of the College District for the ensuing fiscal year.

2. Responsibility for ensuring that proper records are kept and that copies of all

forms, budget, and other reports are filed with the proper authorities at the proper

times.

1.03 The College President may designate the vice president of business services as deputy 

officer. The deputy budget officer shall assist in professional and technical aspects of the 

budget preparation. 

1.04 The budget must be itemized in detail according to classification and purpose of 

expenditure and shall be in the format required by the “Annual Financial Reporting 

Requirements for Public Community and Junior Colleges in Texas,” and Coordinating 

Board rules. 

BUDGET MEETING 

2.01 r the proposed budget has been prepared, the Board President shall call a Board 

meeting, giving public notice in a manner complying with the Open Meetings Law and 

stating the purpose of adopting a budget for the succeeding year. 

2.02 axpayer of the College District may be present and participate in the hearing. 

2.03 nnual public hearing on the proposed budget shall be conducted as follows: 
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1. Board President shall request at the beginning of the hearing that all persons

who desire to speak on the budget give their names to the secretary. Only those

who sign in with the secretary shall be heard.

2. ior to the beginning of the hearing, the Board President may establish time

limits for speakers and may determine the number of speakers for group

presentations.

3. eakers shall confine their remarks to the appropriation of funds as contained in

the proposed budget.

4. fficer or employee of the College District shall be required to respond to

questions from speakers at the hearing.

AVAILIBILITY OF PROPOSED BUDGET 

3.01 After it is presented to the Board and prior to adoption, a copy of the proposed budget 

shall be available for inspection during regular business hours. 

BUDGET ADOPTION 

4.01 emized budget covering the operation of the College District shall be approved on or 

before September 1 of each year for the fiscal year beginning on September 1 of each 

year. 

4.02 dopted 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 

procedures. The expenditure of funds shall be under the direction of the College President 

or designee who shall ensure that funds are expended in accordance with the adopted 

budget and any rules or guidelines in which the College District is serving as fiscal agent. 

4.03 funds in the College District may be spent in any manner other than as provided 
for in the budget adopted by the Board. 

4.04 ege District shall not lend its credit or gratuitously grant public money or things of value 

in aid of any individual, association, or corporation. 

4.05 ege District shall not grant any extra compensation, fee, or allowance to a public officer, 

agent, servant, or contractor after service has been rendered or a contract entered into and 

performed in whole or in part. Nor shall the College District pay or authorize the 

payment of any claim against the College District under any agreement or contract made 

without authority of law. 
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4.06 ract for the acquisition, including lease, of real or personal property is a 

commitment of the College District’s current revenue only, provided the contract 

contains either or both of the following provisions: 

1. Retains to the Board the continuing right to terminate the contract at the

expiration of each budget period during the term of the contract.

2. Is conditioned on a best efforts attempt by the Board to obtain and appropriate

funds for payment of the contract.

4.07 es of the annual operating budget shall be furnished to the Coordinating Board (two 

copies), the Governor’s Budget and Planning Office, Legislative Budget Board, and 

Legislative Reference Library by December 1st of each year. Additional copies shall be 

delivered to the Legislators or State Offices and Officials as required. 

BUDGET AMENDMENTS 

5.01 The Board shall have the authority to amend the approved budget or to adopt a 

supplementary emergency budget to cover necessary unforeseen expenses. 
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ACCOUNTING PAYROLL PROCEDURES 

1.01 The President shall establish paydays. If a payday falls on a weekend, holiday, or other 

non-business day, the payday shall be the prior business day. 
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ACCOUNTING: PAYROLL PROCEDURES 

 
SALARY AND WAGE RATES 

1.01 Salary and wage rates are established by the College President subject to approval by the 

Board. 

 

1.02  Pay grades for non-exempt employees may be adjusted based upon recommendation by the 

direct supervisor, Senior Director of Human Resources, and Vice President of Business 

Affairs and approved by the President. 

 
EMPLOYMENT OF PERSONNEL 

2.01  As a condition of employment, employees shall complete payroll forms as necessary to 

comply with federal and state laws, institutional policies, and other mandates. 

 
FULL-TIME 

3.01 Full-time non-exempt employees shall be employed only when the following conditions 

have been met: 
 

1.  The College President, Executive Supervisor, Senior Director of Human Resources 

and Direct Supervisor have formally approved the job description for a new position 

or a modified position. 

2. The Senior Director of Human Resources has confirmed that the hiring process 

complies with other applicable institutional policies as well as federal and state laws. 

3. The Vice President of Academic Affairs and the Vice President of Business Affairs, 
after reviewing all of the following items: screening committee documentation, direct 

supervisor's recommendation, executive officer's recommendation, and reference 

checks documentation, have approved making a formal offer to the potential 
employee. 

4.  Each non-exempt employee who verbally accepts an offer of employment from 

Angelina College shall receive a written offer letter from the Office of the President. 

Non-exempt employees shall not begin working without having returned a signed 

copy of the offer letter to the Human Resources office. 

 
PART-TIME 

4.01 Part-time instructors and non-exempt part-time employees shall be employed only when 

the following conditions have been met: 

 

1. The Executive Supervisor, Senior Director of Human Resources, and Direct 
Supervisor have formally approved the job description for a new or modified position. 

2. The Senior Director of Human Resources has confinned that the hiring process 

complies with other applicable institutional policies as well as federal and state laws. 

3.  The Vice President of Academic Affairs and the Vice President of Business Affairs, 

after reviewing all of the following items: screening committee documentation, direct 
supervisor's recommendation, executive officer's recommendation, and reference 

checks documentation, have approved making a formal offer to the potential employee. 
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4. The offer is finalized through written payroll authorization with appropriate signatures.

FACULTY, ADMINISTRATORS, AND OTHER EXEMPT PERSONNEL 

5.01 Full-time faculty, administrators, and other exempt employees shall be employed only 

when the following conditions have been met: 

1. The College President, Executive Supervisor, Direct Supervisor, and Senior Director of

Human Resources have formally approved the job description for a new position or a

modified position.

2. The Senior Director of Human Resources has confirmed that the hiring process complies

with other applicable institutional policies as well as federal and state laws.

3. The Vice President of Academic Affairs and the Vice President of Business Affairs,

after reviewing all of the following items: screening committee documentation, direct

supervisor's recommendation, executive officer's recommendation, and reference

checks documentation, have approved making a formal offer to the potential employee.

4. Each exempt employee who verbally accepts an offer of employment shall receive a

written offer letter from the Office of the President. No exempt employee shall begin

working without having returned a signed copy of the offer letter to the Human

Resources office.

PAYROLL PERIODS 

6.01 All exempt employees, other than part-time faculty, shall be paid in 12 monthly 

installments made on or before the 23rd day of each month as denoted in the official payroll 

calendar. 

6.02  Upon beginning employment, all full-time exempt employees shall have their pay prorated 

from their hire date to the end of the fiscal/academic year or assignment period (see 

"Assignment Period"). 

6.03 Part-time faculty shall be paid in four installments for long semester assignments or two 

installments for short semester assignments. 

6.04 Part-Time Community Services (non-credit) teachers shall be paid at the completion of 

their course or service or more frequently in longer courses if approved by the Assistant 

Vice President of Academic Affairs. 

6.05  All non-exempt employees and student employees, other than part-time faculty, shall 

pursuant to the 24 bi-monthly payroll schedule. Payments shall be made on or before the 

7th and the 22nd day of each month as denoted in the official payroll calendar. 

OVERTIME 

7.01  Employees who are exempt from provisions of the Fair Labor Standards Act shall not 

receive overtime pay. 

7.02 Employees subject to provisions of the Fair Labor Standards Act shall be eligible to receive 

overtime pay, but shall work overtime hours only with approval of their direct supervisor. 
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ASSIGNMENT PERIOD AND PRO-RATED PAY 

8.01  Employees hired after the academic year has started or who resign, retire, or leave after the 

year has started, will have their salary assignment amount pro-rated to actual hours worked 

according to the following guidelines. 

 

8.02 12-month employees shall receive a prorated payment calculated on actual hours worked 

using 2080 hours as a basis, plus accrued vacation subject to final audit and policy 

limitations. 

 
8.03 10.5-month faculty shall receive a prorated payment calculated on actual hours worked 

using 1,593 hours as a basis. 

 
8.04  9-month faculty shall receive a prorated payment calculated on actual hours worked using 

1,365 as a basis. 

 
8.05 Payment for accrued vacation hours is not subject to withholding for TRS or ORP 

retirement. 

 
RETIREMENT 

9.01 Eligible Retirees are required to enroll in an insurance program separate from active 

employees. If a person retires in the middle of an insurance year, he/she must re-enroll as 

a retiree. 

 
PAYROLL DEDUCTIONS 

10.01  College District employees are exempt from FICA OASDI withholding, but are subject to 

the FICA Medicare withholding unless exempted by date of employment. 

 

10.02 Anyone who is employed by the College District shall receive all compensation through 

the regular payroll system. 

 

10.03 The College District will establish payroll deductions as required by federal and/or state 

laws, College District policy, and/or election of the individual employee. 

 
OTHER 

11.01  Individuals only performing contracted services for the college are not employees, but are 

independent contractors subject to the provisions outlined in the purchasing section of the 

policy. Such contracts must be approved by the College President. 

 
W-2 And 1099 Forms 

12.01 W-2 Forms are distributed in January of each year as per IRS guidelines. 

 
12.02 1099 Forms are distributed in January of each year as per IRS guidelines. 
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PURCHASING AND ACQUISITION 

SECTION ONE: PROCUREMENT METHODS 

1.01 Procurement Methods 

The College District may contract or agree with another local government, the state or a state 

agency, including the State Purchasing and General Services Commission, to perform 

governmental functions and services. Requirements for interlocal contracts include: 

1. Authorization by the governing body of each party to the contract,

2. Statement of the purpose, terms, rights and duties of the

Contracting parties, and

3. Specifications that each party paying for the performance of governmental

functions or services must make those payments from current revenues available to the

paying party. Design/build is a method of project delivery in which the school district

contracts with a single entity to take responsibility for both the design and construction of

a project. The use of a design/build contract must be through a request for proposals or

similar competitive methodology for selection of the vendor to provide the facility and/or

financing.

SECTION TWO: INSTITUTIONAL LIMITS 

2.01 Institutional Purchasing Limits 

Except as specifically noted in Angelina College Policy and Procedure CF (Local), the 

following guidelines apply to all rentals, leases, purchases, lease-purchases and contracts: 

1. Purchases costing from $0 to $9,999 shall require no verbal or written quotes.

However, all purchases should be made from the lowest responsible vendor. Purchasers

are encouraged to obtain a minimum of three comparable quotes.

2. Purchases costing from $10,000 to $49,999 shall require competitive written quotes

solicited from at least three vendors.

4. Purchases costing $50,000 or more must use either formal sealed request for quotation

(RFQ), formal sealed request for proposal (RFP), Interlocal Agreement or Sole Source.

At least three vendors must be solicited, a formal bid opening conducted, and statutorily

required advertising performed.
5. All purchases costing $50,000 or more require approval by the Board.

6. If originally bid, change orders greater than 25 percent of the total cost must be bid.

Change orders greater than $50,000 require subsequent Board action.

2.02 Emergency Purchases 

In case of emergency purchases where the cost is $50,000 or more, the Vice President of 

Business Affairs must be notified, in writing, by the department requesting the purchase. The 

College President and the Board finance committee shall consider, and if appropriate, approve 
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any emergency purchase over $50,000. Approval will be granted only if the purchase is 

necessary to conduct classes or other essential school activities. 

 

2.03 Subsequent Purchases 

If not provided for in the original bid contract, subsequent purchases of $50,000 or more are to 

be treated as separate contracts and must also be bid. Such purchases cannot be made from the 

same vendor, even at the same bid price(s), without competitive bids. 

 

2.04 Split Purchases 

Purchases that would be considered one project under normal purchasing practices, such as 

paving contiguous parking lots surrounding buildings at a campus, may not be split. The 

competitive bidding law applies to the aggregate purchase. Bidding requirements may not be 

circumvented by purchasing related items, or equivalent items from separate vendors, under 

separate purchase orders (component parts) that cannot serve in and of themselves the purpose 

and function for which the purchase is being made. Separate, sequential and component 

purchases are illegal. 

 

2.05 Sole Source Purchases 

Purchases may be exempt from competitive procurement if they meet established criteria for a 

sole source purchase. Documentation must be obtained from the vendor which identifies the 

item or product to be purchased, and confirms that competition in providing the item or product 

is precluded by the existence of a patent, copyright, secret process, or monopoly. 

 

2.06 Exceptions from Competitive Bidding 

The following purchases are exempted from competitive bidding requirements. 

1. Purchases of produce and motor fuel. 

2. Purchases from the State Bid Contract of the General Services Commission. 

3. Purchases from the Texas Department of Corrections. 

4. Purchases from the Texas Industries for the Blind and Handicapped. 

5. Purchases through cooperative bidding pools under inter-local agreements, wherein the 

administrator for the cooperative is responsible for complying with competitive bidding 

statutes. 

6. Emergency purchases necessary to repair or replace damaged equipment that is destroyed 

or severely damaged, because the time delay imposed by the competitive bidding process 

would prevent or substantially impair the conduct of classes or other essential school 

activities. 

7. Items available from only one source, in compliance with the State’s sole source 

purchasing regulations.. 

8. Professional services rendered, including services of an architect, attorney, certified 

public accountant, engineer, or fiscal agent. Additionally, the College may, at its option, 

contract for professional services rendered by a financial consultant or a technology 

consultant in the manner provided by Texas Government Code Section 2254.003, in lieu 

of the methods provided by this section. 
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2.07 Rejection of Bids 

The Board may reject any and all bids, reject all bids and readvertise for any reason, or reject all 

bids and decide not to rebid. 

SECTION THREE: CONTRACT AWARD 

3.01 Awarding a Contract to Other than the Low Bidder 

There is no requirement that a contract for personal property be awarded to the lowest bidder; 

however, a decision to award a contract to a bidder other than the lowest bidder should reflect 

the exercise of sound discretion by the district. Texas Education Code 44.031 states that in 

determining contract awards to vendors, the College District may consider: 

1. Purchase price.

2. The reputation of the vendor and of the vendor’s goods and services.

3. The quality of the vendor’s goods and services.

4. The extent to which the goods or services meet the college district’s needs.

5. The vendor’s past relationship with the college district.

6. The impact on the ability of the college district to comply with laws relating to

historically underutilized businesses.

7. The total long-term cost to the college district to acquire the goods or services.

8. Any other relevant factor specifically listed in the request for bids or proposals.

SECTION FOUR: CONTRACTED SERVICES 

4.01 Contracted Services 

The College District may contract with certain individuals to perform services, on an “as 

needed” basis. The College District provides no training to these individuals to enable them to 

perform their function in a particular method or manner. Their services are not an integral part 

of the College District’s operations. Work is performed on a part time, nonrecurring basis. 

Independent contractors are paid by the job, although disbursements may be split at the 

convenience of the College District. Contractors do not perform services exclusively for the 

College District. Contractors are not subject to dismissal for reasons other than nonperformance 

of contract Specifications. Termination of their relationship with the College District prior to 

completion of contract requirements may subject independent contractors to a penalty. 

The College District’s relationship with an independent contractor is governed by the contract 

signed by both parties. Disbursements exceeding $600 in any calendar year shall be reported to 

the contractor and the Internal Revenue Service according to information provided by the 

contractor on the W-9 form. 
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All contracts must be approved in advance by the College President or Vice President of 

Business Affairs, or the appropriate dean as applicable. 

 

SECTION FIVE: ETHICAL STANDARDS 

 

5.01 Ethical Standards 

College District officials and employees cannot accept anything of value from a vendor, such as 

personal gifts or gratuities, which may be construed to have been given to influence the 

purchasing process. 

 

If a Board member or member of their immediate family has a financial interest in a business 

entity(s), they are required to disclose this relationship through the execution of an affidavit. 

Board members should abstain from voting on award of contracts to businesses in which they or 

their immediate family members have a financial interest. 

 

An employee may not participate directly or indirectly in a procurement when the employee 

knows that: 

1. The employee or any member of the employee’s immediate family a financial interest 

pertaining to the procurement; 

2. A business or organization in which the employee, or any member of the employee’s 

immediate family, has a financial interest pertaining to the procurement; or 

3. Any other person, business or organization with whom the employee or any member of 

the employee’s immediate family is negotiating or has an arrangement concerning 

prospective employment is involved in the procurement. 
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SAFETY PROGRAM 

SAFETY: INCLEMENT WEATHER AND CAMPUS CLOSINGS 

There may be occasions when weather conditions prevent the normal operations of the College 

District. Should this condition occur, the following procedures are in effect: 

1. Class cancellations will generally be determined by 6 a.m. for day classes and 3:00 p.m.

for evening classes and teaching centers. Both radio and television announcements will

be made only if classes are canceled. The decision to cancel classes due to weather

conditions will always be based on student’s safety after consultation with the Texas

Department of Public Safety or Department of Transportation and other public agencies.

Any cancellation announcements will also be on the web page and voicemail greeting of

the main College number (936-639-1301).

2. Only the College President, or designee, shall determine class cancellations and

disseminate official announcements concerning cancellations.

3. Cancellation of classes does not automatically mean that all operations at the College

District are suspended. In the event of a suspension of classes, all employees shall report

for work unless weather conditions absolutely render unsafe any reasonable attempt to

report. In such cases, the employees unable to report shall, as soon as possible, notify

his/her immediate supervisor.

4. Should the entire College District operation be forced to come to a halt, minimum

physical plant and campus security staff will be required to maintain and secure the

College District.

SECTION TWO: SAFETY (LARGE EVENTS/GATHERINGS ON COLLEGE 

PROPERTY) 

2.01  All large events or gatherings on Angelina College property that are either (a) open to the 

public and/or (b) will have non-Angelina College employees in attendance, must engage 

with the Angelina College Police department to ensure the following: 

• Any event with 75 to 200 attendees must have a minimum of one uniformed

Police Officer in attendance.

• Any event with 201 to 400 attendees must have a minimum of two uniformed

Police Officers in attendance.

• Any event with more than 400 attendees must have a minimum of three

uniformed Police Officers in attendance.

• In addition to the uniformed Police Officers required above, if a host of any event

with 50 or more attendees intends to serve alcohol at the event must have at least

one additional uniformed Police Officer in attendance.
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2.02 On a case-by-case basis, in consultation with the Angelina College Chief of Police, the 

College President may require the attendance of more or fewer uniformed Police Officers 

for any event. 

 

2.03 For any non-Angelina College sponsored event, all officers will be compensated by the 

event hosting party at the then regular Angelina College officer off-duty hourly rate. 
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SAFETY PROGRAM: EMERGENCY PLANS 

SECTION ONE 

SAFETY AND EMERGENCY PROCEDURES GUIDELINES 

1.01 The College President shall be responsible for approving procedures to respond to campus 

emergencies. These procedures shall always place emphasis on the safety of students, 

faculty and staff; observe federal, state, and local laws; and be periodically reviewed by the 

campus environmental, health and safety (EH&S) team. 

1.02 The College shall follow its Angelina College Emergency Operations Plan in the event of 

a disaster or crisis. The College’s Emergency Operations Plan (EOP) incorporates the 

“Standard Response Protocol” (SRP) produced and copyrighted by the “I Love You Guys 

Foundation” of Bailey, Colorado. Angelina College has also adopted an Athletics / Activity 

Emergency Annex that provides additional instructions for outdoor sports and/or activity 

emergencies. 

1.03 The College shall provide regular training and encourage faculty and staff to review the 

Emergency Operations Plan, Athletics / Activity Emergency Annex and the Standard 

Response Protocol. 

SECTION TWO 

REPORTING PROCEDURES 

2.01 A student or employee who witnesses a medical emergency, life threatening incident or 

disaster should follow the following procedures: 

▪ Call the Angelina College Police Department at 936-676-2563 and report the

location of the emergency, disaster or threat.

▪ Call 911 if the threat or crisis is particularly severe or imminent.

SECTION THREE 

CAMPUS EMERGENCY NOTIFICATION PROCEDURES 

1.01 The College will utilize one or more, as deemed appropriate, of the following notification 

systems in the event of an emergency: 

▪ The RAVE Alert system to send text and/or email messages

▪ Social media

▪ The campus telephone to project a message through the phone’s external speaker.

SECTION FOUR 

EMERGENCY HOLD PROCEDURES 

4.01 In the event a hallway or corridor needs to be cleared, a “Hold” command may be issued. 

Follow the Standard Response Protocol for a “Hold” command. 
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EMERGENCY EVACUATION PROCEDURES 

5.01 If fire or smoke is detected on campus or in an off campus instructional center, dial 911 for 

the local fire department and then dial 936-676-2563 for campus police and follow the 

Standard Response Protocol for an Evacuation. 

SECTION SIX 

EMERGENCY SHELTER PROCEDURES 

6.01 WEATHER RELATED INCIDENT: When weather conditions are sufficiently 

hazardous to warrant limited activities, students and employees will be notified through the 

RAVE Alert system and social media. (See CG) 

6.02 TORNADO WEATHER RELATED INCIDENT: In case of a tornado, students and 

employees should follow the Standard Response Protocol action for a shelter in place 

weather-related incident. Students and employees will be notified, if feasible, through the 

RAVE Alert system and the campus telephone system. 

6.03 HAZMAT INCIDENT: If a hazardous materials incident occurs that threatens safety on 

campus, students and employees will be notified by text, email, social media and the 

campus phone system. Students and employees should follow the Standard Response 

Protocol action for a HazMat incident. 

SECTION SEVEN 

SECURE PROCEDURES 

7.01 If there is a potential threat in the vicinity of the campus, students and employees will be 

notified, as soon as practical and safe, via text, email, social media and/or the campus phone 

system. Students and employees should follow the Standard Response Protocol “Secure” 

command. 

SECTION EIGHT 

LOCKDOWN PROCEDURES 

8.01 In the event a threat is located on campus or at an off campus instructional center, students 

and employees will be notified via text, email, social media and/or the campus phone 

system. 

8.02 If a student or employee witness suspicious or threatening behavior on campus or at an off 

campus instructional center, dial 936-676-2563 for campus police 911, if the threat or crisis 

is particularly severe or imminent. 
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SECTION NINE 

BOMB THREAT 

9.01 If a student or employee observes suspicious object or potential bomb threat on campus or 

in an off campus instructional center, they should vacate the area and dial 936-676-2563 

for campus police. 

SECTION TEN 

PSYCHOLOGICAL CRISES AND VIOLENT OR CRIMINAL BEHAVIOR 

10.01 If a student of employee observes a psychological crisis, when an individual is threatening 

harm to himself/herself or others, on campus or in an off campus instructional center they 

should not intervene and call campus police at 936-676-2563. 

10.02 If a student of employee observes a criminal act or suspicious person on campus or in an 

off campus instructional center, they should immediately call and report the incident to 

campus police at 936-676-2563. 

SECTION ELEVEN 

STUDENT CONDUCT 

11.01 If a student or employee observes behavior that breaches the Student Code of Conduct (see 

FLB) on campus or in an off campus instructional center, they should contact the Dean of 

Students at 936-633-3213 or the campus police at 936-676-2563. 

SECTION TWELVE 

PHYSICAL PLANT 

12.01 If a student or employee observes an issue at the physical plant or with the College 

infrastructure (electrical, light fixtures, plumbing failure, flooding, a gas leak, improper 

ventilation, etc.), they should contact the physical plant office at extension 5280. If the 

issue is after 4:00 p.m. or on a weekend, please call 936-240-3215. 

SECTION THIRTEEN 

MEDIA 

13.01 Official comments to media during any emergency will be given only by the College 

President or his/her designee. 
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SECTION FOURTEEN 

COMPLIANCE 

14.01 The College District complies with Title II of the Crime Awareness and Campus Security 

Act of 1990, which requires that information on campus security and crime statistics be 

distributed online to all current and prospective students and employees. Campus crime is 

reported in the Uniform Crime Report (UCR) and submitted to the Department of Justice 

on a monthly basis. 
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SITE MANAGEMENT 

 

PROPERTY AND PHYSICAL PLANT 

All building alterations such as painting or altering drapes, carpets, etc. are prohibited without 

written, advance approval by the College President. 

 

RECYLCING 

The College District shall establish a program for the separation and collection of recyclable 

materials generated by the College District's operations. 

 

KEYS 

Keys are issued to employees by the director of physical plant upon the direction of the proper 

authority. Each employee is responsible for the key issued. If they key is lost or misplaced, it 

should be reported to the business office Immediately. The loss of a key destroys the security of 

a building or office and can result in the rekeying of the entire facility. An employee who loses 

a key resulting in loss of assets or costs due to rekeying may be held monetarily liable. The 

financial responsibility of a College District employee shall be limited to a maximum of $50 in 

the case of the loss of one or more College District keys by that employee. 
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BUILDINGS, GROUNDS, AND EQUIPMENT MANAGEMENT: TRAFFIC AND 

PARKING CONTROLS 

Parking and Traffic Controls 

1.01 The College District maintains rules and regulations for the safety and welfare of 

students, employees, and property. The College District may maintain other rules and 

regulations deemed necessary to provide for the operation and parking of vehicles on the 

grounds, streets, drives, alleys, and any other institutional property under its control, 

including but not limited to the following: 

1. Limiting the rate of speed.

2. Assigning parking spaces and designating parking areas and their use and assessing a

charge for parking.

3. Prohibiting parking as it deems necessary.

4. Removing vehicles parked in violation of institutional rules and regulations or law at the

expense of the violator.

5. Instituting a system of registration for vehicle identification, including a reasonable

charge.

1.02 It shall be unlawful for any person to park a vehicle on any property under the control and 

jurisdiction of the College District except in the manner designated by the College 

District. It shall also be unlawful to block or impede traffic through any driveway of 

College District property. All laws regulating traffic on highways and streets shall apply 

to the operation of vehicles within the property of the College District. 

1.03 The College District provides for the issuance and use of suitable vehicle identification 

insignia. The College District may bar or suspend the permit of any vehicle from driving 

or parking on any College District property for the violation of any rule or regulation 

promulgated by the College President as well as for any violations of law. Reinstatement 

of the privileges may be permitted and a reasonable fee assessed. 
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SITE MANAGEMENT: MAIL AND DELIVERY 

MAIL 

Mail will be delivered to school offices daily from 9:30 a.m. – 12:00 p.m. Division 

administrative assistants will sort mail to appropriate instructor mail boxes in the school offices. 

If an administrative assistant is not available at the time of delivery, the mail will be left in the 

school office unless other instructions are received. 

The College District mail and delivery service should not be used for personal purposes, and it 

may not be used as a public forum. Personal items should not be mailed with postage having 

been paid by the College District. 

At the time of delivery, any outgoing mail will be picked up and returned to the mail room 

office. 
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CONCEALED CARRY OF HANDGUNS 

SECTION ONE 

General Principles 

1.01 The intent of this regulation is to establish guidelines and procedures for the 

implementation of the Texas state statute authorizing the concealed carry of handguns on 

the premises of Angelina College. The President of Angelina College established this 

regulation in consultation with faculty, staff, and students. The Board of Trustees 

reviewed the regulation on May 8, 2017. 

1.02 This regulation will become effective August 1, 2017 and is intended to be in compliance 

with the requirements of Texas Government Code Section 411.2031. 

1.03 This policy will be reviewed in August of even numbered years by the College President 

and/or AC Campus Carry Committee appointed by the College President. 

SECTION TWO 

Definitions 

2.01 Campus – all land and buildings owned or leased by Angelina College as lessee. 

2.02 Premises – a building or portion of a building 

2.03 Handgun license holder – an individual licensed to carry a concealed handgun under 

Subchapter H, Chapter 411 of the Texas Government Code (“Chapter 411”). Generally, 

such an eligible individual must be at least 21 years of age, not have a criminal record as 

defined by the code, and meet certain education and proficiency requirements. Chapter 

411 contains some exceptions to the age requirement (e.g., ex-military personnel). 

2.04 Concealed handgun – a handgun, on or about one’s person and the presence of which 

is not openly discernible to the ordinary observation of a reasonable person. 

2.05 Exclusionary zone – any premise in which the carry of a concealed handgun is prohibited 

by virtue of Texas statute or this policy 

2.06 Secure storage – a locked vehicle or a locked gun safe. 

SECTION THREE 

General Provisions 

3.01 Subject to applicable Texas or federal laws and rules adopted by the College, individuals 

holding a valid Texas Concealed Handgun License (CHL) or the new state designation 
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For the same, License to Carry (LTC), will be allowed to carry a handgun(s), concealed 

on their person, on the campus of Angelina College. 

 

3.02 Pursuant to Texas Penal Code Sections 46.035 and 30.07, the open display of a handgun 

in plain view of another person on Angelina College property is prohibited except by an 

authorized individual such as a peace officer while in the actual discharge of his/her duty. 

 

3.03 While Angelina College will employ all reasonable means to delineate exclusionary 

zones by signage in accord with Texas statutory law, it is the responsibility of the permit 

holder to know, understand, and follow the applicable laws and this policy as it may be 

amended while on any campus of or site controlled by Angelina College. 

 

3.04 Authorized handgun license holders are not required to disclose their license to carry 

status to anyone other than a law enforcement officer. The College will not maintain a 

list of license to carry holders. This information is not a matter of public record. 

Angelina College employees (other than law enforcement officers) may not require 

students or employees to disclose their license to carry status. 

 

3.05 When not carried on or about a person, handguns must be in a locked personal vehicle or 

a locked gun safe. Gun safes must meet the following requirements: 

3.05.1 be large enough to fully contain all firearms placed in it and provide for secure 

storage; 

3.05.2 have exterior walls constructed of a minimum 16-gauge steel; 

3.05.3 have high-strength locking system consisting of a mechanical or electronic 

combination or biometric lock, and not a key lock; and 

3.05.4 be certified to/listed as meeting Underwriters Laboratories Residential Security 

Container rating standards by a Nationally Recognized Testing Laboratory 

(NRTL). 

 

SECTION FOUR 

 

Specific Exclusions to Concealed Carry of a Handgun 

4.01 Exclusionary Zone – The College President is the only person with the authority to 

declare a specific premise or venue as an exclusionary zone. Therefore, except as 

provided herein, without the express written consent of the President, no faculty member, 

staff member, student, or student group may exclude a specific premise or venue as “off 

limits.” 

 

4.02 Exclusion by Law – Texas statutes outside of Texas Government Code Section 411.2031 

separately provide exclusions of certain premises or events, which provisions are hereby 
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incorporated. Under such laws, concealed carry is prohibited in the following premises 

or locations: 

4.02.1 Places of religious worship; 

4.02.2 Where a high school, collegiate, or professional sporting event or interscholastic 

event is taking place, including Angelina College athletic events; 

4.02.3 Where any UIL sanctioned competition is being held; 

4.02.4 Where any Board of Trustees meeting is being held; 

4.02.5 Where any other official governmental meeting or judicial or conduct proceeding 

is being conducted, and 

4.02.6 Where polling is being conducted for local, state, or federal elections. 

4.03 Additional exclusions are as follow: 

4.03.1 At the request of an individual or organization not under the control of Angelina 

College, on a case-by-case basis, the College President may declare other 

specific College premises or venues “off limits” for concealed carry. Adoption 

of exclusion for a premise or venue must be reasonably justified and time 

limited. The requestor must provide evidence that a concealed handgun on that 

particular premise or venue during that specific event creates some special 

danger. Requests for exclusion must be provided in writing to the Office of the 

President at a minimum of 30 days prior to the date of the event. 

4.03.2  To assist in the process of approving exclusions, the Angelina College Campus 

Carry Committee will be charged with reviewing requests for exclusions and 

making recommendations to the College President. 

SECTION FIVE 

Residence Halls 

5.01 Handgun license holders residing in Angelina College residence halls will be allowed to 

possess handguns on the premise provided that: 

a.) such possession is in compliance at all times with Texas statutory law and these 

rules; and 

b.)  the license holder stores his/her handgun in a College approved gun safe (as 

defined in Section 3.05 of this policy) or in a locked personal vehicle. 

5.02  Students who are assigned to residence hall rooms where a firearm is stored and who are 

concerned about their wellbeing, may request a transfer to another room. Students should 

notify the Executive Director of Student Affairs to make this request. 
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SECTION SIX 

Information to the College Community 

6.01 Angelina College will widely distribute these rules and regulations and offer educational 

information regarding these rules and safety procedures to the students, staff, and faculty 

via the College’s website, the College Policies and Procedures Manual, the College 

Catalog, and other appropriate publications. 
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EQUIPMENT AND SUPPLIES MANAGEMENT 

Equipment and Furniture 

1.01 Equipment must not be removed from the campus for personal use. If there are reasons 

why equipment should be taken off campus by students and/or faculty for other than 

instructional purposes, approval should be requested in writing from the Vice President of 

Business Affairs or College President. 

1.02 Relocation of equipment from one division or room to another on the campus should be 

reflected on the annual physical equipment inventory. 

1.03 Purchase of desks, desk chairs, and all office and institutional furniture must have prior 

approval by the Vice President of Business Affairs in order to ensure some consistency of 

appearance and quality. 
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TRANSPORTATION MANAGEMENT 

Vehicle Use and Transportation 

1.01 Persons who intend to drive College District vehicles must submit appropriate driver 

information to the physical plant office and be approved by the plant manager and the 

insurance carrier before operating any College District vehicles. 

1.02 Drivers of College District vehicles must: (1) be at least 18 years of age, (2) have a valid 

Texas driver’s license, (3) have completed a designated driver safety course, and (4) be 

approved through a background screening process. Drivers will be subject to random 

drug testing as required by state and federal law. 

1.03 Drivers of College District vehicles will receive compensation per trip hour. Drivers must 

submit a completed, signed trip ticket to receive payment. For overnight travel, the 

College District shall provide meals and lodging for the bus driver. 

1.04 Drivers of College vehicles will be responsible for requiring that passengers wear seat 

belts. The driver may refuse to transport noncompliant passengers. 

1.05 Drivers will perform a vehicle inspection before leaving the College. The inspection shall 

include all lights, turn signals, gauges, horn, tires, and brakes. Damages or problems 

should be brought to the attention of the plant manager. 

1.06 Drivers must complete a form 8 and appropriate payroll paperwork to receive 

compensation. 

1.07 Faculty, administrators, and other exempt personnel shall be paid for driving College 

District vehicles at the approved rates unless the trip is part of their own scheduled 

assignment, duty, or professional development. 

1.08 Individuals who operate a vehicle designed to transport more than 15 people (including 

the driver) must have a valid commercial driver’s license. This license may be obtained 

through the Texas Department of Public Safety. The College District will reimburse 

College District employees who obtain this license in order to drive College District 

vehicles. 

Vehicle Usage 

2.01 All College District-owned vehicles shall be registered in the name of the College 

District, shall be identified by the appropriate College District insignia plainly legible at a 

distance of not less than 100 feet, and shall be licensed as tax exempt in the name of 

Angelina County Junior College District. 

2.02 All College District vehicles shall be maintained and inspected as required by the 
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Uniform Act Regulating Traffic on the Highways. 

2.03 College District vehicles are available for use by College District employees for College 

District business only. 

2.04 The division designated will be charged a rate per mile as identified in DEE(EXHIBIT), 

which includes the cost of fuel, oil, emergency repairs (if necessary), and a driver (if 

necessary). 

2.05 College District gasoline credit cards are to be utilized for the purchase of fuel, oil, and 

emergency repairs to College District vehicles and College approved rental vehicles. 

Under no circumstances should food, lodging, or other expenses unrelated to the 

operation of the vehicle be charged to the College District gasoline credit card. 

2.06 A trip ticket must be completed each time a College vehicle is used. 

2.07 Reservations may be made using the vehicle request form available through the physical 

plant office. Approved reservations will be made on a first-come, first-serve basis. 

However, the administration reserves the right to make changes to serve the best interests 

of the College District. 

2.08 Only full-time employees may reserve vehicles and are responsible for the care of 

vehicles while in their possession. 

2.09 Insurance information and emergency notification information shall be maintained in the 

glove compartment of each vehicle. 
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INSURANCE AND ANNUITIES MANAGEMENT: HEALTH AND LIFE INSURANCE 

1.01 The College District, through the Employee Retirement System of Texas (hereafter 

referred to as “ERS”), provides certain group insurance programs for full-time and other 

designated employees. The College District and the state may pay all or a portion of the 

premium for health coverage. The premiums for other optional coverages are to be paid 

by the employee. 

Optional coverages include health, dental indemnity, dental DMO, term life, dependent 

life, AD&D, and short and long term disability. 

Enrollment in any insurance is subject to rules and regulations of the ERS. Employees 

should direct any questions regarding eligibility, coverage, etc. to the business office. 

Insurance regulations are subject to change. 

Eligible dependents may be covered subject to rules and regulations of the ERS. 

Insurance benefits include a section 125 cafeteria plan also administered by the ERS. The 

plan provides for tax-reduction insurance premiums, and unreimbursed health and 

dependent care accounts. Enrollment and participation in these options is subject to the 

rules and regulations of the ERS. All coverages except dependent life, short-term 

disability, and long-term disability are included. Long-term care is available to all full- 

time employees and their dependents separate from the ERS benefits package. 

1.02 In addition to group health and related insurance, the College District provides a 

Workers’ Compensation Program, Unemployment Insurance, and Professional Liability 

Insurance at no cost to the employees. 

See DF(REGULATION) for Retirement Programs. 
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ENVIRONMENTAL POLICY 

ENVIRONMENTAL MANAGEMENT SYSTEM (EMS) REPRESENTATIVE 
Coordinator of Environmental Projects (CEP) 

EMS DIRECTOR 
Senior Director of Physical Plant and Operations 

EMS TEAM 
• Vice President of Business Affairs
• Senior Director of Physical Plant and Operations
• Coordinator of Environmental Projects
• Dean of Science & Mathematics
• Dean of Business & Technology
• Stage Operations Manager

EMS BOUNDARY 
Shall be defined within the confines of the property owned and/or managed by Angelina 
College of Lufkin, Texas. The main campus lies in a north-westerly direction from the 
intersection of US Highway 59 South (3500 South First Street) and FM 819 (College Drive). 
The approximate area of the main campus is 205 acres. Also included will be remote facilities 
that are managed by AC. 

POLICY PURPOSE 
To ensure that all Angelina College (AC) Facilities are in compliance with applicable state and 
federal environmental regulations, in order to reduce the possibility of regulatory citations and 
fines. To minimize AC’s impact on the local environment, by reducing pollution and generated 
waste. 

POLICY STATEMENT 
Angelina College is committed to achieving and sustaining environmental awareness and 
protection while striving to educate responsible people. 

ENVIRONMENTAL INTIATIVES 
Angelina College will: 
• Comply with all pertinent environmental regulations mandated by the Environmental

Protection Agency, Texas Commission on Environmental Quality, Angelina County, and
the City of Lufkin.

• Strive to reduce AC’s impact on the natural environment.
• Reduce the use of toxic substances and the generation of hazardous wastes.
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• Promote awareness and understanding of environmental issues
among faculty, staff, and students.

• Maintain regulatory status as a Conditionally Exempt
Small Quantity Generator (CESQG) of Universal and
Hazardous Waste.

• Strive to reduce energy and water consumption.

DEFINITIONS 
Environmental Management System – A set of management processes 
and procedures that allow Angelina College to analyze, control, monitor 
and reduce the environmental impact of its activities. 

EMS CHARACTERISTICS 
• A continual improvement process of Plan-Do-Check-Act
• Primary focus is on regulatory compliance
• Format is based on the ISO 14001 EMS Platform
• Will not be certified to the ISO standard
• Defines roles and responsibilities of the EMS
• Identify and prioritize environmental impacts
• Set measurable objectives and targets
• Develop programs to achieve objectives and targets
• Monitor and measure progress
• Communicate results
• Establish boundaries

SUMMARY 
Angelina College will consider full compliance with the law to be the 
minimally acceptable standard and will exercise whatever control is 
reasonable and necessary to avoid harm to the public health and 
environment, whether or not such control is required by regulations. 
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INFORMATION SECURITY POLICY 

Information security is the protection of Angelina College’s information resources, applications, 
networks, and computer systems from unauthorized access, alteration, or destruction. 

Definitions: 
Information technology resources: Include, but are not limited to, the members of the IT 
department, software, hardware, systems, services, tools, budget, data, and documentation. 

Information Owners: “A person(s) with statutory or operational authority for specified 
information and responsibility for establishing the controls for its generation, collection, 
processing, dissemination, and disposal”, as defined in Texas Administrative Code 202.72 (TAC 
202.72).  

Information Custodian: “A department, agency, or third-party service provider responsible for 
implementing the information owner-defined controls and access to an information resource”, as 
defined in Texas Administrative Code 202.72 (TAC 202.72).  

Angelina College establishes the minimum standards and procedures for information security in 
accordance with the state's Information Security Standards for Institutions of Higher Education 
found in Title 1, Chapter 202, Texas Administrative Code (TAC 202).  The Texas Department of 
Information Resources (DIR) has adopted a select number of controls that align with the NIST 
SP 800-53 control family catalog.  Each Angelina College standard and procedure references the 
appropriate NIST SP 800-53/TCF control identifier. 

SECTION ONE: ACCESS CONTROL 

Angelina College (AC) controls access to AC information technology resources by the 
implementation of an appropriate access control regulation to manage accounts and define the 
processes of authentication, authorization, administration, identification, monitoring, and 
termination of access rights.  

1.01 AC shall require an approval process prior to granting access to an information resource. 

1.02 Each person must be assigned a unique logon ID for the associated account for 
accountability purposes. Each logon ID will be granted permissions based on the least amount of 
privilege and job duties. Guest, visitor, contractors, or any other role-based accounts are to be 
used in very limited situations, must provide a designee for individual accountability, submitted 
to the IT Helpdesk, and be approved by IT Administrators. 

1.02.1 Individuals are not permitted to use account credentials for which they are not the 
designated user; and 
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1.02.2 Sharing user account credentials is prohibited. 

1.02.3 Any suspected unauthorized access of a user account should be reported 
immediately to the IT Helpdesk. 

1.03 Access authorization permissions shall be appropriately modified as an account holder’s 
employment or job responsibilities change.  

1.04 User credentials that are associated with individuals who are no longer employed by, or 
associated with Angelina College must have their accounts disabled.  If there is a need for the 
account to stay active, the information owner(s) or department head(s) must provide reasonable 
justification in writing to the IT Helpdesk. The request must be reviewed and approved by the 
AC IT Department.  

1.05 All new logon IDs that have not been accessed within a reasonable period of time from the 
date of creation will be disabled.  The period of time is determined by risk management 
decisions established by Angelina College information owners and IT leadership. 

1.06 AC information owners shall: 

1.06.1 Make decisions regarding access to the AC data under their control. Account setup 
and modification require the approval of the requestor's supervisor and the relevant 
information owners(s). 

1.06.2 The Office of Information Technology (IT) is responsible for the activation of 
accounts, and in consultation with each user’s supervisor and relevant information owners, 
the application of appropriate security classes under the principle of “least privileged 
access” to perform each user’s business function. 

1.07 AC information custodians shall: 

1.07.1 Have a documented process for removing user accounts who are no longer authorized 
to have access to AC information resources. 

1.07.3 Have a documented process for modifying user accounts to accommodate situations 
such as name, accounting, and permission changes. 

1.07.4 Periodically review existing accounts for account management compliance. 

1.08 Confidential information shall be accessible only to authorized users. An information file or 
record containing any confidential information shall be identified, documented, and protected in 
its entirety.  Information resources assigned from or shared between one state agency to another 
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or from or between a state agency to a contractor or other third party shall be protected in 
accordance with the conditions imposed by the providing state agency at a minimum.  

1.09 Passwords 

1.09.1 The identity of users must be verified before providing them with account and 
password details. Face-to-Face authentication must be used for those accounts with 
privileged access.  

1.09.2 Users are provided an initial secure password for new accounts that must be changed 
at first login.  Passwords will be communicated through an approved secure method during 
the onboarding and enrollment process. 

1.09.3 Regardless of the circumstances, an account’s password must never be shared or 
revealed to anyone other than the authorized user of the account.  

1.09.4 The authorized user of each account is responsible for actions any other individual 
takes with that account’s access through a shared or revealed password. 

1.09.5 All users are responsible for both the protection of their user account passwords and 
the data stored through their user account. 

1.09.6 Passwords must never be written down and left in a location easily accessible or 
visible to others. 

1.09.7 Individuals must never leave themselves logged into an application or system where 
someone else can unknowingly use their account. 

1.09.8 Passwords must meet the requirements outlined in the AC IT Standard Operating 
Procedures. 

1.10 Disabling/Revoking/Deleting Accounts 

1.10.1  Any account may be disabled, revoked, or deleted if it is determined the account has 
been compromised or misused, and an account disabled, revoked, or deleted pursuant to this 
section may only be reinstated at the direction of the Chief Information Officer (CIO), 
Information Security Officer (ISO), IT leadership, HR, or Vice President of Business 
Affairs and Internal Counsel. 

1.11 Remote Access 
1.11.1 Remote Access will not be granted until the user has requested and been granted 
authorization by the Vice President of Business Affairs & Internal Counsel of the college 
and has a completed and signed Remote Work Agreement with HR. Remote access will 
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only be granted to Angelina College employees who need remote access for legitimate 
business purposes. Faculty, agency, student, and part-time employees will not be granted 
remote access without special permission from the Vice President of Business Affairs & 
Internal Counsel.  

1.12 Network Access 

Angelina College network provides wired and wireless access to information resources for 
devices. 

1.12.1 Prohibited Activities 

Unauthorized use of the AC network is strictly prohibited. This includes, but is not 
limited to: 

1.12.1.1 Unauthorized access to network resources or attempts to bypass network 
security measures. 

1.12.1.2 Use of the network for any illegal activities. 

1.12.1.3 Unauthorized sharing or distribution of sensitive or confidential 
information. 

1.12.1.4 Deliberate introduction of malicious software or engaging in hacking 
activities. 

1.12.1.5 Interfering with the network infrastructure or disrupting network 
services. 

1.12.1.6 Use of the network for personal or non-work-related activities that 
consume excessive bandwidth or degrade network performance. 

1.12.1.7 Any other activities that violate applicable laws, regulations, or company 
policies. 

1.12.1.8 Any personal devices or hardware connected to the AC network that 
violates the Prohibited Activities outlined in this section will be confiscated 
and/or revoke access to the AC Network. 

1.13 Mobile Devices 
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1.13.1 Mobile computing devices that access Angelina College information resources 
should be encrypted, patched/updated, and protected with antivirus software, and if 
appropriate, a personal firewall enabled. 

1.13.2 Angelina College may install remote wipe software on college owned devices. 

1.13.3 Angelina College data created and/or stored on personal devices or other non-
College databases should be transferred to AC information resources as soon as feasible 
through an encrypted connection, such as Virtual Private Network (VPN), Wi-Fi 
Protected Access (WPA), or other secure encryption protocols.   

1.13.4 Angelina College data created and/or stored on a user’s personal device or in 
databases that are not part of Angelina College information resources may be subject to 
Public Information Requests, subpoenas, court orders, litigation holds, discovery requests 
and other requirements applicable to AC Information Resources.  

1.13.5 Unattended mobile computing or storage devices containing Angelina College 
data, shall be kept physically secured.  

1.13.6 Personal owned user devices may be subject to Angelina College hardware and 
software compliance checks when accessing College information resources.  Compliance 
checks may consist of, but are not limited to, minimum operating system, Antivirus, 
browser, security patches, firewall, and various software version requirements. 

1.13.7 Any protected or confidential data stored on mobile computing or storage devices 
shall be encrypted with an appropriate encryption algorithm.  

1.13.8 Mobile computing and storage devices containing Protected or Confidential data 
must be protected from unauthorized access by the use of passwords and/or multifactor 
authentication methods.  

SECTION TWO: INFORMATION TECHNOLOGY RESOURCES AND 
ACQUISITIONS 
2.01 Acquisition of information technology resources should be planned in advance. Justification 
for resources should be based on the mission, goals, and objectives of the College District and in 
accordance with applicable federal laws, Executive Orders, directives, policies, regulations, 
standards, and guidelines. 

2.02 All College District employees desiring to acquire information technology resources or to 
upgrade existing resources must complete and submit a technology request form to their 
respective supervisor. Small items should be ordered through the department/school’s 
purchasing personnel. An updated list of small items can be requested from the IT Helpdesk.  

2.03 Each form submitted should be carefully reviewed for completeness and consistency with 
divisional goals and objectives before it is approved and signed by the submitter’s 
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supervisor.  The completed and signed form can then be forwarded to the IT Helpdesk by the 
supervisor. 

2.03.01 All documentation for installation, maintenance, security information/certificates, 
or any kind of operation of the information technology resource must be submitted by the 
requester before processing of the request. 

2.03.02 Company contacts for support, maintenance, and billing must accompany the 
request. 

2.03.03 Requests that do not meet state, federal, or college security requirements will not 
be approved. 

2.04 IT should carefully review technology resources requested to determine compatibility with 
existing campus-wide information technology resources before forwarding the request for budget 
consideration and if required Board approval. 

2.05 All information technology resource requests will be prioritized based on the mission, 
goals, and operational needs of the college. 

2.06 Equipment checkout is available from the library.  Equipment availability is limited and 
will be on a first come first serve basis. 

SECTION THREE: ACCEPTABLE USE OF RESOURCES 
3.01 This policy governs the use of information technology resources by its students, faculty, 
staff, visitors, and contractors. This policy outlines the acceptable and prohibited uses of these 
resources and the consequences for violating this policy.   

3.01.1 Use information technology resources only for authorized purposes. College 
information technology resources must be used in a manner that complies with AC IT 
Standard Operating Procedures and State and Federal laws and regulations.  

3.01.2 Protect their user credentials from unauthorized use. Users are responsible for all 
activities associated with their user credentials or that originate from their 
computer/system.  

3.01.3 Use of Angelina College's computing and networking infrastructure by Angelina 
College employees unrelated to their Angelina College positions must be limited in both 
time and resources, and must not interfere in any way with Angelina College functions or 
employee duties.  

3.01.4 All software must be authorized by Angelina College IT prior to use. Users must 
not download, install, or run any software on systems except those installed and 
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authorized by the Angelina College IT Department. Unauthorized software is subject to 
removal upon discovery. 
 
3.01.5 Uses that interfere with the proper functioning or the ability of others to make use 
of Angelina College's networks, computer systems, applications, and data resources are 
not permitted. 
 
3.01.6 Use of Angelina College computer resources for personal profit is not permitted. 
 
3.01.7 Files, images, emails, or documents which may cause legal action against or 
embarrassment to Angelina College, may not be sent, received, accessed in any format 
(i.e. auditory, verbal, or visual), downloaded, or stored on Angelina College information 
resources. 
 
3.01.8 All personal or Angelina College-owned messages, files, and documents, located 
on Angelina College information resources are owned by Angelina College, and may be 
subject to open records requests, and may be accessed in accordance with this standard. 
 
3.01.9 Use of network sniffers is prohibited. Exceptions shall be restricted to system 
administrators who must use such tools to solve network problems. Network sniffers may 
also be used by auditors or security officers in the performance of their duties.  
 
3.01.10 Decryption of passwords is not permitted, except by authorized staff performing 
security reviews or investigations. 
 
3.01.11 Anyone with disabilities that prevent them from using information resources 
should seek advice or help from the office of Student Support Services. 
 
3.01.12 Use of the College’s wireless connection is entirely at the risk of the user, and 
Angelina College is not responsible for any loss of any information that may arise from 
the use of the wireless connection, nor is AC responsible for any loss, injury, or damages 
resulting from the use of the wireless connection. 
 
3.01.13 Anyone using AC information technology resources, including the network, is 
forewarned that there can be no expectation of privacy. 
 
3.01.14 Use of Angelina College’s wireless network is governed by this Acceptable Use 
of Resources Policy and AC IT Standard Operating Procedures. 
 
3.01.15 The web page (angelina.edu), The Angelina College App, and any Angelina 
College social media sites are managed by the Marketing Department and reflect the 
mission, goals, and values of the college. Employees, students, and student organizations 
launching social media sites identified with Angelina College or intended primarily for 
use by A.C. students should receive prior approval from the Marketing Department. 



CSA 
(REGULATION) 

181

SECTION FOUR: ACCOUNTABILITY, AUDIT, AND RISK 

The Angelina College ISO or designee, in coordination with information owners and custodians, 
shall develop, document, and disseminate a set of procedures that addresses the Audit and 
Accountability of information resources. These procedures should include purpose, scope, roles, 
responsibilities, management commitment, coordination among organizational entities, and 
compliance. Is consistent with applicable laws, executive orders, directives, regulations, policies, 
standards, and guidelines. 

SECTION FIVE: SECURITY AWARENESS AND TRAINING 

All Angelina College personnel who use information resources must acknowledge they have 
read, understand, and will comply with the college’s requirements regarding computer security 
standards and procedures. 

5.01 Security Awareness and Training 

5.01.1 All new personnel who use a college owned computer for at least 25 percent of 
their required duties must complete an approved security awareness training prior to, or 
at least within 30 days of, being granted access to any Angelina College information 
resource. 

5.01.2 All Angelina College personnel who use a college owned computer for at least 25 
percent of their required duties must complete the college’s security awareness training 
on an annual basis. 

5.01.3 Additional incidental training and acknowledgement may be required as 
determined by the Information Security Officer, or designee. 

5.01.4 Angelina College IT Department shall develop and maintain a communications 
process to be able to communicate new computer security program information, security 
bulletin information, and security items of interest as approved by the Information 
Security Officer (ISO), or designee. 

5.01.5 All consultants and contractors who access AC information systems shall be 
provided with sufficient training and supporting reference materials to allow them to 
properly protect Angelina College information resources. 

SECTION SIX: CONFIGURATION MANAGEMENT 

Angelina College IT Department establishes the procedures for controlling modifications to 
hardware, software, firmware, and documentation to ensure the information resources are 
protected against improper modification before, during and after system implementation. 
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SECTION SEVEN: CONTINGENCY PLANNING 

Angelina College shall maintain a written Continuity of Operations Plan (COOP) that addresses 
information resources so that the effects of a disaster will be minimized, and the college will be 
able either to maintain or quickly resume mission critical functions. 

The Information Security Officer (ISO), and/or designee, in coordination with information 
resource owners, shall develop, document, and disseminate a set of controls that addresses the 
Contingency Planning of information resources. These controls should include purpose, scope, 
roles, responsibilities, management commitment, coordination among organizational entities, 
and compliance. 

SECTION EIGHT: IDENTIFICATION AND AUTHENTICATION 

Angelina College establishes procedures for verifying the identity of a user, process, or device, 
as a prerequisite for granting access to AC information resources. 

Unique identifiers will be assigned for each individual who has a business or educational need to 
access AC information resources. A standardized naming convention maintained by the 
Information Technology Department will ensure each user’s identifier is unique.  A method of 
authenticating the user’s identifier will be enabled on each information resource.  

Authentication of user identities is accomplished through the use of passwords, tokens, 
biometrics, smartphone authenticator applications, or in the case of multifactor authentication, 
some combination thereof. 

SECTION NINE: INCIDENT RESPONSE 

This policy describes the requirements for dealing with computer security incidents.  Security 
incidents include, but are not limited to: virus, worm, and trojan horse detection, unauthorized 
use of computer accounts and computer systems, as well as complaints of improper use of 
information resources. AC develops, disseminates, and periodically reviews/updates formal, 
documented procedures to facilitate the implementation of the Incident Response Policy. 

9.01 Incident Reporting 

9.01.1 Requires personnel to report suspected security, privacy, and supply chain 
incidents to the IT Help Desk immediately (ithelpdesk@angelina.edu or (936)633-
5208)); and 

9.01.2 Reports security, privacy, and supply chain incident information to the 
Information Security Officer (ISO). 

SECTION TEN: MEDIA PROTECTION 
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The Information Security Officer (ISO), or designee, in coordination with information resource 
owners, shall, develop, document and disseminate a Media Protection Policy that: 

10.01 Addresses purpose, scope, roles, responsibilities, management commitment, coordination 
among organizational entities, and compliance; and 

10.02 Is reviewed and updated periodically by the ISO, or designee. 

SECTION ELEVEN: PERSONNEL SECURITY 

Angelina College ISO, or designee: 

11.01 Develops, documents, and disseminates to information owners and custodians: 

11.01.1 A personnel security policy that addresses purpose, scope, roles, responsibilities, 
management commitment, coordination among organizational entities, and compliance; 
and  

11.01.2 Procedures to facilitate the implementation of the personnel security policy and 
associated personnel security controls; and 

11.02 Reviews and updates the current: 

11.02.1 Personnel security policy biennially; and 

11.02.2 Personnel security procedures annually. 

SECTION TWELVE: PHYSICAL AND ENVIRONMENTAL PROTECTION 

Angelina College develops, documents, and disseminates procedures to facilitate the 
implementation of the Physical and Environmental Protection and associated controls. 

In coordination with the Police and Maintenance departments, the IT department’s physical 
spaces that contain AC information systems shall have controls in place to restrict physical 
access to only authorized personnel.  

SECTION THIRTEEN: PROGRAM MANAGEMENT 

Angelina College develops, documents, and disseminates procedures to facilitate the 
implementation of the Program Management and associated controls. 

13.01 Develops and disseminates an organization-wide information security program plan that: 

13.01.1 Provides an overview of the requirements for the security program and a 
description of the security program management controls and common controls in place 
or planned for meeting those requirements;  
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13.01.2 Includes the identification and assignment of roles, responsibilities, management 
commitment, coordination among organizational entities, and compliance;  

13.01.3 Reflects coordination among organizational entities responsible for the different 
aspects of information security (i.e., technical, physical, personnel); and  

13.01.4 Is approved by the Information Security Officer (ISO) with responsibility and 
accountability for the risk being incurred to organizational operations (including mission, 
functions, image, and reputation), organizational assets, individuals, and other 
organizations, and 

13.02 Reviews the organization-wide information security program annually; 

13.03 Updates the plan to address organizational changes and problems identified during plan 
implementation or security control assessments; and  

13.04 Protects the information security program plan from unauthorized disclosure and 
modification.  

SECTION FOURTEEN: RISK ASSESSMENT 

Angelina College develops, disseminates, and periodically reviews/updates formal, documented 
procedures to facilitate the implementation of the risk assessment policy and associated risk 
assessment controls. 

14.01 Develop, document, and disseminate to information owners and custodians: 

14.01.1 A risk assessment policy that addresses purpose, scope, roles, responsibilities, 
management commitment, coordination among organizational entities, and compliance; 
and 

14.01.2 Procedures to facilitate the implementation of the risk assessment policy and 
associated risk assessment controls; and 

14.02 Review and update the Risk Assessment controls and procedures as necessary. 

SECTION FIFTEEN: SECURITY ASSESSMENT AND AUTHORIZATION 

Angelina College develops, documents, and disseminates procedures to facilitate the 
implementation of the Security Assessment and Authorization and associated controls. 

15.01 The Angelina College ISO or designee, in coordination with information resource owners 
and custodians, shall develop, document, and disseminate a set of procedures that addresses the 
Security Assessment and Authorization for information resources.   These procedures should 
include purpose, scope, roles, responsibilities, management commitment, coordination among 
organizational entities, and compliance. 
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15.02 The ISO, or designee, shall review and update the Security Assessment and Authorization 
controls and procedures as necessary. 

SECTION SIXTEEN: SECURITY PLANNING 

Angelina College develops, disseminates, and periodically reviews/updates formal, documented 
procedures to facilitate the implementation of the Planning Control policy and associated 
controls. 

As specified in Texas Administrative Code §§ 202.23(a) and 202.73(a), the Angelina College 
Information Security Officer (ISO) shall directly report to the College President, at least 
annually, on the adequacy and effectiveness of information security policies, procedures, 
practices, and compliance with the requirements of Texas Administrative Code, Chapter 
202,  and 

16.01 Effectiveness of current information security program and status of key initiatives;  

16.02 Residual risks identified by Angelina College risk management process; and 

16.03 Angelina College information security requirements and requests. 

SECTION SEVENTEEN: SUPPLY CHAIN RISK MANAGEMENT 

The scope of this policy applies to all information resources and systems that support the 
operations and assets of Angelina College, including those provided or managed by another 
agency, contractor, or other source.  Services include, but are not limited to, those hosted by the 
college, outsourced, and cloud-based solutions.  All information owners, custodians, users, 
contractors, and external service providers are responsible for adhering to these regulations and 
procedures.  Information regarding roles, responsibilities, management commitment, and 
coordination among organizational entities are embedded within these procedures. 

17.01 Angelina College shall develop, document, and disseminate to all AC personnel, 
contractors, and users authorized to access AC information resource systems, or systems 
operated or maintained on behalf of the college, a supply chain risk management policy that: 

17.01.1 Addresses purpose, scope, roles, responsibilities, management commitment, 
coordination among organizational entities, and compliance; and 

17.01.2 Is consistent with applicable laws, executive orders, directives, regulations, 
policies, standards, and guidelines; 

17.01.3 Authorizes the Information Security Officer (ISO) to manage the development, 
documentation, and dissemination of the IT supply chain management policy. 

SECTION EIGHTEEN: SYSTEM AND COMMUNICATION PROTECTION 
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This policy applies to all information owners and custodians, supervisors, managers, and others 
who are responsible for ensuring that all requirements of this control are satisfied. 

18.01 Develops, documents, and disseminates to information owners and custodians: 

18.01.1 A System and Communication Protection policy that addresses purpose, scope, 
roles, responsibilities, management commitment, coordination among organizational 
entities, and compliance; and 

18.01.2 Procedures to facilitate the implementation of the System and Communication 
Protection policy and associated controls; and 

18.02 Reviews and updates the System and Communication Protection controls as necessary. 

SECTION NINETEEN: SYSTEM AND INFORMATION INTEGRITY 

Angelina College develops, disseminates, and periodically reviews/updates formal, documented 
procedures to facilitate the implementation of the System and Information Integrity policy and 
associated controls.  

The scope of this policy applies to all information resources owned or operated by Angelina 
College.  All information resource owners, custodians, and users are responsible for adhering to 
these regulations and procedures.  Information regarding roles, responsibilities, management 
commitment, and coordination among organizational entities are embedded within these 
procedures. 

19.01 The college Information Security Officer (ISO), or designee, in coordination with 
information resource owners, shall develop, document, and disseminate to the college a set of 
controls that addresses the System and Information Integrity of information resources. 

19.02 The ISO shall review and update the System and Information Integrity controls as 
necessary 

SECTION TWENTY: SYSTEM MAINTENANCE 

The Information Security Officer (ISO), or designee, in coordination with information resource 
owners, shall, develop, document and disseminate a System Maintenance Policy that: 

20.01 Addresses purpose, scope, roles, responsibilities, management commitment, coordination 
among Angelina College entities, and compliance; and 

20.02 Is reviewed and updated periodically by the ISO, or designee. 
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SECTION TWENTY ONE: VIOLATIONS  

22.01Violations of this Regulation will be addressed in accordance with relevant college policies, 
including Regulation DHA-Discipline and Dismissal of Employees. The appropriate level of 
disciplinary action will be determined on an individual case-by-case basis by the appropriate 
executive or designee, with sanctions up to and including termination or expulsion depending upon 
the severity of the offense.  

RELATED DOCUMENTS  

Texas Administrative Code (TAC) §202  
  
NIST 800.53 Security and Privacy Controls for Information Systems and Organizations 
 
Angelina College IT Standard Operating Procedures 
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ANGELINA COLLEGE SURVEY ADMINISTRATION REGULATION 

SECTION ONE: REGULATION STATEMENT 

1.01 The Office of Institutional Effectiveness will review and approve all surveys of 
College students, employees or alumni, except surveys identified as exempt. 

 
1.02 The purpose of the regulation is to: 

 
• Ensure integrity of survey design, administration, analysis, and communication; 

• Ensure best practices in survey use to benefit the College, survey users and 

respondents; 

• Minimize duplication of effort; 

• Decrease competition for respondents; 

• Minimize survey fatigue of respondents; and 

• Ensure quality of data collected. 

 
SECTION TWO: SURVEY EXEMPTIONS 

 
2.01 The following surveys are exempt from the regulation: 

 
• Course evaluation conducted by the College, 

• Employee evaluations conducted by the College, 

• Surveys by instructors as part of their instruction of students currently enrolled in 

their class(es), 

• Surveys or questionnaires used for meeting scheduling and other administrative 

tasks 

• Evaluation forms completed by attendees of workshops or events, and 

• Customer-service focused surveys which are automatically generated from a visit 

or service interaction such as IT helpdesk tickets or advising visits. 

 
SECTION THREE: PROCEDURES 

 
3.01 Individuals interested in conducting a survey requiring approval are required 

to submit a request form, which is provided by the Office of Institutional 

Effectiveness. 



EBB 

(REGULATION) 

309 

OFF-CAMPUS SITES AND DISTANCE LEARNING: DISTANCE LEARNING 

SECTION ONE: OFF-CAMPUS INSTRUCTIONAL SITES 

1.01 Polk County Center 

The Assistant Dean of Arts and Education, in collaboration with instructional deans, has a 

responsibility to support credit course instruction offered at the Polk County Center. [See 

AC(LOCAL)] The Assistant Dean serves as a contact for the arrangement of instruction, dealing 

with public school officials, selection of courses, assignment of instructors, registration, and 

assistance to support instructors and students in the teaching/learning process. The Assistant Dean 

also supervises staff at the center, ensures the security of the facilities, and addresses problems 

relating to the operation of the teaching center. Continuing education courses and program may be 

scheduled in the same facilities used for credit instruction. 

1.02 Off-Campus Sites for Dual Credit Instruction 

The Director of Academic Success serves as a contact for the arrangement of instruction, dealing 

with public school officials, selection of courses, assignment of instructors, registration, and 

assistance to support instructors and students in the teaching/learning process at all locations 

approved to offer dual credit instruction. 

SECTION TWO: ONLINE EDUCATION 

2.01 eLearning 

The Interim Dean of eLearning supports instructors who teach online or hybrid courses and students 

enrolled in those courses. 

2.02 DIGITAL HIGHER EDUCATION CONSORTIUM OF TEXAS (DigiTex) 

DigiTex is a collaboration of Texas’ 50 community college districts that functions as a service of the 

Texas Association of Community Colleges. Through DigiTex, students may take courses from 

colleges anywhere in Texas while receiving support services from the local college where they 

enroll. The Office of Academic Success assists students in registering for classes through DigiTex. 
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INSTRUCTIONAL ARRANGEMENTS 

 

1.01 Course Syllabus 

The syllabus informs each student of the instructional aims, the course content, course 

requirements, instructional activities, and methods of evaluation. It is a guide to the expectations 

and rules to promote the teaching-learning process. It is reviewed during the first day of class. 

 

The format for the course syllabus is distributed to all full-time faculty by the Dean or Dean’s 

designee. The approved syllabus will be used by all instructors to guide their preparation and 

presentation in the assigned class(es). 

 

The course information in the syllabus includes, but is not limited to, the following: 

 

1. Course number, title, description, prerequisites, credit hours, meeting times, and the 

instructor’s contact information to include name, email address, office location, and office hours. 

 

2. Course objectives and assessment criteria. 

 

a. Core objectives – critical thinking, communication, empirical and quantitative skills, 

teamwork, personal responsibility, and social responsibility as outlined by THECB; 

other specific objectives common to all sections; and program learning outcomes as 

appropriate. 

 

b. Specific assessments for each of the core objectives as applicable. 

 

3. Requirements and policies—text(s), supplemental materials, equipment, assignments, due 

dates, schedules, attendance punctuality, classroom behavior, test make-up, late work. 

 

4. Schedule and course content—required topics/units. 

 

5. Evaluation and grading of student performance—grade calculations. 

 

6. Statement on syllabus revisions. 

 

1.02 Instructional Procedures 

Students or guests should not be allowed in class on a continuing basis unless they are on the 

class roll as a registered student except in the following situations: 

 

1. The student presents a class-add form; 

 

2. Permission to audit is received from the Registrar’s Office; or 

 

3. Special permission is received from the Vice President of Academic Affairs. 
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When space is available, permission to audit a course may be obtained from the admissions 

office. Auditing students are not required to meet course prerequisites listed in the bulletin. 

Students auditing a course may not under any circumstances claim credit for the course. A 

student who is registered for a course may not change from audit to credit, or credit to audit after 

the scheduled add-drop period. Charges for auditing a course are the same as regular tuition and 

fees. 

 

1.03 Class Coverage 

All classes must meet as scheduled. If unable to meet a class, the faculty member must notify the 

division director; in the event the director is not available, notify the office of the Vice President 

of Academic Affairs. No “walks” are allowed. 

 

When absent from campus during scheduled class, campus, or office hours, the division director 

should be informed. 

 

1.04 Final Exams 

All instructors should offer their final exam according to the published schedule each semester. 

All proposed changes to the published schedule each semester must receive approval from the 

Vice President and of Academic Affairs. 

 

1.05 Guest Speakers 

As a rule, individual faculty members should use discretion, diplomacy, and common sense 

regarding the invitation of speakers to their classes. The Dean and Vice President of Academic 

Affairs should be informed of guests in advance and grant approval for their appearance. 

 

1.06 Guests and Children in Classroom, On Campus 

Instructors are responsible for providing a quality instructional environment that facilitates 

optimal education for students. [See instructor job description, DNA] Faculty members should 

generally not allow a student’s guests or children to visit classes. Young children should not be 

left unattended or unsupervised on campus. When children are present for scheduled learning 

activities, the parent or guardian remains responsible for the well-being of the child. 

 

1.07 Student Course Schedules and Load 

The normal load during a long session (fall and spring semesters) is five courses or 15 semester 

credit hours. Physical education activity courses, and other one-hour courses may be added to the 

normal course load. However, no student will be permitted to enroll for more than 18 semester 

credit hours without the permission of the Vice President of Academic Affairs. The normal load 

during each summer session is seven semester hours. The maximum load for each summer 

session is eight semester hours. 
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INSTRUCTIONAL RESOURCES 

 

1.01 Textbooks 

Textbooks, generally, should not be changed in less than two years due to the costs to the student 

and the bookstore. Changes should be planned at least 60 days in advance of use according to the 

published dates on the calendar of activities. When a change is desired, the following procedure 

should be used: 

 

1. Using the textbook designation or the textbook discontinuation processes as 

appropriate; textbooks, workbooks and any required materials must be submitted to 

and approved by the Dean. The Dean or Dean’s designee will submit the approved 

materials list to the bookstore. 

 

2. Book lists will be furnished to each Dean. If an instructor is planning to discontinue a 

text, mark through the title in red on your book list and complete discontinuation and 

designation forms along with estimate enrollment. 

 

3. Edition changes only may be submitted in a memo to the bookstore with a copy to 

the office of Vice President of Academic Affairs. 

 

1.02 Open Educational Resources 

 

1.03 Instructional Supplies 

The bookstore must be contacted first to requisition all supplies. Other vendors will be approved 

only if the supplies are unavailable through the bookstore. 

 

In no case should an instructor sell materials directly to students in a credit class without prior 

approval from the Vice President of Academic Affairs or the Vice President of Workforce and 

Continuing Education in a non-credit class. 

 

The supply costs should be kept to a minimum for each student. 

The required supplies should be listed on the syllabus. 

All purchasing policies distributed from the business office must be followed. [See CF(LOCAL)] 

 

Instructor-prepared materials (syllabus, notes, study guides, etc.) sold to the student through the 

bookstore must have written approval from the Vice President of Academic Affairs in a credit 

class or the Vice President of Workforce and Continuing Education in a non-credit class. 
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INSTRUCTIONAL MATERIALS: LIBRARIES AND LABORATORIES 

 

The library collections, including books, copies of bound and current periodicals, and 

audiovisual materials, shall be a sufficient size and quality to ensure effectiveness in the 

instructional program on and off-campus. Provisions must be made in the annual budget to keep 

the collection in good repair and to provide for continual improvement to meet current 

educational needs and trends. The library collection shall be inventoried periodically with 

recognized college library lists. 

 

Circulation records that reflect student and faculty utilization of the library facilities shall be 

maintained. A program of orientation for the use of the library shall be maintained for freshman 

students. 

 

The physical environment of the library shall be attractive and have adequate lighting, standard 

library furniture, fixtures, and equipment, adequate seating capacity, and sufficient work space 

for the library staff. 

 

LIBRARY POLICIES AND PROCEDURES 

 

1.01 Books 

Books from the regular collection are checked out for three weeks depending on the day they are 

checked out. Faculty members are expected to return their books on or before their date due 

unless special arrangements have been made to keep them for class use. Faculty are responsible 

for materials and equipment checked out to them. A statement will be sent for non-returned and 

damaged material based on replacement costs. 

 

1.02 Reserve Books 

Books that are involved in special assignments may be placed on reserve by faculty members for 

restricted use. These books are shelved behind the circulation desk and are restricted to library 

use only, overnight use, three-day reserve, or seven-day reserve, according to the wishes of the 

faculty member who placed them on reserve. 

 

1.03 Reference Books 

Such works as dictionaries, encyclopedias, almanacs, and certain other reference books so 

designated are to be used in the library only. 

 

1.04 Periodicals 

Magazines, newspapers, journals, etc., do not circulate outside the library. 

 

1.05 Audiovisual and Other Non-Book Materials 

The library has a collection of media, both audio and video, that may be used by faculty in 

connection with their classes. These materials may also be borrowed for short periods of time for 

personal use. Again, faculty members are expected to return A-V materials as soon as they are 

finished with them. All media are scheduled through the library. The library maintains a college- 

related collection of clippings, pamphlets, and other ephemeral material known as the archive. 

This material does not circulate. 
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1.06 Collection Development 

Faculty members are expected to request relevant and current materials related to their discipline. 

The forms are provided in the library at the circulation desk. 

 

The library staff is guided by a weeding policy and should periodically identify books to be 

removed from the collections. Faculty members must confirm that all of the materials are no 

longer relevant for current or archival use. The materials may then be discarded. 

 

1.07 Support Services 

The library provides copiers and computer work stations. 

 

1.08 Interlibrary Loan 

This service is provided to all users within the limitations of the ALA membership. 

 

1.09 Professional Development 

The faculty has a designated area for their books and periodicals related to current issues in the 

teaching-learning process. A faculty committee previews all materials recommended by the dean 

of instruction and admissions. 
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INSTRUCTIONAL RESOURCES: COPYRIGHTED MATERIALS 

 

Employees and students shall comply with the provisions of the United States Copyright Law. 

Subject to certain specific exceptions, as stated below, the owner of a copyright has the exclusive 

rights to reproduce, distribute, perform, or display the copyrighted work, or to authorize such 

reproduction, distribution, performance, or display by others. This policy applies to all full-time 

and part-time faculty, staff, students and student employees of Angelina College. 

 

An exception to the exclusive rights enjoyed by copyright owners is the doctrine of fair use. The 

fair use of a copyrighted work for purposes of teaching, scholarship, or research is not an 

infringement of copyright. The following factors shall be considered in determining fair use: 

 

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

for non-profit educational purposes. 

 

2. The nature of the copyrighted work. 

 

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

whole. 

 

4. The effect of the use upon the potential market for or value of the copyrighted work. 
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INSTRUCTIONAL RESOURCES: COPYRIGHTED MATERIALS 

 

AGREEMENT ON GUIDELINES FOR CLASSROOM COPYING 

IN NOT-FOR-PROFIT EDUCATIONAL INSTITUTIONS 

 

I. Single Copying for Teachers 

 

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

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

 

a. A chapter from a book. 

 

b. An article from a periodical or newspaper. 

 

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

 

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

newspaper. 

 

II. Multiple Copies for Classroom Use 

 

Multiple copies (not to exceed in any event more than one copy per student in a course) may be 

made by or for the teacher giving the course for classroom use or discussion, provided that: 

 

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

 

b. The copying meets the cumulative effect test as defined below. 

 

c. Each copy includes a notice of copyright. 

 

Definitions 

Brevity 

(i) Poetry: (a) A complete poem if less than 250 words and if printed on not more 

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

words. 

 

(ii) Prose: (a) Either a complete article, story, or essay of less than 2,500 words, or 

(b) an excerpt from any prose work of not more than 1,000 words or 10% of 

the work, whichever is less, but in any event a minimum of 500 words. 
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[Each of the numerical limits stated in “i” and “ii” above may be expanded to permit the 

completion of an unfinished line of a poem or of an unfinished prose paragraph.] 

 

(iii) Illustration: One chart, graph, diagram, drawing, cartoon, or picture per book 

or per periodical issue. 

 

(iv) “Special” works: Certain works in poetry, prose, or in “poetic prose” which 

often combine language with illustrations and which are intended sometimes 

for children and at other times for a more general audience fall short of 2,500 

words in their entirety. Paragraph “ii” above notwithstanding such “special 

works” may not be reproduced in their entirety; however, an excerpt 

comprising not more than two of the published pages of such special work and 

containing not more than ten percent of the words found in the text thereof, 

may be reproduced. 

 

Spontaneity 

 

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

 

(ii) The inspiration and decision to use the work and the moment of its use for maximum 

teaching effectiveness are so close in time that it would be unreasonable to expect a 

timely reply to a request for permission. 

 
 

Cumulative Effect 

 

(i) The copying of the material is for only one course in the school in which the copies 

are made. 

 

(ii) Not more than one short poem, article, story, essay, or two excerpts may be copied 

from the same author, nor more than three from the same collective work or 

periodical volume during one class term. 

 

(iii) There shall not be more than nine instances of such multiple copying for one course 

during one class term. 

 

[The limitations stated in “ii” and “iii” above shall not apply to current news periodicals and 

newspapers and current news sections of other periodicals.] 
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GUIDELINES FOR EDUCATIONAL USES OF MUSIC 

 

Permissible Uses 

 

1. Emergency copying to replace purchased copies which for any reason are not available 

for an imminent performance provided purchased replacement copies shall be substituted 

in due course. 

 

(a) For academic purposes other than performance, multiple copies of 

excerpts of works may be made, provided that the excerpts do not 

comprise a part of the whole which would constitute a performable unit 

such as a section, movement or aria, but in no case more than 10% of the 

whole work. The number of copies shall not exceed one copy per 

student. 

 

(b) For academic purposes other than performance, a single copy of an 

entire performable unit (section, movement, aria, etc.) that is, (1) 

confirmed by the copyright proprietor to be out of print or (2) 

unavailable except in a larger work, may be made by or for a teacher 

solely for the purpose of his or her scholarly research or in preparation to 

teach a class. 

 

2. Printed copies which have been purchased may be edited or simplified provided that the 

fundamental character of the work is not distorted or the lyrics, if any, altered or lyrics 

added if none exist. 

 

3. A single copy of recordings of performances by students may be made for evaluation or 

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

teacher. 

 

4. A single copy of a sound recording (such as a tape, disc or cassette) of copyrighted music 

may be made from sound recordings owned by an educational institution or an individual 

teacher for the purpose of constructing aural exercises or examinations and may be 

retained by the educational institution or individual teacher. (This pertains only to the 

copyright of the music itself and not to any copyright which may exist in the sound 

recording.) 

 

17 U.S.C. 107 historical note 
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CURRICULUM DESIGN: SUBSTANTIVE CHANGE POLICY & PROCEDURE 

 
 

SECTION ONE: SUBSTANTIVE CHANGE POLICY & PROCEDURE 

 

The College’s Substantive Change Policy & Procedure is based on Southern Association of 

Colleges and Schools Commission on Colleges (SACSCOC) Policy Substantive Change for 

SACSCOC Accredited Institutions (http://www.sacscoc.org) 
 

17.01 Purpose 

Angelina College will work to ensure all incidences of substantive change are reported in a timely 

manner. The College will establish a process for adherence to the policies and guidelines of 

SACSCOC related to institutional change. In accordance with SACSCOC policies, the College 

will notify the Commission on Colleges of substantive changes and will seek approval prior to the 

initiation of changes when appropriate. SACSCOC requires all substantive changes that occur after 

an institution’s decennial review to be submitted in the next Compliance Certification. 

 

SACSCOC policy states, “A substantive change is a significant modification or expansion of the 

nature and scope of an accredited institution. Substantive change includes high-impact, high-risk 

changes and changes that can impact the quality of educational programs and services.” 

 

Substantive changes, including those required by federal regulations, include: 

• Substantially changing the established mission or objectives of an institution or its 

~ programs. 

• Changing the legal status, form of control, or ownership of an institution. 

• Changing the governance of an institution. 

• Merging / consolidating two or more institutions or entities. 

• Acquiring another institution or any program or location of another institution. 

• Relocating an institution or an off-campus instructional site of an institution (including a ~ 

branch campus). 

• Offering courses or programs at a higher or lower degree level than currently authorized. 

• Adding graduate programs at an institution previously offering only undergraduate ~ ~ 

programs (including degrees, diplomas, certificates, and other for-credit credential). 

• Changing the way an institution measures student progress, whether in clock hours or ~ 

credit-hours; semesters, trimesters, or quarters; or time-based or non–time-based methods 

or measures. 

• Adding a program that is a significant departure from the existing programs, or method of 

delivery, from those offered when the institution was last evaluated. 

• Initiating programs by distance education or correspondence courses. 

• Adding an additional method of delivery to a currently offered program. 

• Entering into a cooperative academic arrangement. 

http://www.sacscoc.org/
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• Entering into a written arrangement under 34 C.F.R. § 668.5 under which an institution or 
organization not certified to participate in the title IV Higher Education Act (HEA) programs 
offers less than 25% (notification) or 25-50% (approval) of one or more of the accredited 
institution's educational programs. An agreement offering more than 50% of one or more of an 
institution’s programs is prohibited by federal regulation. 

 
• Substantially increase or decreasing the number of clock hours or credit hours awarded or 
competencies demonstrated, or an increase in the level of credential awarded, for successful 
completion of one or more programs. 

 

• Adding competency-based education programs. 
 

• Adding each competency-based education program by direct assessment. 

• Adding programs with completion pathways that recognize and accommodate a student’s 
~ prior or existing knowledge or competency. 

 

• Awarding dual or joint academic awards. 
 

• Re-opening a previously closed program or off-campus instructional site. 
 

• Adding a new off-campus instructional site/additional location including a branch campus. 
 

• Adding a permanent location at a site at which an institution is conducting a teach-out ~ 
program for students of another institution that has ceased operating before all students ~ 
have completed their program of study. 

• Closing an institution, a program, a method of delivery, an off-campus instructional site, or 
~ a program at an off-campus instructional site. 

Closing an off-campus site (including dual credit sites) requires prior notification for closing notified sites 

(offering 25-49% of a program or award) and closing approved sites (offering 50% or more of a program or 

award). Specific approval and notification requirements for SACSCOC Substantive Change can be found at 

https://sacscoc.org/accrediting-standards/substantive-changes/. 

17.02 Persons Responsible 

The Vice President of Academic Affairs (VPAA) serves as the SACSCOC Accreditation Liaison. 

The VPAA/Accreditation Liaison monitors all institutional changes under consideration, oversees 

substantive change processes, ensures necessary documentation is prepared, and provides training 

in September each year to all deans, assistant deans, department chairs, program directors, lead 

faculty, and curriculum committee on the current requirements for substantive changes. 
 

The President, Vice Presidents, academic leaders (academic deans, department chairs, program 

directors, and lead instructors) and faculty members report initial campus considerations or 

stakeholder discussions of future substantive institutional changes to VPAA/Accreditation Liaison. 

 

17.03 Process 

Proposed substantive changes must be formally submitted to the VPAA/Accreditation Liaison at 

least 9 months prior to proposed implementation of the changes. The VPAA/Accreditation 

http://www.sacscoc.org/pdf/081705/Substantive%20Change.pdf
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Liaison coordinates review of proposed substantive changes with appropriate standing committee(s), the 

President, and other units of the College as necessary. 

 
The Dean and Lead Faculty in the academic School, in which a program resides, present proposed program 

closures, award closures, or the creation of new programs to the curriculum committee and program 

advisory committee, as applicable for approvals. For each proposed substantive change, the VPAA/ 

Accreditation Liaison will assign responsibility to appropriate School personnel to work with him/her to 

complete the required materials for submission (e.g., prospectus, letters, etc.). 

 
The VPAA/Accreditation Liaison will notify the President prior to submission of any related documents to 

SACSCOC, and the President will notify the Board of Trustees of the substantive change at the next regular 

meeting of the Board (prior to the college submitting materials to SACSCOC). 

 
The institutional documentation and submission must comply with the current Substantive Change for 

SACSCOC Accredited Institutions policy for all prior notifications, contact time, and/or prior approval. 

 
The VPAA/Accreditation Liaison will send completed substantive change documents to SACSCOC 

according to the Commission’s reporting timeline. 

 

 

SECTION TWO: PUBLICATION, APPROVAL, IMPLEMENTATION, AND 

ENFORCEMENT 

 
2.01 Publication 

The Policy is published in the online Angelina College Policies & Procedures Manual and is 

available in the Office of the President. 

 
2.02 Approval 

The Policy was revised and approved by the Board of Trustees on September 9, 2019. 
 

2.03 Implemented & Enforced 

The President is responsible for ensuring this policy is implemented, and the Vice 

President of Academic Affairs/Accreditation Liaison is responsible for its enforcement. 
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SPECIAL PROGRAMS: ADULT AND CONTINUING EDUCATION 

COMMUNITY SERVICES AND NON-CREDIT INSTRUCTION 

1.01 Continuing education and community services is a public service component of the College 

District that provides lifelong learning opportunities. These opportunities may be referred to as 

adult vocational education, workforce education, public or community service programs, or 

extension services. The coordinating board recognizes that in order to prepare a literate and trained 

workforce for economic stability and development, a true joint partnership between private and 

public sectors is required. Accordingly, the coordinating board encourages contractual agreements 

between postsecondary institutions and business, industry, and other government agencies. The 

coordinating board policy intends to provide institutional incentives for college districts to work 

with business, industry, and government in the development of an educated workforce in Texas. 

Responsibility for establishing instructional contracts resides with the vice president of community 

services with final approval by the College President. 

 

1.02 The College District may enter into contractual arrangements with outside organizations to 

provide instruction. Contractual agreements for instruction with non-regionally accredited 

organizations shall have education as their primary purpose and be subject to the College District 

purchasing policy. Such courses and programs must be consistent with the educational purpose, 

mission, and goals of the College District. If state reimbursement is requested, such courses and 

programs must remain under the sole and direct control of the College District. Programs shall be 

operated in accordance with coordinating board regulations and subject to provisions of the 

Southern Association of Colleges and Schools Commission on Colleges. 
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ACADEMIC ACHIEVEMENT: GRADING 

 

1.01 Purpose of Grades 

The final course grade should reflect an accurate evaluation of the student’s understanding of 

course material, cumulative performance on required tasks and assignments, and achievement of 

intended learning outcomes. The college encourages instructors to provide graded feedback to 

students throughout each semester so that students can gauge their academic performance and 

their understanding of course content. 

 

1.02 System for Grading 

At the conclusion of each term, instructors calculate a final grade for each student, enter the final 

grade in the college’s online system, and record the final grade for each student in a grade book 

for each section they teach in the term. Instructors are required to enter final grades in the 

college’s online system by the deadline for each term published in the college’s academic 

calendar. Students may view the final grade they earned in each course section by logging into 

the college’s online system after the grade posting deadline. The college does not issue grade 

reports to students. Instructors submit all grade books for the term to the Registrar and to the 

Dean to whom the instructor reports. The Deans submit all gradebooks for their respective 

Schools to the Registrar. The Registrar is responsible for posting each grade to each student’s 

college transcript. 

 

1.03 Description of Grades 

The following grades may be assigned by instructors: 

• A Excellent 

• B Good 

• C Average 

• D Minimum passing 

• F Failure 
• I Incomplete college-level course (see process below) 

• IP In Progress developmental course 

• P/F Pass or Fail 

• W Withdraw 

• AU Audit 

 

In the course syllabus, each instructor will document the methodology used to determine the 

final grade and the score or points the student must earn to achieve each letter grade. The 

instructors and/or the Schools establish the numerical ranges for final grades. 

 

The college designates a limited number of courses, typically developmental support courses, as 

“pass/fail” courses. The college will not calculate a “P/F” or “I” grade as hours attempted when 

calculating grade point average. 
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1.04 Withdrawal 

In order to withdraw from a course and receive a “W” grade, a student must contact the Office of 

Academic Success. When a student withdraws from a class after the census date but before the 

last day to withdraw as indicated on the College’s academic calendar, the Registrar will enter a 

“W” grade on the student’s transcript. 

 

Instructors may administratively withdraw a student from a class section if the student fails to 

participate and/or to attend the course by submitting the online drop form. The instructor must 

complete all necessary documentation, which includes recording the student’s last date of 

attendance in the class section. 

 

SECTION TWO: INCOMPLETE AND IN-PROGRESS GRADES 

 

2.01 Incomplete Grade 

For college-level courses, the incomplete (“I”) grade indicates that extenuating circumstances 

beyond the control of the student have prevented the student from completing the required 

coursework during the term, and that the student has completed at least 75 percent of the 

required coursework with a passing grade as defined in the course syllabus. 

 

When the college authorizes the instructor to assign an “I” grade, the student must complete the 

coursework by the end of the next long term, or within a timeframe prescribed by the instructor 

and approved by the School’s Dean. Failure to complete the coursework during the prescribed 

timeframe will result in a failing grade for the course. The College will not calculate the “I” 

grade as hours attempted in computing the student’s grade point average. 

 

2.02 Incomplete Grade Process 

The following steps are necessary when an incomplete (“I”) grade is warranted. 

1. Student informs instructor of extenuating circumstances beyond the student’s control 

that prevent the student from completing the course with a passing grade. 

2. Instructor determines if the circumstances described by the student are significant 

enough to prevent the student from completing the course and are beyond the control 

of the student. 

3. If the instructor determines the circumstances meet the significance threshold and are 

beyond the control of the student, the instructor calculates (a) the percentage of the 

total coursework required in the course that the student has completed, (b) the 

cumulative grade the student has earned on completed coursework to date, and (c) the 

reasonable timeframe the student will have to complete the remaining coursework. 

4. After completing steps 2 and 3, if the instructor determines the student may be eligible 

to receive an “I” grade, the instructor will submit a written request to his/her dean for 

authorization to award the “I” grade. The request should include a description of the 

steps 2 and 3, as well as a detailed description of the coursework the student will need 

to complete for the course. 

5. After reviewing the instructor’s request, the dean may approve or deny assigning the 

“I” grade in writing to the instructor, the student, and the Registrar. 
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6. It is the responsibility of the student to complete the course work within the required 

timeframe allowing for adequate time for the instructor to grade the assignments. 

7. The instructor shall submit the student’s final grade within the timeframe required by 

this regulation. 

 

2.03 “In Progress” Grade 

An “In Progress” or “IP” grade indicates the student has earned less than a “C” grade in a 

developmental course, but has demonstrated a good faith effort in terms of course meeting 

attendance, assignment completion, and engagement in classroom activities. The student must 

repeat the developmental course in which the instructor assigns an “IP” grade and earn a passing 

grade in the course to progress to college-level courses or the next developmental course. At any 

time, the student may also progress by re-taking the Texas Success Initiative (TSI) examination 

and earning a passing score. 

 

SECTION THREE: INCOMPLETE GRADE DURING PROLONGED CRISIS OR 

EMERGENCY SITUATION 

 

3.01 General Principles 

A. During normal operating circumstances of the college, the standards and procedures 

established in EGA Regulation § 2.01-.02 should be used when assigning an incomplete 

(“I”) grade. 

B. When the College President determines a crisis or emergency situation will 

significantly disrupt the normal operating circumstances of the college--especially 

affecting instructional and other academic activities--for a prolonged period of time, the 

Vice President of Academic Affairs may implement the standards and procedures 

described in this Section for instructors to assign “I” grades to impacted students. 

C. Generally, when operating pursuant to this Section, instructors should assign 

incomplete grades to all students enrolled in an affected course section because such 

circumstances affect the instructional and other academic activities for all students 

equally. The Vice President of Academic Affairs may make exceptions to this general 

principle if the exception is in the best interest of the student and is safe and prudent. 

 

3.02 Incomplete Grade during Prolonged Crises or Emergency Situations 

 

For college-level courses, assigning an incomplete (“I”) grade during a prolonged crisis or 

emergency situation indicates circumstances made it inadvisable for the college to allow a 

student to complete the required course assignments during the term. When the Vice President of 

Academic Affairs implements this Section, an instructor may assign an “I” grade to a student 

regardless of the percentage of the required coursework the student has completed and of the 

grade earned by student at that point in the term. When an instructor assigns an “I” grade during 

a crisis or emergency situation, the student must complete all coursework by the end of the next 

long term, or within the time frame prescribed by the instructor and approved by the Dean and 

the Vice President of Academic Affairs. If the student does not complete the coursework by the 

end of the next long term or during the prescribed time frame, the instructor will assign a failing 

grade for the course. The College will not calculate the “I” grade as hours attempted in 

computing the student’s grade point average. 
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3.03 Process for Assigning an Incomplete Grade during Prolonged Crisis or Emergency 

Situation 

 

The following is the required process to assign an incomplete (“I”) grade under this Section: 

 

1. The College President declares a crisis or emergency situation is currently or will 

disrupt normal operating circumstances of the college for a prolonged period of time. 

2. The Vice President of Academic Affairs notifies in writing academic deans and 

instructors that he/she has implemented this Section. 

a. 3. An instructor, in consultation with the supervising Dean, believes the crisis or 

emergency situation makes it inadvisable to allow students to complete the required 

coursework during the current term. 

3. The instructor shall discuss with each student the option of assigning an “I” grade. 

4. If the student agrees to accept an incomplete grade instead of taking a different action 

such as dropping the course, the instructor will submit an Incomplete Grade - Crisis 

or Emergency Situation form to her/his dean for authorization to award the “I” grade. 

Using the form, the instructor should (a) provide a detailed description of the 

remaining coursework, and (b) prescribe the date by which the student must complete 

the remaining coursework. 

b. 6. After reviewing a completed Incomplete Grade - Crisis or Emergency Situation 

form, the supervising dean may approve or deny assigning an “I” grade in writing to 

the instructor, student, and Vice President of Academic Affairs. 

8. Upon receipt of the completed form and approval of the dean (email approvals may 

be submitted), the Vice President will forward the documentation to the Registrar. 

9. It is the responsibility of the student to complete the coursework within the prescribed 

timeframe. If necessary to the learning process, the college will allow the student 

reasonable access to laboratories, shops, and other relevant academic resources to 

complete the coursework once the resolution of the crisis or emergency situation 

makes such accommodations safe and prudent. 

10. Within five business days of the end of the prescribed timeframe, the instructor shall 

submit the student’s final grade to the Registrar and the supervising dean. 
 

SECTION FOUR: GRADE POINT AVERAGE 

 

4.01 Grade Point Average 

The student’s grade point average (GPA) is significant in determining eligibility for continued 

financial aid, for continuance of enrollment, for acceptance at a transfer institution, for 

graduation, and eventually for employment. Grade points are granted for all courses, with the 

exception of developmental courses, on the basis of the value in semester credit hours for the 

course and the grade earned as follows: 

• A 4 grade points per semester hour 

• B 3 grade points per semester hour 

• C 2 grade points per semester hour 

• D 1 grade points per semester hour 

• F, I, P/F 0 grade points 
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4.02 Special Circumstances 

When a student repeats a course, the college will use the most recent grade earned to calculate 

the student’s grade point average. All developmental courses posted to a student’s permanent 

record will be designated by brackets in the credit earned and grade point columns. While a 

grade will be shown for each developmental course taken, the grade will not be included in the 

cumulative grade point average calculation. Developmental courses may not be used to satisfy 

degree requirements. 

 

4.03 Grade Appeal 

The College recognizes a student’s right to consistent and relevant forms of assessment and 

grading. A grade appeal is a written request submitted by a student to change a course grade (not 

an assignment grade) for a legitimate reason. Students have four (4) calendar months from 

the date the course grade was posted by the instructor to submit a grade appeal. 

 

Typically, a course grade may only be changed by the instructor of record. Should the 

employment of an instructor of record end and/or that instructor become incapacitated or 

unavailable to consider a grade appeal, the Dean responsible for the School offering the course or 

the Vice President of Academic Affairs have the authority to change a course grade if 

appropriate. For the purposes of this Section, “incapacity” means the physical or mental inability 

to enter grades. 

 

Academic grievances involving assignment grading should be discussed with the course 

instructor as soon as possible after the instructor communicates the assignment grade to the 

student. However, if a student believes an instructor assigned an assignment grade through or 

because of illegal discrimination, harassment, or retaliation, the college encourages the student to 

file a complaint as described in Regulation FLD. 

 

4.03.1 Basis for Grade Appeal. The college will not consider a grade appeal merely 

because a student is dissatisfied with a grade or disagrees with the instructor’s 

professional judgment of the quality of the student’s work or performance. When filing a 

grade appeal, the student must document credible evidence of one of the following three 

conditions: 
1. a mathematical error in the course grade’s calculation, 

2. a deviation—by the instructor—from the course syllabus or the College’s 

policy manual, or 

3. the instructor’s decision when assigning the course grade was arbitrary, 

capricious or prejudicial. For the purposes of this Section, "arbitrary" means the 

instructor had no reasonable factual basis for reaching the conclusion or 

assigning the grade; "capricious" means the instructor was unpredictable or 

subject to whim in assigning the grade; and “prejudicial” means the instructor 

exhibited an irrational attitude of hostility toward the student, which does not 

include hostility on the basis of any legally protected status. 

 

Any basis for grade appeal outside of the three conditions listed in Section 4.03.1 or of illegal 

discrimination, harassment, or retaliation will not be considered, and the College will inform the 

student of this policy and refuse to grant the requested relief. 
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If a student believes an instructor assigned a course grade through or because of illegal 

discrimination, harassment, or retaliation, the college encourages the student to file a 

complaint as described in Regulation FFD. 

 

4.03.2 Grade Appeal Process. When a student has credible evidence that one of the 

conditions described in Section 4.03.1 influenced an assigned course grade, the student 

should initiate the following procedure within four months after the course grade was 

posted. 

Level One: Using the college’s Student Complaint and Appeal Form (see FLD 

Exhibit in this manual), submit a written request to the instructor of 

record for the course section in which the student was enrolled to 

review the grade. The student should provide credible evidence 

establishing one of the three conditions described in Section 4.03.1 

exist. The instructor of record shall respond to the student in writing 

within five (5) days of receiving the completed form. 

Level Two: If the instructor of record denies the student’s Level One appeal, the 

student may use the Student Complaint and Appeal Form to appeal to 

the Dean of the School offering the course. The student should 

provide credible evidence establishing one of the three conditions 

described in Section 4.03.1 exist. 

Level Three: If the Dean denies the student’s appeal, the student may use the 

Student Complaint and Appeal Form to appeal to the Vice President 

of Academic Affairs. The student should provide credible evidence 

establishing one of the three conditions described in Section 4.03.1 

exist. The decision of the Vice President of Academic Affairs is final. 

 

4.03.3 Alignment with Regulation FLD. Unless provided in this regulation, the 

definitions, requirements, and principles (e.g., timing, scheduling, costs, representative, 

etc.) of Regulation FLD also apply to this regulation. 
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ADMISSIONS AND ATTENDANCE: ATTENDANCE 

 

SECTION 1: ATTENDANCE 

1.01 A true evaluation of the teaching-learning situation involves a correlation between 

attendance and progress. 

 

It is the responsibility of the student to attend all classes and a record of 

attendance will be kept for all classes by the instructor. 

 

It is the responsibility of the student to withdraw from a class the student no 

longer desires to attend. The Office of Academic Success assists students who 

wish to withdraw from a class. 

 

1.02 The College’s instructional standards allow the instructor to determine the 

requirements for each course. The student who does not meet these requirements 

because of excessive absences and/or non-participation may be dropped by the 

instructor. The student will be notified after being dropped from the course by the 

Registrar’s Office. The position of the instructor on submitting a non-attendance 

drop should be stated in the course syllabus. 

 

1.03 Excessive absences are defined as three or more consecutive absences or four or 

more cumulative absences from regularly scheduled class periods or 15% or more 

of the scheduled class time. Virtual classes must document equivalent 

participation. The summer terms call for two or more consecutive, or three or 

more cumulative absences. A three-hour night class counts as two class periods. 

 

Students will not be dropped and will be allowed to make up work for absences 

because of (1) College District (including early college high school) authorized 

and sponsored activities, and (2) religious holy days. It is the student’s 

responsibility to arrange for make-up work with the instructor and to complete it 

within a reasonable time. 

 

SECTION TWO: RELIGIOUS HOLY DAYS 

 

2.01 In accordance with the Texas Education Code, each student is allowed to be 

absent from a class for the observance of a religious holy day. A “religious holy 

day” means a holy day observed by a religion whose places of worship are 

exempt from property taxation under Section 11.20, Tax Code. The student must 

notify the instructor of each class of the anticipated absence not later than the 15th 

calendar day after the first day of the semester. A student who is excused under 

this section must complete all assignments or missed examinations at the direction 

of the instructor. 
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The form for notification of absences is in the Office of Admissions and will 

include the following: 

 

1. Student name and identification number; 

 

2. Name of religious institution and tax code number; 

 

3. Name and date of holy day(s); 

 

4. Class(es) to be missed; 

 

5. Schedule for delivery of form by student to instructor(s); 

 

6. Conditions and deadlines for completing missed assignments; 

 

7. Instructor’s signature and date; and 

 

8. Student’s signature and date. 

 

SECTION THREE: READMISSION 

 

3.01 A student dropped because of excessive absences will be notified by the 

Registrar’s Office and will follow the stated procedure on a readmission form if 

reinstatement if desired. Students must obtain approval from the instructor to be 

readmitted to a course. The Vice President of Academic Affairs must approve all 

readmission requests after the last date to withdraw from a course in that 

semester. 

 

All make-up work is at the discretion of the instructor. 
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STUDENT DISABILITY SERVICES AND ACCOMMODATIONS 

 
 

SECTION ONE: GENERAL PRINCIPLES 

 

1.01 Role of the Office of Disability Services 

The Angelina College Office of Disability Services (ODS) ensures that all students with 

disabilities are afforded the opportunity to access the same educational opportunities, receive the 

same information, engage in the same interactions, and be empowered to enjoy the same college 

experience as students without disabilities by: 

 

● Promoting self-advocacy, self-efficacy, and independence; 

● Ensuring that students with disabilities are afforded reasonable and timely 

accommodations; 

● Assisting the campus community in identifying barriers to accessibility and solutions for 

providing accessible facilities, courses, events, and activities; 

● Utilizing and teaching Universal Design principles; and 

● Facilitating a campus culture of inclusion and awareness. 

 

1.02 Legal Context 

It is the policy of Angelina College (AC) to comply with the fundamental principles of 

nondiscrimination and accommodation in academic programs as set forth in the primary laws 

that affect higher education and disability. These include Section 504 of the Rehabilitation Act of 

1973 (Section 504), the Americans with Disability Act (ADA) and the ADA Amendments Act of 

2008 (ADAAA). 

Section 504 Act states, “No otherwise qualified person with a disability in the United 

States…shall, solely by reason of disability, be denied the benefits of, be excluded from 

participation in, or subjected to discrimination under any program or activity receiving federal 

financial assistance.” 

Section 504 defines a person with a disability as: “Any person who: Has a physical or mental 

impairment which substantially limits one or more major life activities; Has a record of such an 

impairment; Is regarded as having such impairment.” At Angelina College, a “qualified person 

with a disability” is defined as one who meets the Section 504 definition of a person with a 

disability and who meets the essential eligibility requirements for the receipt of services or the 

participation in programs or activities provided by AC. 

 

Section 504 further states that an institution “shall make such modifications (reasonable 

accommodations) to its academic requirements as are necessary to ensure that such requirements 

do not discriminate or have the effect of discrimination on the basis of handicap, against a 

qualified handicapped applicant or student … Modifications may include changes in the length 

of time permitted for the completion of degree requirements, substitution of specific courses 
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required for the completion of degree requirements, and adaptation of the manner in which 

specific courses are conducted.” Accommodations are reviewed on a case-by-case basis to 

ensure that each accommodation is both effective and reasonable. 

The ADAAA provides further clarification of who qualifies as an “Individual with a Disability.” 

It also provides information on service animals, personal mobility devices, and documentation 

standards. 

None of Section 504, the ADA, or the ADAAA requires colleges to lower academic standards or 

substantially alter the essential, fundamental elements of courses or programs to accommodate 

students with disabilities. The requirement to provide reasonable accommodations is designed to 

afford an equal opportunity for students with disabilities. Achieving reasonable accommodations 

for a student with a disability involves shared responsibility among students, faculty, and staff. 

 

1.03 Student Rights and Responsibilities 

A student with a disability has a right to an equal opportunity to participate in and benefit from 

programs offered at Angelina College (AC). To ensure an efficient working relationship with the 

Office of Disability Services (ODS), students are urged to take an active role in applying for 

reasonable accommodations. To protect this right, an Angelina College student with a disability: 

 

● Has a responsibility to provide documentation of disability to the ODS; 

● Has a responsibility to identify as needing an accommodation according to the timelines 

listed in this Regulation; 

● Has a responsibility to actively participate in the search for accommodations, as applicable; 

● Has a responsibility to notify faculty of approved accommodations; 

● Has the same obligation as any student to meet and maintain the College’s academic and 

technical standards and Student Code of Conduct; 

● Has a right to be evaluated based on ability, not disability; 

● Is entitled to an equal opportunity to learn; 

● Is entitled to an equal opportunity to participate in and benefit from the academic 

community, including access to services, extracurricular activities, and transportation at a 

comparable level as that provided to any other student; and 

● Has a right to appeal the College’s decisions concerning accommodations, first informally 

by working with the ODS Manager; second, formally and internally, by pursing the 

College’s unlawful discrimination grievance process; and third, externally, by filing a 

complaint with the federal Office of Civil Rights at the U.S. Department of Education or 

through the civil court system. 

 

1.04 Faculty Rights and Responsibilities 

Instructors have both rights and responsibilities when working with students with disabilities. 

The information provided below is designed to assist instructors in facilitating the process of 

integrating students with disabilities into the college environment. 
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Instructors: 

● Have a responsibility to comply with Angelina College policies, Section 504 of the 

Rehabilitation Act of 1973, the Americans with Disabilities Act, and the ADA Amendments 

Act, as these laws apply to higher education; 

● Have a responsibility to refer students to the Office of Disability Services (ODS) if students 

self-identify as having a disability to the instructor and are not already receiving ODS 

services; 

● Have a responsibility to implement the reasonable accommodations established by the ODS 

for each student with disability; 

● Have a responsibility to provide the ODS all print material that needs to be converted to an 

alternate format (e.g. large print, electronic text, Braille, taped, etc.) a minimum of three (3) 

working days in advance of the beginning of class or within a minimum of three (3) working 

days of receipt of notification of accommodations after the beginning of class; 

● Have a responsibility to protect and maintain confidentiality at all times when working with 

students with disabilities; 

● Have a responsibility to treat every student with dignity and respect; 

● Have a right to require all students, regardless of disability, to meet and maintain Angelina 

College’s academic and technical standards because although students with disabilities may 

use accommodations, they must meet the same academic and technical standards as other 

students; 

● Have a right to consult with the ODS Manager and student if the location, delivery system, 

or instructional methodology limits the access, participation, or ability to benefit of any 

student with a disability because collaboration ensures that reasonable accommodations in 

those aspects of the course or program are identified and implemented and do not cause a 

fundamental alteration in the nature of the course; and 

● Have a right to teach in an environment supportive of learning and free of disruption 

because all students, regardless of disability, are required to follow the AC Student Code of 

Conduct. 

 

1.05 Office of Disability Services (ODS) Rights and Responsibilities 

The Office of Disability Services (ODS) is responsible for maintaining confidential student 

disability records and coordinating reasonable accommodations and services for students with 

disabilities. For some students this may involve a combination of student support services (e.g., 

tutoring, advising, etc.) and accommodations. For others, a single accommodation is all that may 

be required. The ODS Manager oversees the scope of support services needed by an individual 

student. As a part of this process, the ODS: 

● Has a responsibility to comply with Angelina College policies, Section 504 of the 

Rehabilitation Act of 1973, the Americans with Disabilities Act and the ADA Amendments 

Act, as they apply to higher education; 

● Has a responsibility to maintain confidential records for self-identified students with 

disabilities; 

● Has a responsibility to identify and coordinate reasonable accommodations as indicated by 

the student’s documentation of disability and the interactive discussion; 
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● Has a responsibility to obtain and/or convert standard print material to alternate formats, as 

needed, in a timely manner; 

● Has a responsibility to identify barriers for students with disabilities within ODS and to 

make recommendations for eliminating those barriers; 

● Has a responsibility to protect and maintain confidentiality when working with students with 

disabilities; 

● Has a responsibility to treat every student with dignity and respect; 

● Has a right to require documentation of disability and need prior to making 

accommodations; 

● Has a right to require all students, regardless of disability, to meet and maintain Angelina 

College’s academic and technical standards and the Student Code of Conduct; and 

● Has a right to work in an environment supportive of learning and free from disruption 

because all students, regardless of disability, are required to follow the AC Student Code of 

Conduct. 

 

1.06 Confidentiality 

Records related to disabilities are considered to be highly confidential. The purpose of such 

confidentiality is to protect the student from discrimination on the basis of disability as well as to 

ensure that the student’s medical records are not released except as needed to provide 

educational services. The Office of Disability Services (ODS) is responsible for collecting and 

maintaining these records, and only ODS personnel have direct access to the files. Information 

related to disability should be shared only when there is a legitimate educational need to know, 

and then only limited information shall be shared and only with designated college 

administrators. The ODS Manager determines when it is appropriate to share information about 

students’ disabilities and/or accommodations and ensures that FERPA, HIPAA, and primary 

guidelines are followed. In addition, the ODS may not share the nature of a student’s disability 

with faculty. 

 

● Confidentiality and Parents of Students with Disabilities 

Within the postsecondary education environment, ODS staff and other College 

employees may communicate only with the student who is an adult. Parents are not 

authorized to contact the ODS or try to complete accommodations processes on behalf 

of a student, and the ODS is not able to work with parents who attempt to do so. It is the 

student’s right and responsibility to self-identify. If the student wants parents involved, 

the student may invite them to attend appointments. In that case, the student must 

complete the college’s release form granting permission for a parent to have access to 

information about their accommodations and other information related to the College. 

Confidentiality also extends to instructors, who may not share information with parents. 
● Limits to Confidentiality 

Exceptions to the protection of confidentiality include; (1) a court-ordered subpoena, (2) 

the student expresses intent to harm self or others; and (3) report of abuse of a child, an 

individual with a disability, or an elderly individual. 
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SECTION TWO: DEFINITIONS 

 

2.01 Definitions 

The following definitions of terms apply to all procedures and regulations developed and used by 

the Office of Disability Services (ODS). Subsection 7.01 of this Regulation provides additional 

definitions of terms relevant to animals on campus. 

 

● Accessible: Individuals with disabilities are able to independently acquire the same 

information, engage in the same interactions, and enjoy the same benefits and services 

within the same timeframe as their nondisabled peers, with substantially equivalent ease 

of use. 

● Accommodation: Supports, including auxiliary aids and services, provided by Angelina 

College (AC) at no cost to qualified students with disabilities to ensure they have equal 

access. 

● Accommodation Memo: Document issued by the ODS after the interactive discussion to 

a student with a disability that authorizes instructors and other AC personnel to provide 

approved accommodations to the student. 

● ADA/504 Coordinator: The individual at the College who is assigned the responsibility 

of assuring compliance with the Americans with Disabilities Act (ADA), Sections 503 

and 504 of the Rehabilitation Act of 1973, and other federal and state laws and 

regulations pertaining to persons with disabilities. For students, the ADA/504 

Coordinator is the Manager of the Office of Disability Services. 

● Alternative Testing: Any type of testing that is an exception to the normal testing 

environment for a class. Includes, but is not limited to, extended time, testing in a 

distraction-reduced environment, and/or use of technology, software, or other devices to 

make the test more accessible for the student. 

● Alternative Text or Media: Text or media that ensures accessibility for individuals with 

varying disabilities. The nature of the alternative depends on the access needs of the 

individual and the original form of the content. Textbooks, course packs, and other print- 

based material may need to be converted to an accessible format, which could include but 

is not limited to accessible PDFs, audible text, large print, Braille, and tactile renderings. 

Electronic information may need to be converted to audible text or may need to include 

captioning and/or descriptive narration of videos. 

● Assistive Technology for Note-Taking: The use of software or technology to provide 

students with an effective means of accessing notes independently while still being able 

to engage interactively within the classroom environment. 

● Auxiliary Aids: Equipment, technology, and/or software provided by Angelina College 

(AC) at no cost to qualified students with disabilities to promote the accessibility of AC’s 

programs, classes, activities, and events. 

● Communication Aids and Services: Interpreting, real-time captioning, computer- 

assisted real-time transcription (CART), note-taking services, and other auxiliary aids and 

services that assist with communication, primarily for students who are deaf or hard of 

hearing. 
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● Computer-Assisted Real-Time Transcription (CART): The process of a third-party 

individual converting spoken English into text viewable on a computer or smart phone. 

The transcription is word-for-word, including noting laughter, throat-clearing by the 

instructor, and other audible elements. The purpose of CART is to provide access for a 

student who is deaf/hard of hearing to the spoken word within a class setting. The CART 

provider may be present in the room with the student or may access the spoken lectures 

and discussions through a high-quality microphone while located in another location. The 

student is provided a copy of the CART transcription after class to use for notes. 

● Course Substitution: Substituting an alternative course that teaches similar 

competencies and skills for a required course. 

● Descriptive Narration: Softly spoken English within a video or film that provides 

descriptions of what is occurring to provide access for individuals who are blind or have 

low vision. 

● Direct Threat: There is a significant risk to others that cannot be eliminated or reduced 

to an acceptable level by reasonable modifications to AC’s policies, practices, or 

procedures or by the provision of appropriate accommodations, auxiliary aids, or 

services. The determination that a person or device poses a direct threat to the health or 

safety of others may not be based on generalizations or stereotypes about the effects of a 

particular disability; it must be based on an individual assessment that considers the 

particular activity and the actual abilities and disabilities of the individual. 

● Office of Disability Services (ODS): Angelina College’s designated office where 

students with disabilities request services and provide confidential documentation of 

disabilities. It is the first point of contact for students and faculty who have questions or 

concerns regarding accommodations or other issues related to students’ disabilities. 

● Documentation: Material that provides official information or evidence or that serves as 

a record; the act or an instance of furnishing or authenticating with documents. 

● Dual Credit Courses: Courses in which students receive credits that apply toward both 

high school graduation and college requirements. 

● Emotional Support Animal (ESA): An animal that provides comfort to an individual 

with a disability upon the recommendation of a healthcare or mental health professional; 

its role is to alleviate the symptoms of an individual’s disability, but not to assist an 

individual with a disability with activities of daily living. 

● Equal Access: Within higher education, students with disabilities are provided an equal 

opportunity to participate in, and benefit from the educational opportunities, activities, 

and events offered at or by Angelina College. 

● Fundamental Alteration: A change that is so significant that it alters the essential nature 

of the goods, services, facilities, privileges, advantages, or accommodations offered. 

Auxiliary aids, accommodations, and services provide a modification to the academic 

environment, but cannot lower requirements of a course, program, or event. Although 

students, employees, and campus guests with disabilities can choose courses, academic 

programs, or events as any other person chooses, people with disabilities are strongly 

encouraged to explore the learning outcomes of the courses and/or programs prior to 

enrolling or engaging in this pursuit. 



FC 

(REGULATION) 

337 

 

 

 

● Individual with a Disability: Defined by Section 504 of the Rehabilitation Act as “Any 

person who: Has a physical or mental impairment which substantially limits one or more 

major life activities; Has a physical or mental impairment which substantially limits one 

or more major life activities; Has a record of such an impairment.” 

● Interactive Discussion: The process in which a student with the disability and ODS 

personnel have a conversation about the functional limitations that the student 

experiences as a result of the disability (particularly within a class environment); 

accommodations, services, and/or auxiliary aids previously used; and other factors that 

are relevant for determining the individualized reasonable accommodations, services, 

and/or auxiliary aids for this specific student taking specific classes. The purpose is to 

ensure that the student has the opportunity to share critical or relevant information that 

could impact accommodations, services, and auxiliary aids, such as the student’s 

preferred modality of communication. 

● Interpreting: The process of a third-party individual converting spoken English into sign 

language (usually American Sign Language [ASL]). Additionally, the interpreter 

converts sign language into appropriate spoken English. 

● Modality of Communication: Primary and preferred method of the individual student 

who is deaf or hard of hearing. Can include, but is not limited to, American Sign 

Language interpreting, real-time captioning, and computer-assisted real-time (CART) 

transcription. 

● Note-Taking Services: The process of having a third-party individual present in class to 

take notes for a student with a disability who cannot take notes effectively due to the 

nature of the disability. 

● Online Courses: College courses that are taught completely online. 

● Other Power-Driven Mobility Device (OPDMD): Any mobility device powered by 

batteries, fuel, or other engines, whether or not designed primarily for use by individuals 

with mobility disabilities, that is used by individuals with mobility disabilities for the 

purpose of locomotion. For the purposes of this policy, motorized wheelchairs are not 

considered an OPDMD. 

● Personal Care Attendant: An individual who provides services of a personal nature 

(e.g., bathing, feeding, toileting) for another individual. Angelina College allows these 

services, but is not responsible for paying for the services. 

● Real-Time Captioning: The process of a third-party individual converting spoken 

English into text viewable on a computer or smart phone. The words are concept-for- 

concept, rather than word-for-word. The purpose of real-time captioning is to provide 

access for a student who is deaf/hard of hearing to the spoken word within a class setting. 

The third-party captionist may be present in the room with the student or may access the 

spoken lectures and discussions through a high-quality microphone while located in 

another location. The student is provided a transcript of the real-time captioning after 

class to use for notes. 

● Service Animal: A dog (or a miniature horse, provided it meets the same work and safety 

requirements as a dog) trained to assist people with disabilities in the activities of daily 

living. As defined by the ADA Amendments Act (ADAAA), only dogs and miniature 
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● horses qualify as service animals; the ADAAA states in part, “other species of animals, 

whether wild or domestic, trained or untrained, are not service animals.” 

● Services: Services provided by Angelina College at no cost to qualified students with 

disabilities to ensure they have equal access. 

● Student Assistant: An individual who provides services to ensure access to AC classes 

and labs for a student with a disability who would not otherwise have access. The student 

assistant is arranged for and paid by the ODS and is an employee of the ODS. 

● Timely Request: The amount of advance notice that a student with a disability must 

provide in order to schedule ODS appointments, accommodations, services, and/or 

auxiliary aids. The length of advance notice varies depending on what the student is 

requesting and the amount of time required by ODS to procure, convert, or provide the 

requested appointment, accommodations, services, and/or auxiliary aids. 

● Undue Burden: Significant difficulty or expense. In determining whether an action 

would result in an undue burden, factors to be considered include: (a) the nature and cost 

of the action; (b) the overall financial resources of the site or related sites involved in the 

action; (c) the number of persons employed at the site; (d) the effect on expenses and 

resources; (e) legitimate safety requirements that are necessary for safe operation, 

including crime prevention measures; and/or (f) the impact otherwise of the action upon 

the operation of the site. 

● Universal Design: Composition of an environment, whether physical or digital, such that 

it can be accessed, understood, and used to the greatest extent possible by all people 

regardless of their age, size, ability, or disability. 

● Working Day: Monday through Friday when Angelina College is open. 

 

2.02 Interpretation of Terms 

Angelina College reserves the right to interpret any term related to this regulation. Generally, 

Manager of the ODS, in collaboration with Angelina College legal counsel as necessary, is 

authorized to interpret any term related to this regulation. 

 

SECTION THREE: DISABILITY SERVICES ELIGIBILITY DETERMINATION AND 

DOCUMENTATION 

 

3.01 Documentation 

A student registering for approval of accommodations for a disability is required to provide 

documentation of the disability to the Office of Disability Services (ODS). Documentation is 

required for the following three purposes: 

 

● To establish that the student is an individual with a disability and thus a member of the 

protected class; 

● To establish the need for accommodations on a case-by-case basis due to consideration of 

functional limitations, the nature of the individual class, and in order to have equal access; 

and 

● To be prescriptive in assigning reasonable accommodations through an interactive process. 
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Documentation from external sources may include, but is not limited to, educational or medical 

records, reports, and assessments created by health care providers, school psychologists, 

teachers, or other qualified employees of an educational institution. External documentation will 

vary in its relevance and value based on the original context, credentials of the evaluator, level of 

detail provided, and the comprehensiveness of the narrative. 

 

3.02 Documentation Requirements 

A diagnosis related to a disability must be made by a professional with the appropriate 

credentials for diagnosing/identifying the specific disability. Documentation must include: 

 

1. A specific diagnostic statement on letterhead identifying the disability and date of the 

current diagnostic evaluation; 

2. A description of the diagnostic criteria and/or diagnostic test(s) used; 

3. As appropriate and available, information about how each condition or disability affects 

the student with regard to physical, emotional, and/or cognitive limitations and the 

severity of limitations within the classroom; 

4. Pertinent information regarding treatments, medications, assistive devices, and 

resources currently prescribed or in use, particularly if these will have an academic 

impact; 

5. Specific suggestions as to the types of resources that may be considered by the ODS 

Manager as reasonable accommodations; and 

6. Credentials of the diagnosing professional(s). 

ODS staff will determine whether the evaluation documentation is sufficiently current. The ODS 

Manager will combine the documentation with information attained during the interactive 

discussion and approve appropriate and reasonable accommodations on a case-by-case basis. 

 

3.03 Registration for Services Process 

In order for a student with a disability to be approved for accommodations, the registration for 

services process requires three steps: 

 

1. The student applies for services through the ODS by completing the Educational 

Accommodations Application and submitting it to the ODS; 

2. The student submits documentation of disability to the ODS; and 

3. The student meets with an ODS Manager for an interactive discussion (see Subsection 

3.04) no less than fourteen (14) working days prior to the first class meeting. 

 

If the student does not complete registration for services process a minimum of fourteen (14) 

working days prior to the first day of class, the ODS cannot guarantee that all accommodations 

will be available on the first day of class. 

 

The student may submit the registration form and documentation by (a) hand delivery to the 

ODS in Room 205 in the AC Student Center, (b) mail via the US Postal Service to the ODS, or 

(c) online through the ODS webpage. 
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Students should use the following mailing address for the ODS: 

 

Angelina College 

Office of Disability Services 

PO Box 1768 

Lufkin, TX 75902-1768 

 

In the ODS Manager’s sole discretion subject to applicable law, if the documentation provided is 

not sufficient, ODS staff will explain to the student what kind of documentation is needed. 

Additionally, the Manager can discuss options for obtaining the necessary documentation if the 

student is unsure if the documentation is available. Options may include, but are not limited to, 

accessing records from high school, medical or psychiatric documentation (or a letter on 

letterhead from the doctor who made the diagnosis or is treating the condition, and who has 

signed and dated the letter), audiograms, psychological testing reports, and evaluations from 

state or community agencies and organizations. 

If additional information is required before a determination of reasonable accommodations can 

be made, the ODS may provide temporary accommodations for a specified period of time if 

deemed appropriate by the ODS Manager. Providing a temporary accommodation does not 

imply that the accommodation will be approved on a permanent basis. If a student granted a 

temporary accommodation does not comply with requests to produce additional information or 

documentation by the date specified, the ODS Manager may determine it is not appropriate to 

extend the temporary accommodations beyond the end of the specified period of time for 

temporary accommodations. 

 

3.04 Registration for Services Process - Interactive Discussion 

After the student completes the Educational Accommodations Application and submits 

documentation, the ODS staff will review the documentation and contact the student to schedule 

an interactive discussion with the ODS Manager. 

 

The purpose of the interactive discussion is to include important student input and provide the 

information needed in order to make informed decisions regarding reasonable accommodations. 

The interactive discussion provides critical information regarding each individual student’s 

preferred modality of communication, which drives decisions about which reasonable 

accommodations best address the needs and preferred modality of communication of each 

student. 

 

The type of accommodation necessary to ensure equal access will vary in accordance with the 

modality of communication used by the student; the nature, length, and complexity of the 

communication involved, including the nature and vocabulary of the student’s individual 

courses; and the context in which the communication takes place. When determining what type 

of accommodation is necessary, the ODS will give primary consideration to the accommodation 

the student indicates is most effective. To be effective, accommodations must be provided in 

accessible formats that address the individual and unique needs of each student in a 
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timely manner and in such a way as to protect the privacy and independence of the student. To 

be effective, accommodations, are not required to produce the identical result or level of 

achievement for individuals with and without disabilities, but must afford equal access. 

 

3.05 Reconsideration of Approved Accommodations 

 

Students with disabilities who wish to request reconsideration of the reasonable accommodations 

that have been approved by the ODS may do so on an informal basis by scheduling an 

appointment with the Manager to review the approved accommodations. 

 

● Timeline for Requesting Reconsideration 

Typically, a request for a revision to approved accommodations should be made within the first 

two (2) weeks of a term. However, there are occasions when the need to revise approved 

accommodations may not become apparent until later in a term. 

 

● Reconsideration Process 

The ODS Manager shall review the student’s request and the supporting disability 

documentation, engage in an interactive discussion with the student, and make any revisions the 

ODS Manager determines are appropriate. 

If additional information is required before a decision can be made, the ODS may temporarily 

provide the revised accommodations for a specified period of time if deemed appropriate by the 

ODS Manager. This temporary revision to accommodations does not imply that the revisions 

will be approved on a permanent basis. If a student granted a temporary revision to 

accommodations does not comply with requests to produce additional information or 

documentation by the date specified, the ODS Manager may determine it is not appropriate to 

extend the temporary accommodations beyond the end of the specified period of time for 

temporary accommodations. 

In some cases, it is necessary for the ODS Manager to consult with a faculty member to 

determine which accommodations are reasonable for a specific class. Decisions about reasonable 

accommodations are made on a case-by-case basis and should take into account the fundamental 

elements (as documented in core competencies, learning outcomes, and metrics) of each class as 

well as the impact of the disability on the individual student. 

If a student’s concerns are not resolved during the informal process of meeting with the ODS 

Manager, the student may file a formal grievance. Additional information on the grievance 

procedure is provided in College Policy FLD in the College Policy and Procedures Manual. 

 

SECTION FOUR: REQUESTING APPROVED ACOMMODATIONS 

 

4.01 Requesting Approved Accommodations - Accommodations Memo 

Following the interactive discussion, the ODS Manager will issue the student an 

accommodations memo authorizing AC personnel to provide approved accommodations to the 

student. Students who have already enrolled in classes can immediately request approved 

accommodations by presenting the accommodations memo to the instructor. If the student has 
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not already registered for classes, approved accommodations can be requested once the student 

enrolls in classes. 

 

4.02 Timeline for Initiating Approved Accommodations 

The timeline for initiating approved accommodations varies based on the specific 

accommodations approved for the student. Subsection 4.03 provides the minimum amount of 

advance notice for various accommodations requests. These timelines apply to already-approved 

accommodations that a student is requesting to use in specific classes. They do not include the 

additional time needed to complete the registration for services process. 

 

4.03 Approved Accommodation Type and Notice Needed 

● Alternative Media or Text: Fifteen (15) working days’ minimum advance notice before 

first day accommodation is needed. Accommodation will be provided by fifteen (15) 

working days from the day of the request. 

● Alternative Testing: Five (5) working days’ minimum advance notice before each exam. 

Accommodation will be provided on day of exam. 

● Communication Aids and Services: Five (5) working days’ minimum advance notice 

before first day accommodation is needed. Accommodation will be provided by five (5) 

working days into the term or from the date of approval. 

● Note-Taking Services: Five (5) working days’ minimum advance notice before first day 

accommodation is needed. Accommodation will be provided by five (5) working days 

into the term or from the date of approval. 

● Student Assistant: Ten (10) working days’ minimum advance notice before first day 

accommodation is needed. Accommodation will be provided by ten (10) working days 

into the term or from the date of approval. 

● Other Approved Accommodations: Ten (10) working days’ minimum advance notice 

before first day accommodation is needed; additional time recommended. Every effort 

will be made to provide the approved accommodation(s) by ten (10) working days into 

the term or from the date of approval. 

 

For special requests, such as meeting with professors, tutors, or advisors, or attendance at 

workshops, club activities, off-campus-field trips, and other events that occur outside of 

regularly scheduled class time, the student should request the necessary accommodation 

according to the timelines in Subsection 4.03 by emailing studentservices@angelina.edu. 

Students are encouraged to notify the ODS as far in advance as possible, particularly for off- 

campus events, to facilitate scheduling of accommodations. 

 

● Late Requests 

It is advisable for students to enroll in classes as far in advance as possible and request 

accommodations at the time they enroll to ensure that services are provided without delay. Every 

effort will be made to provide approved accommodations for late requests, but the ODS cannot 

guarantee that these will be in place within five working days. 

mailto:studentservices@angelina.edu
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● Delays in Providing Accommodations 

The ODS staff members make their best effort to provide approved accommodations within the 

timeframes specified in its policies. If the ODS determines a student requires an accommodation 

that is not readily available and will be delayed, ODS personnel will take steps to ensure that the 

student is not denied an opportunity to participate in the academic program by using available 

alternatives to minimize the impact of the delay. 

 

4.04 Requests for Changes to Accommodations Due to Schedule Changes 

If a student drops, adds, or changes classes, the student must notify the ODS at 

studentservices@angelina.edu immediately to request a change to accommodations. Timely 

notification of changes is necessary so arrangements for changes can be established as quickly as 

possible. The following advance notice periods are required: 

 

● Alternative Media or Text: Fifteen (15) Working Days minimum advance notice; 

additional time recommended. 

● Communication Aids and Services: Five (5) Working Days minimum advance notice. 

● Note-Taking Services: Five (5) Working Days minimum advance notice. 

● Student Assistant: Ten (10) Working Days minimum advance notice. 

● Other Approved Accommodations: Ten (10) Working Days minimum advance notice; 

additional time recommended. 

The ODS staff will strive to expedite requests for changes to approved accommodations, but 

cannot guarantee a faster turnaround time. 

 

4.05 Cancelling Approved Accommodations 

It is the responsibility of the student using approved accommodations to notify the ODS at 

studentservices@angelina.edu as soon as the student is aware that that the student will not 

attend class, class has been cancelled, or there is an exam that does not require accommodations. 

A minimum of thirty-six (36) hours advance notice (not including weekends or holidays) is 

required. 

If a student is a “no show” to class three (3) times during a term and fails to cancel scheduled 

accommodations in advance, the student’s approved accommodations will be temporarily 

suspended unless there are extenuating circumstances that are reviewed and approved by the 

ODS Manager. To reinstate accommodations, the student must schedule an appointment with the 

ODS Manager to review ODS policies in order to ensure that the student fully understands ODS 

policies and how to adhere to them. 

 
 

4.06 Reporting Issues with Approved Accommodations 

A student who experiences issues with any approved accommodations should immediately 

inform the ODS Manager. 

To ensure redundancy and avoid delays in addressing issues or concerns, there are three primary 

methods for contacting the ODS to meet with the Manager or to schedule an appointment: 

 

● Visit the ODS in person 

● Email studentservices@angelina.edu 

mailto:studentservices@angelina.edu
mailto:studentservices@angelina.edu
mailto:studentservices@angelina.edu
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● Call/relay call 936-633-5344. 

 

SECTION FIVE: PERSONAL CARE ATTENDANTS 

 

5.01 Statement on Personal Care Attendants 

Angelina College (AC) strives to accommodate individuals with disabilities as required by 

Section 504 of the Rehabilitation Act and the Americans with Disabilities Act Amendments Act. 

AC recognizes that personal care attendants may be necessary, in some instances, to address the 

personal needs of a student with a disability in order for the student to participate in the 

College’s activities, classes, services, and programs. If necessary, a student may hire an impartial 

personal care attendant in order to ensure an equitable and independent experience similar to 

other College students. However, since a personal care attendant is a personal service, personal 

care attendants are not provided or paid by Angelina College. 

 

5.02 Requirements for Bringing a Personal Care Attendant to Campus 

The responsibilities of a student requesting to bring a personal care attendant to campus include 

the following: 

● Submit appropriate documentation to the ODS supporting the necessity of having a 

personal care attendant present on campus; 

● Secure one or more personal care attendants, as needed, prior to attending any College- 

related event or class; 

● Ensure that each personal care attendant registers with the ODS each term; 

● Ensure that if personnel changes occur during a term, the new personal care attendant 

registers with the ODS; 

● Have a back-up plan or alternative plan of action should the regular personal care 

attendant not be available on a particular day or during a particular class period; 

● Comply with, and ensure the personal care attendant complies with, Angelina College 

policies and ODS procedures, as well as the AC Student Code of Conduct; and 

● Pay for all personal care attendant services. 

 

The personal care attendant is expected to: 

● Follow all applicable AC policies, rules, regulations, procedures, and practices; 

● Assist the student before and after class; 

● Wait outside the classroom during class periods (unless attendance in class is deemed 

appropriate by documentation and approved by the ODS); 

● Allow the student to take responsibility for his/her own progress and/or behavior; 

● Refrain from intervening in conversations between the student and faculty, staff, or 

students; and 

● Refrain from discussing any confidential information about the student with faculty, staff, 

or students, except when necessary; 

If a personal care attendant fails to abide by the above practices, the ODS Manager may 

determine that the personal care attendant will no longer be allowed to accompany the student to 
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classrooms and/or other College sites. In that case, the student will need to make other 

arrangements. 

 

SECTION SIX: COURSE SUBSTITUTIONS AS DISABILITY ACCOMMODATIONS 

 

6.01 Course Substitutions 

In some circumstances, the specific nature of a student’s disability may require consideration of 

a course substitution. If, as a direct result of the student’s disability, the student is unable to 

complete the work required within a specific class, with or without accommodations, without 

creating a fundamental alteration to the nature of the class, it may be appropriate to substitute 

another course. The purpose of a course substitution is to provide an alternative course with 

similar educational goals that could be completed by the student with accommodations without 

fundamentally altering the nature of the class or program. 

 

6.02 Requesting a Course Substitution 

The student requests a course substitution through the Vice President of Academic Affairs. It is 

recommended that the student first schedule an appointment with the ODS Manager for 

assistance consulting with appropriate academic administrators about course substitutions. The 

ODS Manager may provide the student a letter of support that documents the necessity of a 

course substitution based upon documentation of disability, prior academic history, and input 

from current instructors. 

 
 

6.03 Approval Process for Course Substitutions as Accommodation 

The Vice President of Academic Affairs will consult with academic administrators and faculty 

members within the student’s field of study or academic program regarding potential courses that 

would provide similar educational outcomes and be appropriate as a substitution. The final 

decision on whether to approve a course substitution is made by the academic administrator for 

the school in which the student’s field of study or academic program is housed. 

 

SECTION SEVEN: ANIMALS ON CAMPUS 

 

7.01 Definitions 

The following definitions of terms apply to animals on campus related to disability services and 

accommodations. 

 

● Emotional Support Animal (ESA): An animal that provides comfort to an individual with 

a disability upon the recommendation of a healthcare or mental health professional; its 

role is to alleviate the symptoms of an individual’s disability, but not to assist an 

individual with a disability with activities of daily living. 

● Guide Dog: A trained dog that serves as a travel tool for persons with severe visual 

impairments or who are blind or have low-vision. 
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● Hearing Dog (sometimes referred to as a signal dog): A dog trained to alert a person with 

significant hearing loss, or who is deaf, to the presence of sounds or people. 

● Partner: The person assisted by a service animal. 

● Pet: An animal kept for ordinary use and companionship. 

● Psychiatric Service Dog: A dog trained to detect the onset of psychiatric episodes and 

lessen their effects. 

● Seizure Response Dog: A dog trained to assist a person with a seizure disorder. 

● Service Animal: A dog (or a miniature horse, provided it meets the same work and safety 

requirements as a dog) trained to assist people with disabilities in the activities of daily 

living. As defined by the Americans with Disabilities Act (ADA), only dogs and 

miniature horses qualify as Service Animals; “other species of animals, whether wild or 

domestic, trained or untrained, are not service animals…” 

● Service Animal in Training: A dog or miniature horse that is being trained as a service 

animal. For the purposes of this policy, all statements that pertain to service animals 

apply equally to service animals in training. 

● Social Signal (SSig) Dog: A dog trained to assist a person with autism. 

 

7.02 Animals Allowed on Campus 

The Americans with Disabilities Act (ADA) allows service animals and service animals in 

training to be on the Angelina College campus. If a person with a disability requires a service 

animal, the animal must be allowed to accompany the person anywhere on campus, including 

food service areas, except in situations where the service animal may cause a safety issue or 

interfere with the fundamental nature of campus activities, such as research or clinical areas that 

require a sterile environment. 

 

The Fair Housing Act (FHA) and the Rehab Act Section 504 allows emotional support animals 

in residential housing. An emotional support animal (ESA) must be approved through the ODS. 

 

7.03 Animals Other than Service Animals and Emotional Support Animals 

Angelina College prohibits individuals from bringing animals, other than service animals or 

approved emotional support animals in the residence hall, to campus without prior written 

approval from the Vice President of Academic Affairs. Animals other than service animals and 

emotional support animals in campus housing may be on campus only if they are approved in 

advance as part of a campus-sponsored event, program, or service (e.g., test anxiety relief days 

sponsored by a unit). The academic or office administrator of the sponsoring unit is responsible 

for securing approval, ensuring proper supervision and control over the animal, and any 

necessary waste clean-up. Failure to do so will result in revocation of approval to have the 

animal on campus. Moreover, an animal participating in a campus-sponsored event, program, or 

service may be removed for any of the reasons listed in Subsection 7.06. 
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7.04 Eligibility for Service Animal Status 

To qualify as a service animal, a dog (or, if approved, a miniature horse) must perform work or 

tasks that directly relate to the partner’s disability. According to Section 504 of the 

Rehabilitation Act (including clarifications issued in September 2010), examples include, but are 

not limited to: 

● Assisting individuals who are blind or have low vision with navigation or other tasks; 
● Alerting deaf or hard-of-hearing individuals of the presence of people or sounds; 

● Providing non-violent protection or rescue work; 

● Pulling a wheelchair; 

● Assisting an individual during a seizure; 

● Alerting an individual to the presence of allergens; 

● Retrieving items such as medicine or a telephone; 

● Providing physical support and assistance with balance and stability to individuals with 

mobility disabilities; 

● Helping individuals with psychiatric and neurological disabilities by preventing or 

interrupting impulsive or destructive behaviors. 

 

If an animal meets one of these criteria, it qualifies as a service animal. 

 

If the service an animal performs is not obvious, the ODS may ask two questions to determine if 

it qualifies as a service animal: 

● Is the animal a service animal that is required because of a disability? 

● What disability-related work or task has the animal been (or is the animal being) trained 

to perform? 

 

The ODS may not require other proof of a service animal’s status. Faculty and staff may not 

require medical documentation of the need for the animal, training documentation, or a 

demonstration of its ability to perform a task. Service animals do not have to be licensed or 

certified by the state, local government, or any training program. 

 

● Dogs 

A dog used as a service animal may be any breed or size. Service animals may (but are not 

required to) wear specialized equipment, such as a backpack, harness, or special collar or leash, 

as needed to assist their partners with activities of daily living. Types of service animals include, 

but are not limited to, guide dogs, hearing dogs, psychiatric service dogs, social signal (SSig) 

dogs, and seizure response dogs. 

 

● Miniature Horses 

The ADAAA requires institutions to make appropriate provisions for miniature horses that have 

been individually trained to do work or perform tasks for people with disabilities. Miniature 

horses generally range in height from twenty-four (24) to thirty-four (34) inches at the shoulders 

and weigh seventy (70) to one hundred (100) pounds. 
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Assessment factors: ODS will determine whether to grant permission for a miniature horse to 

serve as a service animal on a case-by-case basis. When making such a determination, the ODS 

will take the following factors into account: 

o Whether the miniature horse is housebroken; 

o Whether the miniature horse is under the partner’s control; 
o Whether AC facilities can safely accommodate the miniature horse’s type, size, and 

weight; and 
o Whether the miniature horse’s presence will compromise legitimate safety 

requirements necessary for safe operation of AC facilities. 

o 

7.05 Emotional Support Animals 

Emotional support animals (ESA) do not qualify as service animals under the ADA, ADAAA, or 

Section 504 of the Rehabilitation Act. An ESA may be allowed to stay in campus housing under 

the protections granted by the Fair Housing Act (FHA) or the Rehab Act Section 504. ESAs are 

subject to the same regulations described in Sections 7.06 and 7.07. 

For a student to qualify to have an emotional support animal in his or her campus housing: 

● The student must have a disability as defined by the ADA; 

● The student must be registered with the ODS office; 

● The student must have an already established relationship with the animal; 

● The animal must be housebroken and up-to-date on all vaccinations; 

● The emotional support animal must be approved through the ODS office as an official 

accommodation; 

● The owner must re-submit permission for the ESA to be housed on campus each new 

term with the ODS; 

● The owner must notify ODS if the animal is no longer needed or is no longer residing on 

College property. If the animal will be replaced, the owner must submit a new request; 

For information regarding this process, students should contact the Residential Life Specialist by 

emailing dorms@angelina.edu and the ODS at studentservices@angelina.edu as early as 

possible, and no later than two months prior to the dorm move-in date. 

 

7.06 Responsibilities of Individuals Using Service Animals or Emotional Support 

Animals 

Partners using service animals on campus, or emotional support animals in campus housing 

(ESA), are responsible for the following: 

● Safety: the animal must not pose a direct threat to the health and safety of others on 

campus. 

● Compliance with Local Ordinances: the animal must have all immunizations, licenses, 

and other items required by the city or comparable governmental entity in which the 

campus, site, or ac activity exists or occurs and must comply with laws regulating noise, 

restraint, and at-large animals. Dogs used as service animals or ESA must wear a City of 

Lufkin (or other relevant municipality) license tag and a current rabies vaccination tag at 

all times. 

mailto:dorms@angelina.edu
mailto:studentservices@angelina.edu
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● Control of Animal: Partners must maintain control over their animal at all times. 

Animals must be harnessed, leashed, or tethered unless the animal needs to perform a 

task requiring it to travel beyond the length of the restraint or if the partner’s disability 

prevents the use of such devices. In that case, the partner must maintain control through 

voice, signal, or other commands. 

● Care and Supervision: The care and supervision of the animal is solely the responsibility 

of the partner. The partner must provide the animal with food and water at appropriate 

intervals. Food and water should not be provided in classrooms, laboratories, the library, 

the campus café, or other areas where it may present a health risk or create a disturbance. 

Food and water should be provided outside or in a public area of campus, such as a 

lobby. The partner is responsible for bringing clean bowls for food and/or water and for 

cleaning up the area as necessary after the service animal or ESA eats or drinks. 

● Hygiene: The animal should be bathed regularly to avoid significant odors and/or 

shedding. Regular grooming may be necessary for flea, tick, and shedding control. 

● Waste: Animals must be housetrained and able to control their waste elimination, which 

should take place outdoors. The partner is responsible for independently removing or 

arranging for the removal of the animal’s feces and/or urine, placing the waste in a 

closed container or bag, and disposing of it in an outdoor trash bin. The partner must 

carry sufficient equipment and/or bags for cleaning up and disposing of the animal’s 

waste. Partners who are physically unable to pick up and dispose of waste are 

responsible for making all necessary arrangements for assistance. 

● Damage: The partner is responsible for any damages caused by the animal. 

● General Regulations: Partners accompanied by a service animal or ESA are subject to 

the same campus conditions, regulations, and limitations that apply to individuals 

without service animals or ESA. 

 

Temporary visitors with service animals who visit campus for conferences, workshops, class 

work, or other circumstances must adhere to all requirements listed in this section. 

 

7.07 Removing a Service Animal or Emotional Support Animal (ESA) 

A service animal, or emotional support animal (ESA) in campus housing, may be temporarily or 

permanently asked to leave Angelina College facilities, grounds, or sponsored events for any of 

the following circumstances: 

● The partner is unable to control the animal’s behavior (including barking) and/or does not 

take effective action to control the behavior; 

● An animal intended for use as a service animal is objectively determined to be presently 

incapable of performing appropriate and disability-related work or tasks for the partner 

and is deemed not to qualify as a service animal under the ADA; 

● An animal demonstrates unruly or disruptive behavior that indicates it has not been 

successfully trained to function as a service animal in public settings or as a ESA in 

campus housing; 

● The animal is ill; 
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● The animal is not clean (this does not apply to animals that become wet from weather- 

related incidents but are otherwise clean); 

● The animal is destructive; 

● The animal is aggressive; 

● The partner violates the responsibilities set out in this policy; 

● The animal is abandoned or left for an extended time without supervision. 

 

The timeframe for removing the animal will be determined based on the facts of the specific case 

and whether the animal poses an imminent threat of harm to members of the campus community. 

If asked to remove an animal the partner may return to campus without the service animal/ESA 

and the College will provide the partner a reasonable accommodation in place of the service 

animal/ESA. 

 

7.08 Complaints about Animals on Campus 

Individuals with medical issues that are affected by a service animal or emotional support 

animals (ESA) should contact the Office of Disability Services (ODS). The person raising the 

concern must provide verifiable medical documentation supporting the claim that the presence of 

the animal is a medical issue. The ODS will consider the needs of the partner and the person 

filing the complaint in attempting to resolve the problem as efficiently and effectively as 

possible. If there is cause to be concerned that an animal may be a health or safety risk, contact 

the ODS to discuss these concerns. Such reports will be handled on a case-by-case basis. 

 

SECTION EIGHT: STUDENT GRIEVANCES 

 

8.01 Right to Grieve 

A student may engage in the grievance process if the student believes the ODS is not reasonably 

accommodating a disability. A student may also file a grievance based on a belief that there has 

been discrimination due to the student’s disability, whether in class, at a college event, or in any 

other activity associated with Angelina College. 

 

8.02 Filing a Grievance at Angelina College 

A student wishing to file a grievance related to disability services should contact the Manager of 

Disability Services (see: College Regulation FFD in the AC Policies and Procedures Manual). If 

the student’s grievance is against the ODS Manager, the student should file the complaint with 

the College President (see College Regulation FFD Section 3.08). 

 

8.03 External Grievance Process 

If a student believes that there has been discrimination and/or that Angelina College has failed to 

remediate the issue, the student may, at any time, file a complaint with the federal Office of Civil 

Rights (OCR). The student may contact OCR at https://www.hhs.gov/ocr/index.html. 

https://www.hhs.gov/ocr/index.html
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HEALTH REQUIREMENTS AND SERVICES: COMMUNICABLE DISEASES 

 

HEALTH AND WELLNESS 

1.01 Health-related campus policies referring to HIV/AIDS, other communicable diseases, 

alcohol and substance abuse, and immunizations are available in the office of the school 

nurse located in the student center. The College District shall promote the health and well 

being of the College District community through direct medically related services, health 

education and counseling, and referrals to appropriate community agencies. 

 

COMMUNICABLE DISEASES 

2.01 Communicable diseases include, but are not limited to, measles, influenza, viral hepatitis- 

A and B, HIV/AIDS, and tuberculosis. For the purpose of this policy, the term “HIV 

infection” shall include AIDS, AIDS-Related Complex (ARC), and a positive test for the 

antibody to human immunodeficiency virus. 

 

2.02 The College District’s decisions involving students who have communicable diseases 

shall be based upon current and well-informed medical judgments concerning the disease, 

the risks of transmitting the illness to others, the symptoms and special circumstances of 

each individual who has a communicable disease, a careful weighing of the identified 

risks, and the available alternatives for responding to a person with a communicable 

disease. 

 

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

grounds that the student has a communicable disease. Students shall not be denied access 

to College District facilities or campus activities solely on the grounds that they have a 

communicable disease, however, the College District reserves the right to exclude a 

student with a communicable disease from College District facilities, programs, and 

activities if the College District makes a medically based determination that the 

restriction is necessary for the welfare of the student with the disease and/or the welfare 

of other members of the College District community. 

 

2.03 The College District shall comply with all pertinent statutes and regulations that protect 

the privacy of students with a communicable disease. The College District shall ensure 

that procedural safeguards are in effect in all offices of the College District in order to 

maintain the confidentiality of students who have HIV infection. 

 

2.04 The College District shall maintain a comprehensive HIV infection education program 

and shall make its policy on HIV/AIDS available to students by including said policy in 

the student handbook and distributing the handbook at registration. 

 

2.05 The College District is required to, and shall report, on the day of the recognition, all 

suspected or known cases of communicable diseases as described in the appropriate 

federal and state statutes and regulations. 
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IMMUNIZATIONS 

3.01 The College District does not require proof of immunization for the general student 

population, except proof of bacterial meningitis immunization for most new students as 

required by state law. 

 

Immunizations are required for students whose course work involves direct patient 

contact in a medical or clinical setting. These requirements are distributed with the 

information packets admission materials for each program involving clinical coursework. 

 

ALCOHOL AND SUBSTANCE ABUSE 

4.01 In compliance with the Drug-Free Schools and Communities Act of 1989, the College 

District has adopted and shall prescribe to the following alcohol and drug policy: 

 

To ensure a safe, productive working and learning environment on all property either 

owned or controlled by the College District, the unlawful manufacture, use, sale, 

dispensation, or possession of alcohol, controlled substances, drugs, or drug 

paraphernalia is strictly prohibited. 

 

The College District shall strictly prohibit any member of the College 

District community, visitor, or contractor being on any property either owned or 

controlled by the College District while under the influence alcohol, drugs, or controlled 

substances. Anyone under the influence of alcohol, drugs, or controlled substances on 

property either owned or controlled by the College District will be refused entry or 

removed from said property. 

 

Anyone taking a drug or other medication, whether or not prescribed by the individual’s 

physician for a medical condition, that is known or advertised as possibly affecting or 

impairing judgment, coordination, or other senses, or that may adversely affect ability to 

perform work or studies in a safe and productive manner, shall notify his /her instructor 

or supervisor prior to starting work or entering the classroom. 

 

Members of the College District community with drug or alcohol problems who 

voluntarily disclose their problem and enroll in an employer or student assistance or 

rehabilitation program will not be subject to disciplinary action when they follow 

recommendations made by the referral source and successfully complete the treatment 

program. 

 

The complete alcohol and drug policy can be found in the Student 

Handbook. 
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STUDENT COMPLAINTS: SEXUAL HARASSMENT 

NOTICE OF STUDENT RIGHTS 

What is the College District policy concerning sexual misconduct? 

 

The College District forbids employee conduct constituting sexual harassment of students. The 

College District forbids students from engaging in unwanted and unwelcome verbal or physical 

conduct of a sexual nature directed toward another student or a College District employee. 

 

What is sexual harassment? 

 

Sexual harassment of a student by an employee includes any unwelcome sexual advances, 

requests for sexual favors, and other verbal (oral or written), physical, or visual conduct of a 

sexual nature. It also includes such activities as engaging in sexually oriented conversations for 

purposes of personal sexual gratification, telephoning a student at home or elsewhere to solicit 

inappropriate social relationships, physical contact that would be reasonably construed as sexual 

in nature, and enticing or threatening a student to engage in sexual behavior in exchange for 

grades or other school-related benefit. 

 

Sexual harassment of a student by another student includes unwanted and unwelcome verbal or 

physical conduct of a sexual nature, whether by word, gesture, or any other sexual conduct, 

including requests for sexual favors. 

 

What laws address sexual harassment of students? 

 

Sexual harassment or abuse of students by College District employees may constitute 

discrimination on the basis of sex and is prohibited by Title IX (the federal law prohibiting 

gender-based discrimination by schools that receive federal funds). 

 

What will the College District do when it learns of sexual harassment of a student? 

 

When a college administrator receives a report that a student is being sexually harassed or 

abused, he or she will initiate an investigation and take prompt action to intervene. 

 

What do I do if I have been sexually harassed at college? 

 

A student who has a complaint alleging sexual harassment by other student(s) or sexual 

harassment by an employee may request a conference with the appropriate administrator or 

designee, or the College District’s Title IX coordinator. The conference will be scheduled and 

held as soon as possible but within seven calendar days. The appropriate administrator or Title 
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IX coordinator will coordinate an investigation. Oral complaints should be reduced to writing to 

assist in the College District’s investigation. 

A complaint may also be filed separately with the Office of Civil Rights: 

Regional Director 

Office of Civil Rights, Region VI 

1999 Bryan Street, Suite 2600 

Dallas, Texas 75201 

Telephone: (214) 880–2459 

Fax: (214) 880–3082 TDD: (214) 880–2456 

 

Who is the Title IX coordinator and how do I contact that person? 

 

The Title IX coordinator for the College District is: 

 

Name: Tifini Whiddon 

 

Position: Director of Human Resources 

Address: Administration Building Room 201 

Telephone: (936) 633–4555 

The Title IX coordinator is a College District employee who has the responsibility to assure 

College District compliance with the requirements of Title IX. The coordinator will investigate 

or oversee an investigation of a complaint alleging violations of Title IX. 

 

The College District has adopted complaint procedures for handling Title IX complaints, which 

may be obtained from the appropriate administrator or Title IX coordinator. The student may be 

accompanied by an advisor throughout the complaint process. 

 

Will my complaint be confidential? 

 

To the greatest extent possible, complaints will be treated in a confidential manner. Limited 

disclosure may be necessary in order to complete a thorough investigation. 

 

What if I am not satisfied by the College District’s resolution of my complaint? 

 

If the student is not satisfied with the College District’s initial response to the complaint, he or 

she has seven calendar days to request a conference with the College President or designee, who 

will schedule and hold a conference. Prior to or at the conference, the student must submit a 

written complaint that contains: a statement of the complaint; any evidence to support the 
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complaint; the resolution sought; the student’s and/or student’s signature; and the date of the 

conference with the appropriate administrator. 

 

If the student considers the resolution unsatisfactory, he or she may request that the complaint be 

heard by the Board of Trustees at its next regular meeting, in accordance with policy 

BD(LOCAL). The Board will hear the complaint in closed meeting, unless otherwise required by 

the Texas Open Meetings Act. At the conclusion of the hearing, the Board will decide what 

action it deems appropriate. 
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STUDENT FINANCIAL AID 

 

SCHOLARSHIPS 

1.01 There are a number of scholarships made available to College District students by 

individuals and organizations interested in the education of worthy students in the 

community. Scholarships are awarded by various divisions of the College, local 

industries, organizations, businesses and the scholarship committee. All scholarship 

awards, regardless of the sources, are administered by the Scholarship Coordinator and 

the Dean of Student Services. 

 

Although primary emphasis of scholarship awards is placed on recruitment, awards may 

be given for the purpose of retention or when upgrading a recipient’s award is deemed 

appropriate by the committee. 

 

1.02 In the interest of providing adequate control over scholarships and fairness in the 

distribution of scholarships among students, the following policy and procedures will 

apply to scholarship awards with the exception of athletic and cheerleader scholarships. 

 

SCHOLARSHIP COMMITTEE MEMBERSHIP AND DUTIES 

2.01 The committee shall consist of full-time faculty, with each division of the College 

District being represented by one or more members, (See BGC). 

 

2.02 The committee shall award academic scholarships to eligible students, except for those 

scholarships awarded by the divisions. The committee shall recommend policy changes, 

recommend scholarship recipients to the office of student services and elect a chairperson 

during the September meeting. 

 

SCHOLARSHIP COMMITTEE MEETING DATES 

3.01 The committee shall have regularly scheduled meetings in August, December, March and 

July during the academic year. 

 

3.02 The chairperson shall call additional meetings as necessary. 

 

COORDINATION AND COMMUNICATION BETWEEN THE SCHOLARSHIP 

COMMITTEE AND DIVISIONS AWARDING SCHOLARSHIPS 

4.01 In addition to the committee, the Fine Arts Division, the Health Careers Division and the 

Technology/Workforce Division award scholarships. There are also several personal 

consultation scholarships awarded that are personally recommended by faculty. 

 

4.02 In order to facilitate adequate control and fairness in the distribution of scholarships, the 

Fine Arts, Health Careers and Technology/Workforce Divisions must provide the 

following information to the Scholarship Coordinator and chair of the scholarship 
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committee immediately after the selection of award recipients: name and student 

identification number of recipient, name of award, amount and duration of award. 

 

4.03 The committee shall notify the above-mentioned divisions of any awards made by the 

committee for the purpose of ensuring fairness in the distribution of academic 

scholarships. 

 

SCHOLARSHIP AWARDS/LIMITATIONS 

5.01 The committee shall generally award only one scholarship to a prospective recipient. 

However, under exceptional circumstances, the committee may deem it appropriate to 

award multiple scholarships. 

 

5.02 Full-time scholarship recipients may receive awards for up to four semesters, fall and 

spring semesters only, provided they meet the eligibility criteria outlined in the specific 

award. No scholarships awarded by the committee shall be available during the summer 

terms. 

 

5.03 Part-time students, enrolled in less than 12 semester hours, shall be eligible for academic 

scholarships that do not specifically state in the eligibility criteria that the student must be 

full-time. Part-time scholarship recipients may be eligible for awards in excess of four 

semesters. The total dollar amount shall not exceed the amount a full-time student would 

receive on a comparable scholarship. 

 

DIRECTOR OF FINANCIAL AID/SCHOLARSHIP COORDINATOR/OFFICE OF 

STUDENT SERVICES RESPONSIBILITIES 

6.01 The Director of Financial Aid and Scholarship Coordinator shall ensure that scholarship 

information is current in the College District bulletin. The Scholarship Coordinator shall 

create and be responsible for distribution of applications, brochures and other related 

documents. The Scholarship Coordinator shall provide scholarship information and 

applications to students at orientation sessions. 

 

6.02 The Scholarship Coordinator shall compile a master list of all scholarship applicants and 

provide a list of applicants ranked by entrance exam scores, high school class rank, 

College District grade point average and other pertinent information to the committee 

members at least three days prior to committee meetings. 

 

6.03 The Scholarship Coordinator shall receive the current scholarship balances from the 

designated staff in the business office in order to determine scholarship availability. The 

Scholarship Coordinator shall provide the committee with a list of available scholarships, 

the eligibility requirements for each scholarship and the number of awards that can be 

made from each scholarship. 
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The Scholarship Coordinator shall create and disburse letters of acceptance or rejection to 

scholarship applicants promptly after committee action. A master file of all acceptance letters 

shall be maintained. 

 

The Scholarship Coordinator shall review the income-by account, or summary, of all scholarship 

awards and shall reconcile it and make necessary corrections and initiate reimbursements when 

necessary. 

 

The Scholarship Coordinator shall work with recipients in sending letters of gratitude to donors 

and coordinate news releases concerning scholarships. 

 

The Scholarship Coordinator shall ensure the orderly processing of non-institutional and general 

criteria-driven awards and review awards prior to each semester to ensure that recipients meet the 

eligible criteria. 

 

The Scholarship Coordinator shall compile a list of all recipients awarded scholarships by the 

committee, including the recipient’s grade point average, total number of hours taken each 

semester and semesters on this scholarship. This information will be made available to the 

committee during the January and June meetings. 

 

The Scholarship Coordinator shall review the list of graduates at the conclusion of each term and 

notify the committee of graduation status. 

 

The Executive Director of Marketing and Strategic Enrollment, or his designee, shall provide 

scholarship information and applications to prospective students at high school career days 

and other similar activities throughout the service area of the College District. 
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STUDENT FREEDOM FROM DISCRIMINATION, HARASSMENT, AND 

RETALIATION 

 

SECTION ONE: STATEMENT OF NONDISCRIMINATION 

 

1.01 Statement of Nondiscrimination 

The College prohibits discrimination, including harassment, against any student on the 

basis of sex, gender, race, color, religion, national origin, disability, age, or any other 

basis prohibited by law. 

 

1.02 Retaliation 

The College prohibits retaliation by a student or by a College employee against a student 

alleged to have experienced discrimination or harassment or another student who, in good 

faith, makes a report of harassment or discrimination, serves as a witness, or otherwise 

participates in an investigation. 

 

1.03 False Claims and Statements and Noncooperation with Investigations 

A student who intentionally makes a false claim, offers false statements, or refuses to 

cooperate with a College investigation regarding discrimination or harassment shall be 

subject to appropriate disciplinary action. 

 

SECTION TWO: DEFINITIONS 

 

2.01 Discrimination 

Discrimination against a student is defined as conduct directed at a student on the basis of 

sex, gender, race, color, religion, national origin, disability, age, or on any other basis 

prohibited by law that adversely affects the students. 

 

2.02 Prohibited Harassment 

Prohibited harassment of a student is defined as physical, verbal, or nonverbal conduct 

based on the student’s sex, gender, race, color, religion, national origin, disability, age, or 

any other basis prohibited by law that is so severe, persistent, or pervasive that the 

conduct limits or denies a student’s ability to participate in or benefit from the College’s 

educational program. Examples of prohibited harassment may include offensive or 

derogatory language directed at another person’s religious beliefs or practices, accent, 

skin color, or need for accommodation; threatening, intimidating, or humiliating conduct; 

offensive jokes, name calling, slurs, or rumors; physical aggression or assault; display of 

graffiti or printed material promoting racial, ethnic, or other negative stereotypes; or other 

kinds of aggressive conduct such as theft or damage to property. 

 

2.03 Sexual Harassment by an Employee 

Sexual harassment of a student by a College employee includes unwelcome sexual 

advances; requests for sexual favors; sexually motivated physical, verbal, or nonverbal 

conduct; or other conduct or communication of a sexual nature when: 

2.03.1 A College employee causes the student to believe that the student must submit to 

the conduct in order to participate in a school program or activity, or that the 
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employee will make an educational decision based on whether or not the student submits 

to the conduct; or the conduct is so severe, pervasive, and objectively offensive 

that it effectively denies a person equal access to the College’s education program 

or activity. 

 

2.04 Sexual Harassment by Others 

Sexual harassment of a student, including harassment committed by another student, 

includes unwelcome sexual advances; requests for sexual favors; or sexually motivated 

physical, verbal, or nonverbal conduct when the conduct is so severe, persistent, or 

pervasive that it limits or denies a student’s ability to participate in or benefit from the 

College’s educational program. 

 

2.05 Sexual Violence 

Sexual violence is a form of sexual harassment. Sexual violence includes physical sexual 

acts perpetrated against a person’s will or where a person is incapable of giving consent 

due to the victim’s use of drugs or alcohol or due to an intellectual or other disability. 

 

2.06 Examples of Sexual Harassment 

Examples of sexual harassment of a student may include sexual advances; touching 

intimate body parts or coercing physical contact that is sexual in nature; jokes or 

conversations of a sexual nature; rape; sexual assault; sexual battery; sexual coercion; and 

other sexually motivated conduct, communications, or contact. Physical contact not 

reasonably construed as sexual in nature is not sexual harassment. 

 

2.07 Gender-Based Harassment 

Gender-based harassment includes physical, verbal, or nonverbal conduct based on the 

student’s gender, the student’s expression of characteristics perceived as stereotypical for 

the student’s gender, or the student’s failure to conform to stereotypical notions of 

masculinity or femininity. For purposes of this policy, gender-based harassment is 

considered prohibited harassment if the conduct is so severe, pervasive, and objectively 

offensive that it effectively denies a person equal access to the College’s education 

program or activity. 

 

Examples of gender-based harassment directed against a student, regardless of the 

student’s or the harasser’s actual or perceived sexual orientation or gender identity, may 

include offensive jokes, name-calling, slurs, or rumors; physical aggression or assault; 

threatening or intimidating conduct; or other kinds of aggressive conduct such as theft or 

damage to property. 

 

2.08 Retaliation 

No person may intimidate, threaten, coerce, or discriminate against any individual for the 

purpose of interfering with any right or privilege secured by Title IX or because the 

individual has made a report or complaint, testified, assisted, or participated or refused to 

participate in any manner in an investigation proceeding, or hearing. Intimidation, 

threats, coercion, or discrimination including charges against an individual for code of 

conduct violations that do not involve sex discrimination or sexual harassment, but arise 



FFD 

(REGULATION) 

361 

 

 

 

out of the same facts or circumstances as a report or complaint of sex discrimination, or a 

report of formal complaint of sexual harassment, for the purpose of interfering with any 

right or privilege secured by Title IX, constitutes retaliation. Retaliation is punishing 

students for asserting their rights to be free from discrimination including harassment. 

 

2.09 Prohibited Conduct 

In this policy, the term “prohibited conduct” includes discrimination, harassment, and 

retaliation as defined by this policy, even if the behavior does not rise to the level of 

unlawful conduct. 

 

SECTION THREE: REPORTING PROCEDURES 

 

3.01 Student Report 

Any student who believes that he or she has experienced prohibited conduct or believes 

that another student has experienced prohibited conduct should immediately report the 

alleged acts to a responsible employee or the Title IX Coordinator. 

 

3.02 Employee Report 

Any College employee who suspects and any responsible employee who receives notice 

that a student or group of students has or may have experienced prohibited conduct shall 

immediately notify the Title IX Coordinator listed in this policy and shall take any other 

steps required by this policy. 

 

3.03 Reporting Exceptions 

A person who holds a professional license requiring confidentiality, such as a counselor, 

or who is supervised by such a person shall not be required to disclose a report of 

prohibited conduct without the student’s consent. A person who is a nonprofessional 

counselor or advocate designated in administrative procedures as a confidential source 

shall not be required to disclose information regarding an incident of prohibited conduct 

that constitutes personally identifiable information about a student or other information 

that would indicate the student’s identity without the student’s consent, unless the person 

is disclosing information as required for inclusion in the College’s annual security report 

under the Clery Act. 

 

3.04 Responsible Employee 

For purposes of this policy, a “responsible employee” is an employee: 

 

3.04.1 Who has the authority to remedy prohibited conduct; 

 

3.04.2 Who has been given the duty of reporting incidents of prohibited conduct; or 

 

3.04.3 Whom a student reasonably believes has the authority to remedy prohibited 

conduct or has been given the duty of reporting incidents of prohibited conduct. 

 

The College designates the following persons as responsible employees: any instructor, 

any administrator, or any College official designated below. 
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3.05 Title IX Coordinator 

Reports of discrimination based on sex, including sexual harassment or gender-based 

harassment, may be directed to the Title IX Coordinator. The College designates the 

following person to coordinate its efforts to comply with Title IX of the Education 

Amendments of 1972, as amended: 

 

Name: Ms. Tifini Whiddon 

Title: Director of Human Resources 

Mailing Address: Office of Human Resources, 3500 S. First St, Lufkin, TX 75901 

Campus Address: 201 Administration Building 

Phone: 936-633-4511 

Email: twhiddon@angelina.edu 

 

3.06 Student ADA/Section 504 Coordinator 

Reports of discrimination based on disability may be directed to the ADA/Section 504 

Coordinator. In matters relating to students, the College designates the following person 

to coordinate its efforts to comply with Title II of the Americans with Disabilities Act of 

1990, as amended, which incorporates and expands the requirements of Section 504 of 

the Rehabilitation Act of 1973 as amended. 

 

Name: Ms. Renee McCain 

Title: Manager of Disability Services 

Mailing Address: Office of Disability Services, 3500 S. First St, Lufkin, TX 75901 

Campus Address: 206 Student Center 

Phone: 936-633-4504 

Email: rmccain@angelina.edu 

 

3.07 Other Antidiscrimination Laws 

The College President or designee shall serve as coordinator for purposes of College 

compliance with all other antidiscrimination laws. 

 

3.08 Alternative Reporting Procedures 

A student shall not be required to report prohibited conduct to the person alleged to have 

committed the conduct. Reports concerning prohibited conduct, including reports against 

the Title IX Coordinator or the ADA/Section 504 Coordinator, may be directed to the 

College President. A report against the College President may be made directly to the 

Board President. If a report is made directly to the Board President, the Board shall 

appoint an appropriate person to conduct an investigation. 

 

3.09 Timely Reporting 

Reports of prohibited conduct shall be made as soon as possible after the alleged act or 

knowledge of the alleged act. A failure to immediately report may impair the College’s 

ability to investigate and address the prohibited conduct. 

mailto:twhiddon@angelina.edu
mailto:rmccain@angelina.edu
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3.10 Investigation of Report 

3.10.1 After the written notice of a formal complaint has been given to the College, the 

Title IX Coordinator shall contact the complainant within 10 days to discuss 

supportive measures, inform the complainant of the right to a formal complaint 

investigation consistent with the Title IX and the informal resolution process. 

After the written notice of a formal complaint has been given to the College, both 

the complainant and the respondent will receive written notice. An investigation 

shall follow the filing of the complaint. 

 

1.10.2 Investigation of the Report upon receipt or notice of a report, the Title IX 

Coordinator shall determine whether the allegations, if proven, would constitute 

prohibited conduct as defined by this policy. If so, the Title IX Coordinator shall 

immediately authorize or undertake an investigation, except as provided below 

Section 3.10.5. 

 

If the Title IX Coordinator determines that the allegations, if proven, would not 

constitute prohibited conduct as defined by this policy, the Title IX Coordinator 

shall refer the complaint for consideration under the Student Complaints policy 

(FLD Local in the College’s Policy and Procedure Manual), as appropriate. 

 

1.10.3 Interim Action 

If appropriate and regardless of whether a criminal or regulatory investigation 

regarding the alleged conduct is pending, the College shall promptly take interim 

action calculated to address prohibited conduct prior to the completion of the 

College’s investigation. 

 

1.10.4 College Investigation 

The investigation shall be conducted by the Angelina College Chief of Police or a 

designee. The investigator shall have received appropriate training regarding the 

issues related to the complaint and the relevant College’s policies and procedures. 

The investigation may consist of personal interviews with the person making the 

report, the person against whom the report is filed, and others with knowledge of 

the circumstances surrounding the allegations. The investigation may also include 

analysis of other information or documents related to the allegations. 

 

1.10.5 Criminal Investigation 

If a law enforcement or regulatory agency notifies the College that a criminal or 

regulatory investigation has been initiated, the College shall confer with the 

agency to determine if the College’s investigation would impede the criminal or 

regulatory investigation. The College shall proceed with its investigation only to 

the extent that it does not impede the ongoing criminal or regulatory investigation. 

After the law enforcement or regulatory agency has completed gathering its 

evidence, the College shall promptly resume its investigation. 
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1.10.6 Concluding Investigation 

Absent extenuating circumstances, such as a request by a law enforcement or 

regulatory agency for the College to delay its investigation, the investigation 

should be completed within ten College business days from the date of the report; 

however, the investigator shall take additional time if necessary to complete a 

thorough investigation. The investigator shall prepare a written report of the 

investigation. The report shall be filed with the Title IX Coordinator overseeing 

the investigation. 

 

3.10.7 Notification of the Outcome The College shall provide written notice of the 

outcome, within the extent permitted by the Family Educational Rights and 

Privacy Act (FERPA) or other law, to the complainant and the person against 

whom the complaint is filed. 

 

SECTION FOUR: COLLEGE ACTION 

 

4.01 Prohibited Conduct 

If the results of an investigation indicate that prohibited conduct occurred, the College 

shall promptly respond by taking appropriate disciplinary or corrective action reasonably 

calculated to address the conduct, in accordance with College policies and procedures. 

 

4.02 Examples of Corrective Action 

Examples of corrective action may include a training program for those involved in the 

complaint, a comprehensive education program for the College community, counseling 

for the victim and the student who engaged in prohibited conduct, follow-up inquiries to 

determine if any new incidents or any instances of retaliation have occurred, involving 

students in efforts to identify problems and improve the College climate, increasing staff 

monitoring of areas where prohibited conduct has occurred, and reaffirming the College’s 

policy against discrimination and harassment. 

 

4.03 Exception - Sexual Harassment 

The College shall minimize attempts to require a student who complains of sexual 

harassment to resolve the problem directly with the person who engaged in the 

harassment; however, if that is the most appropriate resolution method, the College shall 

be involved in an appropriate manner. Mediation shall not be used to resolve sexual 

harassment complaints. 

 

4.04 Improper Conduct 

If the investigation reveals improper conduct that did not rise to the level of prohibited 

conduct, the College may take disciplinary action in accordance with College policies 

and procedures or other corrective action reasonably calculated to address the conduct. 

 

4.05 Confidentiality 

To the greatest extent possible, the College shall respect the privacy of the complainant, 

persons against whom a report is filed, and witnesses. Limited disclosures may be 

necessary in order to conduct a thorough investigation and comply with applicable law. 
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4.06 Appeal 

A student who is dissatisfied with the outcome of the investigation may appeal through 

the Student Complaints policy’s appeal process (see FLD LOCAL in the AC Policies and 

Procedures Manual), beginning at the appropriate level. A student shall be informed of 

his or her right to file a complaint with the U.S. Department of Education Office for Civil 

Rights. 

 

4.07 Records Retention 

The College will maintain certain documents relating to Title IX activities for seven years 

to include sexual harassment investigations, any appeal and the result therefrom, any 

information resolution, all materials used to train Title IX coordinators, investigators, 

decision-makers, and any person who facilitates an informal resolution process. 

 

4.08 Access to Policy, Procedures, and Related Materials 

Information regarding this policy and any accompanying procedures, as well as relevant 

educational and resource materials concerning the topics discussed in this policy, shall be 

distributed annually to College employees and students in compliance with law and in a 

manner calculated to provide easy access and wide distribution, such as through 

electronic distribution and inclusion in the College Policy and Procedure Manual, and 

other major College publications. Information regarding the policies, procedures, and 

related materials shall also be prominently published on the College’s website, taking 

into account applicable legal requirements. Copies of the policies and procedures shall be 

readily available at the College’s Human Resources Office and shall be distributed to a 

student who makes a report. 

 

See AFA (Local) Title IX: Prohibited Discrimination and Harassment 

Updated: 09/2020 
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STUDENT HOUSING 

 

The College District maintains one residence hall and rooms are reserved on a first-come, first- 

served basis after full scholarship recipients are housed and returning resident students have 

exercised their option to renew a reservation for the ensuing semester or term. 

 

Dormitory residents are expected to obey all local, state, and federal laws in addition to all the 

College District regulations outlined in the code of student conduct and the residence hall 

agreement. 

 

The code of student conduct shall be found in the current Student 

Handbook. 
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SOLICITATIONS 

 

As used in this regulation, the word solicitation shall mean the free distribution, sale or offer for 

sale of any property or service, whether for immediate or future delivery, and the receipt of or 

request for any gift or contribution by a student, a recognized student organization, or individuals 

or groups unaffiliated with the College District. 

 

No solicitation shall be conducted in or on any property either owned or controlled by the 

College District except in accordance with the following provisions when they do not violate a 

sole source vendor contract clause: 

 
 

1. The sale of any newspaper, magazine, or other publication in an area designated in 

advance by the dean of student services for the conduct of such an activity. 

 

2. The sale or offer for sale of any food or drink item in an area designated in advance by 

the dean of student services for the conduct of such an activity. 

 

3. The collection of membership fees or dues by recognized student organizations at 

meetings of such organizations scheduled in accordance with the College District’s 

regulations on use of facilities. 

 

4. The collection of admission fees for programs sponsored by recognized student 

organizations and scheduled in accordance with the College District’s regulations. 

 

5. The activities of a recognized student organization that can present to the dean of student 

services written evidence from the Internal Revenue Service that the organization has 

been granted an exemption from taxation under 26 U.S.C. 501(c)(3), internal revenue 

code. No organization may solicit under this section without the approval of the activity 

from the dean of student services, and if approved, for no more than fourteen days, 

whether continuous or intermittent, during the school year. 

 

6. Solicitations involving only the campus community must be approved by the dean of 

student services. 

 

Solicitation made pursuant to the terms of this policy shall be conducted 

according to the following: 

1. The solicitation shall not disturb or interfere with the regular academic or institutional 

programs being conducted in buildings or on property owned or controlled by the College 

District. 
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2. The solicitation shall not interfere with the free or unimpeded flow of pedestrian and 

vehicular traffic on sidewalks and streets and at places of ingress and egress to and from 

buildings owned or controlled by the College District. 

 

3. The solicitation will not harass, embarrass, or intimidate the person or persons being 

solicited. 

 

If, after a reasonable investigation, the dean of student services determines that a solicitation is 

being conducted in a manner violating this policy, the dean may prohibit that party from 

soliciting on the campus. 
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STUDENT RECORDS 
 

DIRECTORY INFORMATION AND STUDENT RECORDS 

1.01 The student educational records maintained by the College District fall into two general 

categories: directory information and student records. The purpose of this policy is to 

describe various kinds of educational records and to state the permissible uses of these 

records. These policies and procedures are in full accord with the final regulations 

implementing the Family Educational Rights and Privacy Act of 1974. 

 

CONFIDENTIALITY OF RECORDS 

2.01 That part of a student’s educational record defined as directory information is public 

information and will be made available to the public. The Family Education Rights and 

Privacy Act of 1974 defines directory information. Directory information includes, but is 

not limited, to the student’s name, address, telephone listing, electronic mail address, 

photograph, date and place of birth, major field of study, dates of attendance, grade level, 

enrollment status (e.g., undergraduate or graduate; full-time or part-time), participation in 

officially recognized activities and sports, weight and height of members of athletic 

teams, degrees, honors and awards received, and the most recent educational agency or 

institution attended. 

 

2.02 Student records include all educational records except for directory information and are 

not public records. The College District will maintain the confidentiality of these student 

records. 

 

Information in a student’s educational record may be released by the College District as 

directed by the College President in response to a health or safety emergency. 

 

2.03 The College President shall be the College District’s officer for public records. Each 

department head shall be an agent of the officer for public records for the purposes of 

complying with the Public Information Act and the College District’s policy on public 

records. 

 

2.04 Students may at any time request that all directory information be 

withheld by completing a non-disclosure statement in the registration and admissions 

office. 
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STUDENT ACTIVITIES: STUDENT PUBLICATIONS 

 

1.01 College student publications shall support freedom of the press as a right guaranteed by 

the First Amendment of the U.S. Constitution. 

 

1.02 Publications shall be produced by and for students in keeping with the goals and mission 

of the College District for the purpose of information and entertainment. 

 

1.03 The College District newspaper and publications shall accept signed letters to the editor 

expressing the opinions of students and faculty in response to topics of interest to the 

college community. If published, the letters will be held to the same journalistic standards 

of fairness and accuracy as is expected in the work of the newspaper staff members. 

 

1.03.1 The College District may subject student expression to prior screening under clear 

and reasonable regulations. 

 

1.04 The College District’s educators shall exercise editorial control over style and content of 

student speech in school-sponsored expressive activities so long as their actions are 

reasonably related to legitimate pedagogical concerns. 

 

1.05 The College District may refuse to disseminate or sponsor student speech that: 

 

1. Would substantially interfere with the work of the school. 

 

2. Impinges on the rights of other students. 

 

3. Is vulgar or profane. 

 

4. Might reasonably be perceived to advocate drug or alcohol use, irresponsible sex, 

or conduct otherwise inconsistent with the shared values of a civilized social 

order. 

 

5. Is inappropriate for the level of maturity of the readers. 

 

6. Does not meet the standards of the educators who supervise the production of the 

publication. 

 

7. Associates the school with any position other than neutrality on matters of 

political controversy. 
 

 

 

 

 

 

 

 

 

 
 

 
FKC 

370 

(REGULATION) 



FKC 

(REGULATION) 

371 

 

 

 

STUDENT ACTIVITIES: REGISTERED STUDENT ORGANIZATIONS 

 

Participation of students in student activities is based upon interests, abilities, and maintenance 

of satisfactory academic standing and progress. The general objectives of all student activities 

shall be the development of intellectual potential, to attain physical wellbeing, and to enrich 

student’s social, cultural, and civic experiences. 

 

The student activities program shall be under the supervision of the Executive Director of 

Student Affairs or designee. The Executive Director of Student Affairs or designee in 

conjunction with the student activities and athletic committee, the College District student 

association, and the dormitory council will plan and schedule student activities. 

 

The College District shall not discriminate on the basis of race, creed, color, sex, national origin, 

or disability in providing student activities to the students. The College District shall provide 

qualified disabled students an equal opportunity to participate in collegiate clubs, intramural 

sports, and other student activities. 

 

REGISTERED STUDENT ORGANIZATIONS 

1.01 Members of student organizations are expected to obey all local, state, and federal laws in 

addition to all the regulations of the College District. The standards of student conduct, 

including disciplinary procedures are designed to provide and conform to the basic tenets 

of due process. 

 

Freedom of discussion, inquiry, and expression is fostered by the College District and the 

privileges of citizenship are protected. Accordingly, the College District has developed 

regulations pertaining to students and student organizations. Any student or organizations 

violating a regulation of the College District is subject to disciplinary action according to 

the provisions of this code. 

 

1.02 Personal conduct of students or student organizations on the College District campus, or 

at College District-sponsored events is subject to College District disciplinary 

jurisdiction. The College District may enforce its disciplinary policy and procedure when 

personal conduct, regardless of where it occurs, directly, seriously, or adversely interferes 

with, or disrupts the overall mission, programs, or other functions of the College District. 

 

1.03 Recognition of student groups shall not be denied on the basis of views expressed by the 

group. However, emphasis for recognition is placed on the activity orientation of the 

prospective organization and is generally related to instructional areas or recreational 

pursuits. Recognition may be denied if the group violates reasonable campus rules and/or 

does not serve an expressed mission of the College District. 
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FACULTY/STAFF ADVISOR 

2.01 Student organizations must have an approved faculty or staff advisor who shall ensure 

that the College District regulations pertaining to student organizations are fulfilled. 

 

The faculty/staff advisor shall provide leadership and guidance to the student 

organization as well as continuity from one year to the next. It is especially noted that the 

role of the faculty/staff advisor is not one of control but rather advisement and counsel. 

 

RECOGNITION OF STUDENT ORGANIZATIONS 

3.01 Student organizations may be officially recognized when formed for purposes that are 

consistent with the philosophy, goals, and mission of the College District. To be 

recognized, student groups must: 

 

1. Have an approved faculty/staff advisor. 

 

2. File a constitution and statement of purpose with the office of student services. 

 

3. File an annual request with the office of student services for official recognition. 

 

4. Conduct the activities of the organization in a manner that reflects the goals of the 

College District. 

 

5. Ensure that the purpose, goals, and activities of the organization does not 

duplicate those of another. 

 

6. Ensure that participation is not denied based on sex, disability, race, nationality, 

or religion. 

 

ELIGIBILITY CRITERIA FOR STUDENT PARTICIPATION 

4.01 Students participating in student organizations must maintain satisfactory academic 
progress as outlined in the College District Student Handbook. 

 

4.02 Students selected as officers in student organizations will have at least a 2.00 grade point 

average at the time of election and post at least a 2.00 GPA during subsequent semesters. 

Officers shall be enrolled in a minimum of six semester hours. 

 

RIGHTS AND DUTIES 

5.01 A recognized student organization shall be entitled to invite and sponsor speakers for its 

group. However, organizations are not authorized to present programs to an all-College 

audience unless they are approved to do so by the Executive Director of Student Affairs. 

An event open to an all-College audience shall generally be defined as one that is 

promoted as being open to persons who are not members of the sponsoring organization. 
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5.02 The Vice President of Business Affairs shall negotiate and sign contracts for all 

entertainment, recreational, cultural, or educational events that are being considered for 

an all-College District audience. 

 

The organization inviting a speaker or performer to the campus shall be responsible for 

any and all damages proximately caused by acts of misfeasance or malfeasance on the 

part of the speaker/ performer or those acting in concert with the speaker. The inviting 

organization shall hold the College District harmless from any and all damages caused by 

the speaker/performer or those acting in concert with the speaker. 

 

The College District reserves the right to cancel any event deemed likely to cause an 

interruption in the College District’s orderly activities. The President or a duly authorized 

representative may order an event to be terminated on grounds that it constitutes 

disruptive activity as defined by the Texas Education Code. 

 

All student organizations will have their functions, whether on or off campus, approved 

by their official faculty/staff advisors. 

 

5.03 State law as it regards candidates for public office and campaigning on public property 

and all other applicable statutes shall be observed. Political organizations inviting 

candidates to speak to an all-College District audience shall afford equal time to 

opponents seeking that political office. 

 

POSTING GUIDELINES 

6.01 General publicity shall be defined as any method or device for disseminating 

informational material on the College District campus. General publicity must be 

approved by the office of student services before posting on College District bulletin 

boards. 

 

Only events sponsored by a recognized student organization may be promoted under 
these guidelines. 

 

All publicity posted on bulletin boards shall be no larger than 616 square inches, 22” x 

28”. 

 

There shall be no more than one poster or announcement of a particular announcement 

per bulletin board. 

 

All publicity shall contain the name of the sponsoring organization. 

 

Recognized organizations posting publicity are responsible for removal of the material 

when the date for posting has expired. An expiration date shall be considered as one day 

following the date of the posted event. The posting period shall not exceed three weeks. 
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General publicity printed in a foreign language shall have the same information presented 

in English and shall have the name of the recognized organization presented in English. 

 

General publicity shall be posted to bulletin boards and other designated posting areas 

only. No posting shall be attached to glass surfaces, indoor or outdoor walls, doors, 

vending machines, cars, trees, light posts, or other similarly unauthorized locations. 

Chalking of sidewalks is prohibited. 

 

6.02 A recognized organization shall not advertise or promote events or activities in a manner 

that falsely suggests that the event or activity is sponsored by the College District. 

 

FISCAL PROCEDURES 

7.01 Fund-raising activities shall be conducted in a manner that does not jeopardize support 

the College District receives. Fund-raising activities by recognized student organizations 

shall be approved by the Executive Director of Student Affairs. 

 

7.02 The College District business office maintains accounts for all recognized organizations. 

All funds earned through fund-raising activities or membership dues shall be deposited in 

the organization’s account. 

 

ATHLETICS 

8.01 The athletic program functions in accordance with the goals and mission of the College 

District. The athletic program adheres to the rules and regulations set forth by the 

National Junior College Athletic Association and the Region 14 Athletic Conference and 

strives to promote a sense of community in the College District and its service area. 

 

8.02 The intercollegiate athletic program operates under the supervision of the athletic director 

who reports to the College President. The student activities and athletic committee is a 

standing faculty committee charged with the review and recommendation of student 

activities and athletics regarding their contributions to the College District community. 

The committee’s review shall include athletic department policies and input into the 

evaluation of the program’s effectiveness. 

 
 

8.03 The granting of intercollegiate athletic scholarships shall follow the regulations set forth 

by the National Junior College Athletic Association and the Region 14 Athletic 

Conference. 
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STUDENT RIGHTS AND RESPONSIBILITIES: INVOLVEMENT IN DECISION- 

MAKING 

 

The College District shall maintain a student association organized to deal with programs, issues, 

enhancement of student activities, and to provide input to the College District administration on 

policies, planning, and evaluation. The name of the student association shall be the Angelina 

College Student Association, (ACSA). 

 

ASCA MEMBERSHIP AND DUTIES 

1.01 Membership of the association shall be representative of the various recognized student 

organizations active on the College District campus. Members-at-large shall be appointed 

by instructional divisions only when the respective division is not represented by a 

recognized student organization. 

 

1.02 Members shall be elected by their respective student organizations, or, if necessary, 

appointed by their instructional division annually and no member shall serve more than 

two years. 

 

1.03 The association shall meet on a regular schedule to discuss policy implementation, 

modification, or elimination, discuss the enhancement of student programs, issues, and 

activities, and to provide input to the faculty committee on activities and athletics and the 

institutional planning and evaluation council (IPEC). 

 

The chairperson shall call additional meetings as necessary. 

 

1.04 The association shall elect a chairperson, vice chairperson, and secretary at the September 

meeting. 

 

The officers, or their appointed representatives, shall attend all scheduled meetings of the 

faculty committee on activities and athletics and the IPEC. 

 

Two members of the association shall serve on the IPEC student services committee and 

two members shall serve on the IPEC learning resources committee. These four members 

shall be appointed by the association officers. 

 

COORDINATION AND COMMUNICATION BETWEEN ASSOCIATION AND 

ADMINISTRATION 

2.01 The Executive Director of Student Affairs or designee shall be responsible for providing 

administrative support to the association. This support shall include, but not be limited to, 

scheduling of meeting facilities, access to photocopying equipment, supplies, and 

financial support for the orderly conduct of association business. 
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2.02 The Executive Director of Student Affairs or designee shall be responsible for ensuring 

that open communication exists between the ACSA and the faculty committee on 

activities and athletics, the IPEC, and the administration’s executive committee. 
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(Local) 

STUDENT CONDUCT AND DISCIPLINE PROGRAM 

 

SECTION ONE 

GENERAL PRINCIPLES 
 

1.01 Intent 

It is the intent of the Student Conduct and Discipline Program to provide an educational 

and developmental response to student misconduct while ensuring a safe and appropriate 

teaching and learning environment. 

 

1.02 Progressive Discipline 

In keeping with the educational intent of the Student Conduct and Discipline Program, the 

College engages in progressive discipline to help students understand and behave in 

accordance with the College’s conduct standards. The progressive discipline process 

includes (a) selecting a proportional response to a student’s misbehavior and (b) increasing 

the level of response if the student subsequently misbehaves. 

 

1.03 Exceptions to Progressive Discipline 

Although the College generally engages in progressive discipline in the Student Conduct 

and Discipline Program, in circumstances wherein the College determines it is likely a 

student’s behavior will continue (a) to be disruptive to the teaching and learning 

environment, (b) violate another person’s rights, and/or (c) represent a potential threat to 

campus or individual safety and security, the College may expel the student for the first 

occurrence of misconduct. 

 

1.04 Program Authority 

The College President delegates authority and responsibility for administering the Student 

Conduct and Discipline Program to the Dean of Student Affairs. 

 

1.05 Responsible Employees 

A responsible employee is a College employee required to report allegations of student 

misconduct promptly to the Dean of Student Affairs. Responsible employees are not 

confidential reporting resources. At the Angelina College, responsible employees include, 

but are not limited to: 

• administrators 

• employees assigned an apartment in College student housing 

• student success coaches 

• coaches, and other athletic staff who interact directly with students 

• faculty members 

• police officers and security staff 

• all supervisory staff 
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SECTION TWO 

PERSONAL CONDUCT 

 

2.01 Jurisdiction of the Student Conduct and Discipline Program 

The personal conduct of students is subject to the Student Conduct and Discipline Program 

in all of the following settings: 

• on the grounds of any College site or campus, in any facility or building owned or 

operated by the College, and in any vehicle owned by or operated by the College; 

• when participating in or attending College functions regardless of the location of 

the function; and 

• when participating in recognized student organizations, college-sponsored groups 

or organizations, or intercollegiate athletic teams. 

 

2.02 Connection to the College 

The College may address the personal conduct of students through the Student Conduct 

and Discipline Program--regardless of where the behavior occurs--if the student has a clear 

connection to the College when engaging in the conduct and if such behavior may adversely 

affect the safety and security, programs, or reputation of the College. 

 

2.03 Expectations for Students Employed by or Representing the College 

The College may require students to meet appropriate behavioral expectations if the 

College employs them or engages them to represent the College as volunteers at events or 

programs. These expectations may include appropriate guidelines for the students’ apparel 

and expression or speech that may otherwise be protected. If a student fails to meet these 

expectations, the College may take appropriate disciplinary action up to and including 

termination of the student’s employment, may refuse to continue allowing the student to 

volunteer, and/or may hold the student accountable for his/her behavior through the Student 

Conduct and Discipline Program. 

 

2.04 Local, State, and Federal Laws and Ordinances 

The College expects students to obey all local, state, and federal laws and ordinances. The 

College may administer appropriate disciplinary sanctions through the Student Conduct 

and Disciplinary Program if a student violates a law or ordinance. 

 

SECTION THREE 

EXAMPLES OF PROHIBITED BEHAVIOR 

 

The following are examples of prohibited behavior. The College may conduct investigations, 

administer processes, and assign penalties related to behaviors that are not listed below but that 

the College finds are disruptive to the teaching and learning environment or College operations 

and/or present a threat to campus or individual safety and security. 

 

3.01 Academic Integrity and Honesty 

A college’s intellectual reputation depends on maintaining the highest standards of 

academic integrity and honesty. Commitment to those standards is a responsibility of every 
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Angelina College student, instructor, and staff member. The College requires complete 

honesty from each student in all phases of coursework. Breaches of academic integrity and 

honesty include cheating, plagiarism, and the unauthorized possession or disposition of 

academic materials. The College considers any breach of academic integrity and honesty 

as a violation of acceptable student conduct, and instructors and/or the Dean of Student 

Affairs will address any violation. 

 

Cheating: Cheating is the act of using unauthorized materials or receiving unauthorized 

assistance during an examination or any other academic exercise. Examples of cheating 

include: copying the work of another student during an examination or any other academic 

exercise, or permitting another student to copy one’s work; taking an examination for 

another student, allowing another student to take one’s examination, or facilitating this 

behavior among other students; possessing unauthorized notes, study sheets, examinations, 

or other materials during an examination or other academic exercise; collaborating with 

another student during an academic exercise without the instructor’s consent; falsifying 

examination results; or otherwise acquiring or submitting as one’s work any research paper 

or writing assignment prepared by another individual or firm. 

 

Plagiarism: Plagiarism is defined as the use of another’s ideas or words without 

appropriate acknowledgment. Examples of plagiarism include: failing to use quotation 

marks when directly quoting from a source; failing to provide appropriate citation when 

using distinctive ideas from a source, including websites, message boards, or the social 

media accounts of others; and fabricating or inventing sources. 

 

Unauthorized Possession or Disposition of Academic Materials: Unauthorized 

possession or disposition of academic materials may include: selling or purchasing 

examinations, papers, reports or other academic work; taking another student’s academic 

work without permission; possessing examinations, papers, reports, or other materials not 

released by an instructor; and/or submitting the same paper for multiple classes without 

advance instructor authorization and approval. 

 

3.02 Alcoholic Beverages 

The College prohibits student possession or consumption of alcoholic beverages on 

College property. Behavior subject to disciplinary action include the possession and/or 

consumption of alcoholic beverages and/or being under the influence of alcohol at a 

campus or site or while representing the College during an off-campus activity. 

 

3.03 Illegal Substances 

The College prohibits the possession, distribution, or use of any illegal substance on 

campus or at any College function on or off campus. 

 

3.04 Tobacco 

Angelina College is a Tobacco Free campus. The College prohibits the use of tobacco 

products on all College property. 
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3.05 Vapor and e-cigarettes 

The College prohibits use of vapor and e-cigarettes on all College property. 

 

3.06 Housing and Residence Life 

The College prohibits violations or breaches of the Angelina College Residential Contract 

by students living in College housing. 

 

3.07 Animals on Campus 

The College prohibits pets and other privately-owned animals in any College building 

unless the Vice President of Academic Affairs (VPAA) makes a specific exception for 

academic purposes. When the VPAA makes an exception, animals on campus must be on 

a leash or be otherwise under the direct and positive control of the owner. 

 

The College permits service animals assisting individuals with disabilities in all College 

facilities, programs, and events. Students with disabilities should contact the Office of 

Student Success and Inclusion to obtain guidelines and regulations related to service 

animals. 

 

3.08 Children in the Classroom 

The College prohibits students bringing children to class without prior consent from the 

instructor. 

 

3.09 Discrimination and Harassment 

In accordance with federal and state law, the College prohibits unlawful discrimination, 

including harassment, on the basis of race, color, religion, national origin, gender, including 

sexual harassment, age, disability, citizenship, and veteran status. Pursuant to College 

policy, the College also prohibits discrimination on the basis of sexual orientation, gender 

identity, and gender expression. Angelina College also fosters an environment of open 

communication and is committed to protecting individuals from retaliation who participate 

or engage in protected activities. 

 

Interested individuals should also see the following College policies and regulations: 

• AF (Local) - Equal Employment and Educational Opportunities Statement 

• AFA (Local) - Title IX: Prohibited Discrimination and Harassment 

• FFD (Regulation) - Student Freedom from Discrimination, Harassment, and 

Retaliation 

• FLD (Local) - Student Complaints 

 

3.10 Disruptions 

The College prohibits use of force, violence, tactics, or behavior that cause obstruction or 

disruption of teaching, administration, disciplinary procedures, or other authorized 

activities on College premises. 
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3.11 Distribution of Literature, Advertising, Selling or Solicitation 

Selling and soliciting are only permitted on the College’s campus and sites with official 

authorization. The College prohibits solicitation of students, faculty, or staff members by 

personal contact or through the distribution of advertising leaflets or handbills on any 

College property or in any buildings to promote sales without prior approval of Dean of 

Student Affairs or his/her designee. 

 

3.12 False Reports 

The College prohibits false reporting of incidents including intentional activation of fire 

alarms or fire suppression systems on campus when a threat is not imminent. 

 

3.13 Falsification of Records 

The College prohibits knowingly furnishing false information to the College by forging or 

altering a document, record, or identification. 

 

3.14 Financial Responsibilities 

The College prohibits students from failing to promptly address all financial 

responsibilities owed Angelina College. This prohibition includes any student unpaid 

debts, returned checks, overdue borrowed books, and other cases of financial 

irresponsibility. 

 

3.15 Firearms, Fireworks, and Explosives 

The College prohibits the unauthorized possession or use of firearms, fireworks, 

explosives, or unauthorized hazardous chemicals of any description on College grounds or 

property, including residence halls. 

 

3.16 Food and Drinks 

The College prohibits possession and consumption of food and drinks in the computer labs, 

classrooms, laboratories, shops, theatre, library, and other designated areas on campus 

without prior approval by appropriate College personnel. 

 

3.17 Gambling 

The College prohibits gambling in any form on College grounds and property, including 

College residence halls. 

 

3.18 Lewd, Vulgar, Indecent, or Obscene Conduct & Expression 

The College prohibits lewd, vulgar, indecent, or obscene conduct and expression infringing 

upon the rights of others to the point where the behavior is so severe, persistent or pervasive 

that it explicitly or implicitly affects an individual’s employment or enrollment, 

unreasonably interferes with an individual’s work or educational performance, or creates 

an intimidating or hostile work or educational environment. The College also prohibits 

lewd, vulgar, indecent, or obscene conduct that disrupts the campus learning environment, 

including all College activities conducted on and off campus property. 
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3.19 Misuse of Student Identification Card 

The College prohibits the use of a student identification card by anyone other than the 

person to whom it is issued, and the failure to present or relinquish a student identification 

card to a member of the faculty, staff, or administration upon request. 

 

3.20 Official Directives 

The College prohibits failure to comply with the lawful directives of all College officials 

acting within the scope of their responsibilities. 

 

3.21 Stalking 

The College prohibits students from attempting to control or intimidate another student 

through behavior or threats. “Stalking” is a course of conduct directed at a specific person 

that would cause a reasonable person to fear for the person’s own safety or for the safety 

of others or would cause that person to suffer substantial emotional distress. A “course of 

conduct” means two or more acts in which a person directly, indirectly, or through third 

parties, by any action, method, device or means, follows, monitors, observes, surveils, 

threatens or communicates to or about a person or interferes with a person’s property. 

“Reasonable person” means a reasonable person under similar circumstances and with 

similar identities to the complainant. “Substantial emotional distress” means significant 

mental suffering or anguish that may, but does not necessarily, require medical or other 

professional treatment or counseling. 

 

3.22 Student Dress 

Classroom instructors and College staff in charge of College events may remove or debar 

a student from an activity if the student’s clothing may cause an unsafe learning 

environment for the student and/or for other students participating in the activity or 

contributes to creating an intimidating or hostile work or educational environment. 

 

3.23 Terroristic and Bomb Threats 

The College prohibits terroristic behavior such as sending threatening letters or electronic 

mail, communicating threats through telephone calls or text messages, and bomb threats. 

 

3.24 Unauthorized Entry 

The College prohibits unauthorized entry or use of College buildings, offices, or facilities. 

 

3.25 Unauthorized Possession of Keys 

The College prohibits possession by students of keys to College buildings or facilities that 

have not been issued by an authorized College official. 

 

3.26 Vandalism 

The College prohibits the willful malicious destruction, damage, or defacing of property 

whether it belongs to the College, a College employee, or another student. 
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3.27 Violent Behavior 

The College prohibits the use or threat of physical violence against another person on 

College property or at College-sponsored events. 

 

3.28 Inappropriate Use of College Information Resources 

Each student is responsible for the use of the College information resources to which he/she 

is granted access. The College expects students to promote efficient use of information 

resources that is consistent with the instructional, public service, and administrative goals 

of the College. The College permits incidental use of College information resources, but 

such use must not interfere with the performance of official College business, result in 

direct costs to the College, expose the College to unnecessary risks, or violate applicable 

laws or College policies and regulations. Users have no expectation of privacy in any 

personal information stored on a College information resource, including College email 

accounts. The College prohibits the following: 

• incidental use to conduct or promote a student’s or an employee’s outside 

employment, including self-employment; 

• use of any College-provided information resource to do something illegal, 

threatening, or deliberately destructive; 

• falsification of identity or enabling others to falsify identity using College 

information resources; 

• unauthorized use or disclosure of confidential data or of data that are otherwise 

restricted; 

• use of College information resources to send an unsolicited message(s) to a large 

number of recipients (known as “spamming”), consuming a disproportionate share 

of network resources without prior authorization, and deliberately causing any 

denial of service or introduction of computer viruses to College information 

resources. 

 

3.29 Violation of Local Ordinances and of State or Federal Law 

The College prohibits any action, event, or group of events that provides grounds for a 

charge or violation of local ordinances or of state or federal laws. 
 

 

 
4.01 Attempted Violations 

SECTION FOUR 

SPECIAL PROVISIONS 

In most circumstances, the College will treat an attempt to commit a prohibited behavior 

as if the actor had exhibited the behavior. 

 

4.02 College as Complainant 

As necessary, Angelina College reserves the right to initiate a complaint, to serve as 

complainant, and to initiate conduct proceedings without a formal complaint by the victim 

of misconduct. 
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4.03 Immunity for Victims and Witnesses 

At the sole discretion of the Dean of Student Affairs, the College may choose to not issue 

charges nor to administer punishment for prohibited behavior to victims and witnesses of 

serious criminal activity. 

 

4.04 Bystander Engagement 

At the sole discretion of the Dean of Student Services, the College may choose to not issue 

charges nor to administer punishment for prohibited behavior when students report a 

dangerous situation to a College official or seek emergency assistance for themselves or 

other students. 

 

4.05 Parental Notification 

The College reserves the right to notify parents/guardians of dependent students regarding 

any health or safety risk, change in student status, or conduct situation related to alcohol 

and/or drug violations. The College may also notify parents/guardians of nondependent 

students under age 21 of alcohol and/or drug policy violations. Where a student is 

nondependent, the College will contact parents/guardians to inform them of situations in 

which there is a significant and articulable health and/or safety risk. The College also 

reserves the right to designate which college officials have a need to know about individual 

conduct complaints pursuant to the Family Educational Rights and Privacy Act (FERPA). 

 

4.06 Interim Actions for Safety and Security 

If the College receives evidence indicating a student’s behavior presents a continuing 

danger to people or property or poses an ongoing threat of disrupting the academic process, 

the Dean of Student Affairs may take immediate interim protective action against the 

student pending a final determination of an alleged violation of this policy. Such 

protective/interim measures may include, but are not limited to, suspending the right of the 

student to be present on campus (including living in campus residence halls) and to attend 

classes, and otherwise altering the status of the student. Other protective measures may be 

implemented given the student’s relationship with the College. When the Dean of Student 

Affairs temporarily removes or debars a student, the student will continue to be presumed 

innocent during the investigation and conference stages of the Student Conduct and 

Discipline Program process. When the Dean of Student Affairs exercises the authority 

described in this subsection, he/she will immediately notify the College President, and 

appoint an appropriate College employee to conduct an investigation on behalf of the 

College. 

 

4.07 Notification of Outcomes 

The outcome of a campus hearing is part of the educational record of the accused student, 

and is protected from release pursuant to the Family Educational Rights and Privacy Act 

(FERPA). However, the College observes the legal exceptions as follows: 

• Complainants in nonconsensual sexual contact/intercourse, sexual exploitation, 

sexual harassment, stalking, and relationship violence incidents have an absolute 

right to be informed of the outcome, essential findings, and sanctions of the hearing, 

in writing, without condition or limitation. 
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• The College may release publicly the name, nature of the violation and the sanction 

for any student who is found in violation of a college policy that is a “crime of 

violence,” including: arson, burglary, robbery, criminal homicide, sex offenses, 

assault, destruction/ damage/ vandalism of property and kidnapping/abduction. 

 

SECTION FIVE 

PENALTIES FOR MISCONDUCT 

 

Penalties for student misconduct include, but are not limited to the following: 

 

5.01 Warning or Reprimand 

Warning or Reprimand may include, but is not limited to, counseling with or writing a 

letter to the student. These actions are cumulative and are considered official college 

actions that are recorded in the Office of the Dean of Student Affairs. 

 

5.02 Restriction 

Restriction involves specifically prohibiting a student from attending campus activities, 

occupying campus facilities, or using campus equipment or services. 

 

5.03 Community Service 

Community service is an assignment of unpaid work on campus or in the community with 

a restorative intent. 

 

5.04 Disciplinary Probation 

Disciplinary probation is applied for a stated period with or without specified restrictive 

conditions. Restrictive conditions may include but are not limited to: 

• removing the right of the student to receive any college award, scholarships, or 

financial aid; 

• removing the right to occupy any position of leadership in any college or student 

organization or activity; and 

• debarment from enrolling in courses based on the delivery modality (i.e., in person, 

online, or hybrid). 

Disciplinary probation will become a part of the student’s permanent academic record. 
 

5.05 Removal from College Housing 

In certain instances, the college may remove a student from College housing and allow 

him/her to continue attending classes. 

 

5.06 Course Grade Reduction 

Faculty members may reduce a student’s course grade in response to student behaviors 

that violate standards set forth in the course syllabus and/or prohibited in this policy. 

 

5.07 Administrative Course Withdrawal 

Administrative course withdrawal results in a “W” grade. Angelina College reserves the 

right to withdraw students from a class or all classes if, in the judgment of the appropriate 
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college official, such withdrawals are in the best interests of students and the college. 

Students may be withdrawn for reasons of lack of attendance, irresponsible financial 

conduct, personal misconduct, academic integrity violations, or other academic infractions. 

 

5.08 Disciplinary Suspension 

Suspension is for a stated period, but never less than the remainder of the semester in which 

the offense is committed. During suspension, the student shall not attend classes, 

participate in any college related activity, or be on campus for any reason except application 

for readmission. Readmission on probation may be granted at the end of the suspension 

period. Disciplinary suspension will become a part of the student’s permanent academic 

record. 
 

5.09 Expulsion 

Expulsion is the permanent removal from Angelina College with no opportunity for 

readmission. Expulsion will become a part of the student’s permanent academic record. 
 

SECTION SIX 

PROCEDURES FOR STUDENT CONDUCT AND DICIPLINE PROGRAM 

 

6.01 Authority 

The Dean of Student Affairs shall administer the Angelina College Student Conduct and 

Discipline Program. At his discretion, the Dean of Student Affairs may appoint trained 

College employees to conduct investigations or proceedings as described below on a case- 

by-case basis. 

 

6.02 Student Conduct Panel 

Each year, the Dean of Student Affairs shall request the Angelina College Student Affairs 

Standing Committee assign not less than three (3) faculty members and three (3) 

professional staff members to the Student Conduct Panel to serve one year terms. A faculty 

or professional staff member may serve additional one year terms at his/her request if the 

Dean of Student Affairs approves. The Dean of Student Affairs will recruit and appoint 

not less than three (3) currently enrolled students to serve on the Student Conduct Panel 

during each semester. The Dean of Student Affairs or designee shall conduct thorough, 

appropriate training with the Student Conduct Panel each semester. If a panelist cannot 

complete his/her term for any reason, the Dean of Student Affairs shall appoint and train a 

panelist from the exiting panelist’s group (i.e., faculty, professional staff, student) who will 

serve the remainder of the exiting panelist’s term. The Student Conduct Panel shall elect 

a Chief Panelist each semester by majority vote. 

 

6.03 Rules of Evidence and Burden of Proof 

Disciplinary decisions will be based on the preponderance of evidence. “Preponderance of 

Evidence” means it is more likely than not that an alleged incident occurred. The College 

will use a totality of all available and relevant evidence to reach findings of responsibility. 

The burden and responsibility for gathering and evaluating evidence rests with the College. 

Accused students may elect not to self-incriminate and may present relevant evidence to 

support their positions. Witness statements that are unsigned and/or undated will not be 
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considered in discipline process; however, if an investigation stemming from an unsigned 

and/or undated statement results in the discovery of evidence that misconduct may have 

occurred, the student responsible for that misconduct may be subject to disciplinary action. 

 

6.04 Manner of Correspondence 

The College shall send all “in writing” correspondence related to this Policy to the email 

address assigned by the College to the student who is the intended recipient of the 

correspondence. Students may submit verbal or written complaints to the Dean of Student 

Affairs or to any responsible employee (see Subsection 1.05 of this Policy). 

 

Students must file appeals in writing to the Dean of Student Affairs. Hand-delivered filings 

shall be timely filed if received by the close of business on the deadline. Email filings shall 

be timely filed if received by the close of business on the deadline, as indicated by the 

date/time shown on the email message. U.S. Mail filings shall be timely filed if postmarked 

by U.S. Mail on or before the deadline and received no more than three (3) days after the 

deadline. The following are the addresses for each manner of correspondence: 

 

Hand-delivered: Administration Building Office 104 

Email: shudman@angelina.edu 

U.S. Postal Service: Angelina College Dean of Student Affairs; PO BOX 1768; 

Lufkin, TX 795902-1768 

 

6.05 College Business Days 

Throughout the process outlined in Subsection 6.08 of this Policy, a “day” shall mean a 

College business day according to the official College calendar. In calculating timelines 

under this policy, the day a College official sends a correspondence is “day zero.” The 

following business day is “day one”, and so forth. 

 

6.06 Scheduling Conferences 

The College will make reasonable attempts to schedule conferences at a mutually 

agreeable time for all intended participants. If a student fails to appear at a scheduled 

conference, the College may hold the conference and issue a decision in the student’s 

absence. 

 

6.07 Penalties during Appeals 

All penalties imposed by a College official or Student Conduct Panel will be in effect 

during any appeal. In cases where the appeal results in reinstatement to the institution or 

of privileges, all reasonable attempts will be made by the College to restore the student to 

his/her prior status, recognizing that some opportunities lost may be irretrievable in the 

short term. 

mailto:shudman@angelina.edu
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6.08 Steps in the Student Conduct Process 

 

Report/Complaint & Investigation 

1. An employee submits a written report of alleged student misconduct, or a student, 

guest, or vendor of the College (hereinafter “complainant”) submits a verbal or 

written complaint or report about alleged misconduct. 

2. Dean of Student Affairs or designee (hereinafter “College Official”) investigates 

alleged student misconduct. 

 

Level One Process - College Official 

3. If the College Official finds sufficient evidence of misconduct by a student, he/she 

issues a notice to the student (hereinafter “respondent”) to attend a conference. 

Failure to appear at the scheduled conference without prior authorization from the 

Dean of Student Affairs is a violation of Subsection 3.20 Official Directives of this 

Policy. 

4. College Official conducts conference with the respondent during which he/she 

explains the respondent’s right to due process, reviews appeal procedures, lists the 

charge(s), and presents all evidence collected during his/her investigation. The 

respondent may present evidence, call witnesses, and/or address witness statements 

and any evidence presented. Complainants may present witnesses and other 

evidence during the conference. The College Official may temporarily suspend the 

conference for a reasonable timeframe, as determined solely by the College 

Official, to allow the respondent to obtain witness statements, gather evidence, or 

otherwise prepare to respond to the charge(s) and/or evidence. 
5. The outcome of the conference will be one of the following: 

a. The respondent admits misconduct. The College Official will assign an 

appropriate penalty in writing to the respondent. 

b. The College Official finds the evidence and testimony provided by the 

respondent presents a preponderance of all evidence that the respondent is 

not responsible for the alleged misconduct. The College Official will 

dismiss the charge(s) against the respondent in writing. 

c. After considering all evidence, the College Official finds the preponderance 

of evidence supports the charge(s). The College Official will assign an 

appropriate penalty in writing to the respondent. 

6. The respondent or complainant may appeal the finding and/or penalty to the Student 

Conduct Panel in writing to the Dean of Student Affairs within five (5) business 

days of when he/she receives the notice (see Subsections 6.04 and 6.05). 

 

Level Two Process - Student Conduct Panel 

7. When the Dean of Student Affairs receives an appeal by a respondent or 

complainant, the Dean will request the Chief Panelist of the Student Conduct Panel 

appoint a subpanel comprising three members of the Panel to conduct a conference 

addressing the appeal. The subpanel shall include at least one (1) student but not 

more than two (2) students. 

8. The subpanel will conduct a conference. During the conference, the College 

Official will present the charge(s) and all evidence collected during the 
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investigation. The subpanel will allow the complainant to present witnesses and 

other evidence during the conference. The respondent may present evidence, call 

witnesses, and/or address witness statements and any evidence presented. The 

outcomes of the conference may be one of the following: 

a. The subpanel finds the preponderance of evidence supports the charge(s) 

and assigns appropriate discipline in writing. 

b. The subpanel finds the preponderance of evidences does not support the 

charge(s) and dismisses the charge(s) in writing. 

 

Level Three - College President 

9. A respondent or complainant may appeal the subpanel’s findings or discipline 

assignment in writing to the College President within five (5) business days of 

receiving documentation from the subpanel. The following are the only grounds for 

appeal to the College President. 

a. A procedural error occurred that significantly impacted the outcome of the 

conference(s). Examples of procedural errors include substantiated bias by 

the College Official, failure by the College Official or the Student Conduct 

Panel to document findings, and material deviation from established 

procedures. 

b. New evidence unavailable during the original conference or investigation 

that could substantially impact the original finding or discipline assignment 

becomes available. A summary of this new evidence must be included in 

the written appeal. 

c. The assigned discipline is materially disproportionate to the severity of the 

violation. 

10. The College President will review the charge(s), the written findings of the College 

Official and of the subpanel, and the written appeal from the respondent or 

complainant to decide the merits of the appeal. At his/her sole discretion, the 

President may meet with the respondent and complainant during his/her 

deliberation of the appeal. Pursuant to authority delegated to the College President 

by the Angelina College Board of Trustees, the decision of the College President is 

final. If the College President does not make a decision regarding the appeal by the 

end of the tenth business day, the lack of a response by the College President 

upholds the decision(s) reached prior to the appeal to the College President. 
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STUDENT RIGHTS AND RESPONSIBILITIES – STUDENT COMPLAINTS 

 

The student complaints policy is designed to resolve complaints in a timely and equitable 

manner. All complaints will be handled in a confidential manner, and information will not be 

disclosed to anyone except as required by law, as needed to effectively investigate the complaint, 

and/or as required to respond to legal proceedings. 

 

SECTION ONE: GUIDING PRINCIPLES 

 

1.01 The College encourages students to discuss their concerns with the appropriate instructor 

or other College employee who has the authority to address the concerns. 

 

1.02 Concerns should be expressed as soon as possible to allow timely resolution. 

 

1.03 Informal resolution shall be encouraged but shall not extend any deadlines in this policy, 

except by mutual written consent. 

 

SECTION TWO: FORMAL PROCESS GENERAL PRINCIPLES 

 

2.01 A student may initiate the formal process described below by timely filing a written 

complaint form (see: FLD Exhibit). 

 

2.02 Even after initiating the formal complaint process, students are encouraged to seek 

informal resolution of their concerns. A student whose concerns are resolved may withdraw a 

formal complaint at any time. The process described in this policy shall not be construed to 

create new or additional rights beyond those granted by law or Board policy, nor to require a full 

evidentiary hearing or “mini-trial” at any level. 

 

2.03 Freedom from Retaliation 

Neither the Board nor any College employee shall unlawfully retaliate against any student for 

appropriately communicating a concern or complaint. 

 

2.04 Notice to Students 

The College shall inform students of this policy through appropriate College publications. 

 

2.05 Other Complaint Processes 

Student complaints shall be filed in accordance with this policy, except as required by the 

policies listed below. Some of these policies require appeals to be submitted in accordance with 

this policy after the relevant complaint process. 

1. Complaints alleging discrimination, including violations of Title IX of the 

Education Amendments Act of 1972, as amended (gender), Title VII of the Civil 

Rights Act of 1964, as amended (sex, race, color, religion, national origin), Age 
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Discrimination in Employment Act of 1967 (age), or Section 504 of the 

Rehabilitation Act, as amended and Americans with 

Disabilities Act of 1990 as amended (disability), shall be submitted in accordance 

with the Student Freedom from Discrimination, Harassment, and Retaliation 

policy (see: FFD Regulation in the AC Policies and Procedures Manual). 

2. Complaints concerning retaliation relating to discrimination and harassment (see: 

FFD Regulation in the AC Policies and Procedures Manual). 

3. Complaints concerning student disciplinary decisions (see: FLB Local in the AC 

Policies & Procedures Manual). 

4. Complaints concerning a commissioned peace officer who is an employee of the 

College shall be submitted in accordance with state law. 

5. Complaints or appeals regarding course grades (see EGA Regulation in the 

Policies and Procedures Manual). 

 

2.06 Filing a Complaint 

Complaint forms and appeal notices (see FLD Exhibit) may be filed by hand-delivery; by 

electronic communication, including e-mail and fax; or by U.S. Mail. 

• Hand-delivered filings shall be timely filed if received by the appropriate 

employee by the close of business on the deadline. 

• Filings submitted by electronic communication shall be timely filed if they are 

received by the close of business on the deadline, as indicated by the date/time 

shown on the electronic communication. 

• Mail filings shall be timely filed if they are postmarked by U.S. Mail on or before 

the deadline and received by the appropriate administrator or designated 

representative no more than five (5) days after the deadline. 

 

2.07 Scheduling Conferences 

If a student fails to appear at a scheduled conference, the College may hold the conference and 

issue a decision in the student’s absence. 

 

2.08 Response 

At Levels One, Two, and Three, “response” shall mean a written communication to the student 

from the appropriate College employee. Responses may be hand-delivered, sent by electronic 

communication to the student’s e-mail address of record, or sent by U.S. Mail to the student’s 

mailing address of record. Mailed responses shall be timely if they are postmarked by U.S. Mail 

on or before the deadline. 

 

2.09 Days 

“Days” shall mean College business days. In calculating timelines under this policy, the day a 

document is filed is “day zero.” The following day is “day one.” 
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2.10 Representative 

“Representative” shall mean any person who or organization that is designated by the student to 

represent the student in the complaint process. The student may designate a representative 

through written notice to the College (see FLD Exhibit) at any level of this process. If the 

student designates a representative with fewer than five days’ notice to the College before a 

scheduled conference or hearing, the College may reschedule the conference or hearing to a later 

date, if desired, in order to include the College’s counsel. The College may be represented by 

counsel at any level of the process. 

 

2.11 Consolidating Complaints 

Complaints arising out of an event or a series of related events shall be addressed in one 

complaint. A student shall not file separate or serial complaints arising from any event or series 

of events that have been or could have been addressed in a previous complaint. 

 

2.12 Untimely filings 

All time limits shall be strictly followed unless modified by mutual written consent. If a 

complaint form or appeal notice is not timely filed, the complaint may be dismissed, on written 

notice to the student, at any point during the complaint process. The student may appeal the 

dismissal by seeking review in writing within five (5) days from the date of the written dismissal 

notice, starting at the level at which the complaint was dismissed. Such appeal shall be limited 

to the issue of timeliness. 

 

2.13 Costs Incurred 

Each party shall pay its own costs incurred in the course of the complaint. 

 

2.14 Complaint and Appeal Form 

Complaints and appeals under this policy shall be submitted in writing on a form provided by the 

College (see FLD Exhibit). Copies of any documents that support the complaint should be 

attached to the complaint form. If the student does not have copies of these documents, copies 

may be presented at the Level One conference. After the Level One conference, no new 

documents may be submitted by the student unless the student did not know the documents 

existed before the Level One conference. 

 

A Complaint and Appeal Form that is incomplete in any material aspect may be dismissed but 

may be refiled with all the required information if the refiling is within the designated time for 

filing. 

 

SECTION THREE: FORMAL COMPLAINT PROCESS 

 

3.01 Level One - Staff Member or Faculty Member 

Complaint forms must be filed within five (5) days of the date the student first knew, or with 

reasonable diligence should have known, of the decision or action giving rise to the complaint; 
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and with the lowest-level staff member or faculty member who has the authority to remedy the 

alleged problem. 

 

If the complaint is not filed with the appropriate staff member or faculty member, the receiving 

employee must note the date and time the complaint form was received and immediately forward 

the complaint form to the appropriate staff member or faculty member. 

 

The appropriate College employee shall investigate as necessary and schedule a conference with 

the student within five (5) days after receipt of the written complaint. The employee may set 

reasonable time limits for the conference. 

 

Absent extenuating circumstances, the employee shall provide the student a written response 

within five (5) days following the conference. The written response shall set forth the basis of 

the decision. In reaching a decision, the employee may consider information provided at the 

Level One conference and any relevant documents or information the employee believes will 

help resolve the complaint. 

 

The employee shall develop a record of the Level One process that includes the following 

documents and files, and submit the entire record to the Executive Director of Student Affairs: 

• The original complaint form and any attachments; 

• All other documents submitted by the student; 

• The written response issued by the employee and any attachments; 

• All other documents relied upon by employee in reaching the initial decision; and 

• Any audio or video recordings of conferences. 

 

3.02 Level Two - Supervisor 

If the student did not receive the relief requested at Level One or if the time for a response has 

expired, the student may request a conference with the appropriate supervisor to appeal the Level 

One decision. 

 

The appeal notice must be filed in writing, on a form provided by the College, within five (5) 

days of the date of the written Level One response or, if no response was received, within five 

(5) days of the Level One response deadline. 

 

After receiving notice of the appeal, the Level One employee shall forward the full Level One 

record to the Level Two supervisor. The student may request a copy of the Level One record. 

 

The Level Two supervisor shall schedule a conference within five (5) days after the appeal 

notice is filed. The conference shall be limited to the issues and documents considered at Level 

One. At the conference, the student may provide information concerning any documents or 

information presented at the Level One conference. The Level Two supervisor may set 

reasonable time limits for the conference. 
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The Level Two supervisor shall provide the student a written response within five (5) days 

following the conference. The written response shall set forth the basis of the decision. In 

reaching a decision, the Level Two supervisor may consider the Level One record, information 

provided at the Level Two conference, and any other relevant documents or information the 

Level Two supervisor believes will help resolve the complaint. 

 

The Level Two supervisor shall develop a record of the Level Two process that includes the 

following documents and files, and submit the entire record to the Executive Director of Student 

Affairs: 

• The complete Level One record; 

• All other documents submitted by the student; 

• The written response issued by the supervisor and any attachments; 

• All other documents relied upon by supervisor in reaching the initial decision; and 

• Any audio or video recordings of conferences. 

 

3.03 Level Three - Executive 

If the student did not receive the relief requested at Level Two or if the time for a response has 

expired, the student may request a conference with the appropriate College Official (hereinafter 

“executive”) to appeal the Level Two decision. 

 

The appeal notice must be filed in writing, on a form provided by the College, within five (5) 

days of the date of the written Level Two response or, if no response was received, within five 

(5) days of the Level Two response deadline. 

 

After receiving notice of the appeal, the Level Two supervisor shall forward a record of the 

Level Two complaint to the Level Three executive. The student may request a copy of the Level 

Two record. 

 

The Level Three executive shall schedule an appeals conference within five (5) days after the 

appeal notice is filed. The conference shall be limited to the issues and documents presented at 

Level Two. At the conference, the student may provide information concerning any documents 

or information relied on by the supervisor for the Level Two decision. The Level Three 

executive may set reasonable time limits for the conference. 

 

The Level Three executive shall provide the student a written response within five (5) days 

following the conference. The written response shall set forth the basis of the decision. In 

reaching a decision, the executive may consider the Level One and Level Two record, 

information provided at the Level Three conference, and any other relevant documents or 

information the Level Three executive believes will help resolve the complaint. 

 

The Level Three executive shall develop a record of the Level three process that includes the 

following documents and files, and submit the entire record to the Executive Director of Student 

Affairs: 

• The complete Level One record; 

• The complete Level Two record; 

• All other documents submitted by the student; 
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• The written response issued by the executive and any attachments; 

• All other documents relied upon by executive in reaching the initial decision; and 

• Any audio or video recordings of conferences. 

 

3.04 Level Four - College President 

Within five (5) days of receiving notice of the Level Three response, any party to the complaint 

may petition in writing the College President to review the decision. The petition shall state with 

particularity why the decision is believed to be incorrect or unfair. The College President shall 

review the Level Three record, and may -- at the College President’s sole discretion -- schedule a 

conference with the involved parties to discuss the appeal. 

 

Within five (5) days of receiving the petition, the College President may act to affirm, modify, 

remand, or reverse the decision in a written response to all parties. If no action is taken within 

five (5) days, the Level Three decision shall thereby be affirmed and final. 
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ANGELINA COLLEGE STUDENT COMPLAINT AND APPEAL FORM 

All formal complaints/grievances and appeals must be submitted using this form, and all fields 

must be completed. If a field is not relevant, write “N/A” in the space provided. Please note that 

complaints alleging discrimination, including violations of Title IX (gender), Title VII (sex, race, 

color, religion, national origin), ADEA (age), or Section 504(disability), must be submitted to the 

Executive Director of Student Affairs, Administration Building room 204-A, and in accordance 

with Angelina College policy. 

 

Field 1 Student Name:   Field 2 Date:   
 

Field 3 Select One Option Below: 

○ LEVEL ONE: Complaint filed with Staff or Faculty Member 

○ LEVEL TWO: Appeal to Associate Dean or Director 

○ LEVEL THREE: Appeal to Vice President or Dean 

○ LEVEL FOUR: Appeal to College President 

o Title IX, Title VII, ADEA & Section 504, and all other Discrimination: submit to Dean of 

Student Affairs 

○ DISCRIMINATION 

 

You may attach any relevant documents to this form. You may also attach additional pages if the 

spaces provided below are insufficient. If you choose to attach additional pages, please write 

“see attached” in the space(s) below. 

 

Field 4 Complaint 

Be specific (e.g., include full names, date the alleged incident occurred, places, relevant rules 

& regulations, etc.). The complaint must be in relation to an incident that has already occurred. 

Do not reference multiple matters or matters already addressed in a grievance you previously 

submitted. 

 

 

 

 

Field 5 Adverse Effect 

Explain how the alleged action or issue adversely affected or interfered with your right to an 

education. 
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Field 6 Requested Relief 

State the specific corrective action or relief you are requesting. The corrective action or 

requested relief shall be within the authority of AC to grant and shall not include a request for 

another student/employee to be disciplined. 

 

 

 

Field 7 Names of Witnesses who have firsthand knowledge of the events being grieved if you 

want to present a witness(es) or testimony from such a witness or witnesses: 
 

 

 

 

Field 8 Name of Representative:   

You may elect to identify a representative when the complaint/grievance is initially submitted or 

when submitting an appeal to a Level One, Level Two, or Level Three response. If you fail to 

identify a representative when this form is submitted, a representative shall not be allowed to 

attend the corresponding conference or hearing. 

 

ADMINISTRATION USE ONLY 

Name of supervisor or administrator who received this form:  
 

Date complaint form received:   

Did student discuss complaint with you informally (y/n)   
 

Date of complaint conference or hearing:   

Date written response sent to employee:   
 

Supervisor/Administrator must retain (a) the original complaint form and any attachments, (b) 

all other documents submitted by the student, (c) the written response issued by the 

supervisor/administrator and any attachments, (d) all other documents relied upon by the 

supervisor in reaching the initial decision, and (e) any recordings of conferences. 

 

Administrative Notes: 
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PUBLIC INFORMATION PROGRAM 

 

COMMUNICATIONS, COMMUNITY, AND GOVERNMENTAL RELATIONS 

Important factors in the overall effectiveness and image of the College District are the 

relationships with various community, educational, and governmental organizations. 

 

The following guidelines are designed to enhance the image of the College District and ensure 

consistency in community relations: 

 

1. The College President is the only official designated to legally obligate the College 

District in contractual relationships with other schools, governmental and community 

agencies, or accreditation agencies. This authority may be delegated only if specifically 

provided in the document or agreement. 

 

2. All major news releases, articulation agreements, or community information initiatives 

should be approved by the College President or his designee, including the Executive 

Director of Marketing, and the Vice President of Academic Affairs. 

 

3. The College President or his designee should be the only official spokesperson with 

elected officials or government agencies. 

 

4. All news releases and advertising material should be approved by the College President 

or his designee, the Executive Director of Marketing. 

 

5. All communication devices (phones, faxes, computers, Internet connections) are the 

property of the College District and should be used for College District business only. 

Any personal use shall be reimbursed to the College District. 

 

6. Telephone advertising must be approved by the office of public information. 

 

7. The Communications and Publications Office will send flowers, cards, and 
remembrances on the behalf of the College District at appropriate times. 

 

WEB PAGE AND PROTOCOL 

The College District has created and maintains a College District Web page for public 

information about the College District. The Communications and Publications Office is charged 

with the responsibility for changing and maintaining the Web pages. 

 

PUBLIC INFORMATION PROGRAM 

1. The College District Web page is administered through the Executive Director of 

Marketing and a Web page administrator. 

 

2. The faculty technology committee will periodically review the Web page and its use. 
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3. Each division will be responsible for its own web content subject to approval by the 

Executive Director of Marketing. 

 

4. Instructors and students are not permitted to create and maintain private Web pages or 

social media sites that represent the College District or its programs and services. 
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PUBLIC RIGHT TO KNOW 

 

SECTION ONE: PERSONNEL TIME PRODUCING PUBLIC INFORMATION FOR 

INSPECTION 

 

1.01 Pursuant to Texas Government Code Section 552.275, the college limits the amount of 

time that college personnel are required to spend producing public information for 

inspection or duplication by a requestor, or providing copies of public information to a 

requestor to 40 hours in a 12-month period corresponding to the fiscal year of the college, 

which is September through August. 

 

1.02 Each time the college complies with a request for public information, the college shall 

provide the requestor with a written statement of the amount of personnel time spent 

complying with that request and the cumulative amount of time spent complying with 

requests for public information from that requestor during the applicable 12-month 

period. The amount of time spent preparing the written statement may not be included in 

the amount of time included in the statement provided to the requestor. 

 

1.03 If in connection with a request for public information, the cumulative amount of 

personnel time spent complying with requests for public information from the same 

requestor equals or exceeds 40 hours in a 12-month period, the college shall provide the 

requestor with a written estimate of the total cost, including materials, personnel time, 

and overhead expenses, necessary to comply with the request. The written estimate must 

be provided to the requestor on or before the 10th day after the date on which the public 

information was requested, and the estimate must comply with rules prescribed by the 

Texas Attorney General. 

 

1.04 If the college determines that additional time is required to prepare the written estimate 

under Subsection 1.03, and provides the requestor with a written statement of that 

determination, the college will provide the written statement as soon as practicable, but 

on or before the 10th day after the date the college provided the statement. 

 

1.05 If the college provides a requestor with the written statement under Subsection 1.03, the 

college will not produce public information for inspection or duplication or provide 

copies of public information in response to the requestor's request unless on or before the 

10th day after the date the college provided the written statement under that subsection, 

the requestor submits a statement in writing to the college in which the requestor commits 

to pay the lesser of: 

1.51 The actual costs incurred in complying with the requestor's request, including the 

cost of materials and personnel time and overhead; or 

1.52 The amount stated in the written statement provided under Subsection 1.03. 
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1.06 If the requestor fails or refuses to submit the written statement under Subsection 1.05, the 

requestor is considered to have withdrawn the requestor's pending request for public 

information. 
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PUBLIC COMPLAINTS 

SECTION ONE: GUIDING PRINCIPLES 

1.01 Informal Process 

 

The College encourages the public to discuss concerns with an appropriate administrator 
who has the authority to address the concerns. 

Concerns should be expressed as soon as possible to allow early resolution at the lowest 
possible administrative level. 

Informal resolution shall be encouraged but shall not extend any deadlines in this 
regulation, except by mutual written consent. 

1.02 Formal Process 

An individual may initiate the formal process described below by timely filing a written 
complaint form. 

Even after initiating the formal complaint process, individuals are encouraged to seek 
informal resolution of their concerns. An individual whose concerns are resolved may 
withdraw a formal complaint at any time. 

The process described in this regulation shall not be construed to create new or additional 
rights beyond those granted by law or College policy, nor to require a full evidentiary 
hearing or “mini-trial” at any level. 

1.03 Freedom from Retaliation 

Neither the Board nor any College employee shall unlawfully retaliate against any 
individual for bringing a concern or complaint. 

1.04 Complaints 

In this regulation, the term “complaint” and “grievance” shall have the same meaning. 

This regulation shall apply to all complaints from the public except complaints regarding 
a commissioned peace officer who is an employee of the College. 

 
 

SECTION TWO: GENERAL PROVISIONS 

2.01 Filing 

Complaint forms and appeal notices may be filed by hand-delivery, by electronic com- 
munication, including e-mail and fax, or by U.S. Mail. Hand-delivered filings shall be 
timely filed if received by the appropriate administrator or designee by the close of busi- 
ness on the deadline. Filings submitted by electronic communication shall be timely filed 
if they are received by the close of business on the deadline, as indicated by the date/time 
shown on the electronic communication. Mail filings shall be timely filed if they are 
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postmarked by U.S. Mail on or before the deadline and received by the appropriate 
administrator or designated representative no more than three days after the deadline. 

2.01 Scheduling Conferences 

The College District shall make reasonable attempts to schedule conferences at a mutu- 
ally agreeable time. If the individual fails to appear at a scheduled conference, the Col- 
lege District may hold the conference and issue a decision in the individual’s absence. 

2.02 Response 

At Levels One and Two, “response” shall mean a written communication to the 
individual from the appropriate administrator. Responses may be hand-delivered, sent by 
electron-ic communication to the individual’s e-mail address of record, or sent by U.S. 
Mail to the individual’s mailing address of record. Mailed responses shall be timely if 
they are post-marked by U.S. Mail on or before the deadline. 

2.03 Days 

“Days” shall mean College District business days. In calculating timelines under this 
policy, the day a document is filed is “day zero.” The following day is “day one.” 

2.04 Representative 

“Representative” shall mean any person who or organization that is designated by an in- 
dividual to represent the individual in the complaint process. 

The individual may designate a representative through written notice to the College at 
any level of this process. If the individual designates a representative with fewer than 
three days’ notice to the College before a scheduled conference or hearing, the College 
may reschedule the conference or hearing to a later date, if desired, in order to include the 
College’s counsel. The College may be represented by counsel at any level of the pro- 
cess. 

2.05 Consolidating Complaints 

Complaints arising out of an event or a series of related events shall be addressed in one 
complaint. An individual shall not file separate or serial complaints arising from any 
event or series of events that have been or could have been addressed in a previous 
complaint. 

2.06 Untimely Filings 

All time limits shall be strictly followed unless modified by mutual written consent. 

If a complaint form or appeal notice is not timely filed, the complaint may be dismissed, 
on written notice to the individual, at any point during the complaint process. The 
individ-ual may appeal the dismissal by seeking review in writing within ten days from 
the date of the written dismissal notice, starting at the level at which the complaint was 
dismissed. Such appeal shall be limited to the issue of timeliness. 
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2.07 Costs Incurred 

Each party shall pay its own costs incurred in the course of the complaint. 

2.08 Complaint and Appeal Form 

Complaints and appeals under this regulation shall be submitted in writing on a form pro- 
vided by the College (see GB Exhibit). 

Copies of any documents that support the complaint should be attached to the complaint 
form. If the individual does not have copies of these documents, they may be presented 
at the Level One conference. After the Level One conference, no new documents may be 
submitted by the individual unless the individual did not know the documents existed 
before the Level One conference. 

A complaint or appeal form that is incomplete in any material aspect may be dismissed, 
but may be refiled with all the required information if the refiling is within the designated 
time for filing. 

 
 

SECTION THREE: COMPLAINT PROCESS 

3.01 Level One 

Complaints should be filed with the lowest level 

Complaint forms must be filed: 

1. Within 15 days of the date the individual first knew, or with reasonable diligence 

should have known, of the decision or action giving rise to the complaint or griev- 

ance; and 

2. With the lowest level administrator who has the authority to remedy the alleged 

problem. 

 

If the only administrator who has authority to remedy the alleged problem is the College 

President or designee, the complaint may begin at Level Two following the procedure, in- 

cluding deadlines, for filing the complaint form at Level One. 

 

The appropriate administrator shall investigate as necessary and schedule a conference with the 

individual within ten days after receipt of the written complaint. The administrator may set 

reasonable time limits for the conference. 

 

Absent extenuating circumstances, the administrator shall provide the individual a written 

response within ten days following the conference. The written response shall set forth the basis 

of the decision. In reaching a decision, the administrator may consider information provided at 

the Level One conference and any relevant documents or information. 

 

3.02 Level Two 

If the individual did not receive the relief requested at Level One or if the time for a response has 

expired, he or she may request a conference with the College President or designee to appeal the 

Level One decision. 
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The appeal notice must be filed in writing, on a form provided by the College, within ten days of 

the date of the written Level One response or, if no response was received, within ten days of the 

Level One response deadline. 

 

After receiving notice of the appeal, the Level One administrator shall prepare and for-ward a 

record of the Level One complaint to the Level Two administrator. The individual may request a 

copy of the Level One record. 

 

The Level One record shall include: 

1. The original complaint form and any attachments. 

2. All other documents submitted by the individual at Level One. 

3. Any audio recording or video/audio recording of the Level One conference. 

4. The written response issued at Level One and any attachments. 

5. All other documents relied upon by the Level One administrator in reaching the Level 

One decision. 

 

The Level Two administrator shall schedule a conference within ten days after the appeal notice 

is filed. The conference shall be limited to the issues and documents presented at Level One. At 

the conference, the individual may provide information concerning any documents or 

information relied upon by the administration for the Level One decision. The Level Two 

administrator may set reasonable time limits for the conference. 

 

The Level Two administrator shall provide the individual a written response within ten days 

following the conference. The written response shall set forth the basis of the decision. In 

reaching a decision, the Level Two administrator may consider the Level One record, 

information provided at the Level Two conference, and any other relevant documents or 

information the Level Two administrator believes will help resolve the complaint. 

 

Recordings of the Level One and Level Two conferences, if any, shall be maintained with the 

Level One and Level Two records. 

 

3.03 Level Three 

If the individual did not receive the relief requested at Level Two or if the time for a response 
has expired, he or she may appeal the decision to the Board. 

 

The appeal notice must be filed with the Office of the President in writing, on a form provided 

by the College, within ten days of the date of the written Level Two response or, if no response 

was received, within ten days of the Level Two response deadline. 

 

The College President or designee shall inform the individual of the date, time, and place of the 

Board meeting at which the complaint will be on the agenda for presentation to the Board. 

The College President or designee shall provide the Board with the record of the Level Two 

complaint. The individual may request a copy of the Level Two record. 
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The Level Two record shall include: 

1. The Level One record. 

2. Any audio recording or video/audio recording of the Level One and/or Level Two 

conferences. 

3. The written response issued at Level Two and any attachments. 

4. All other documents relied upon by the administration in reaching the Level Two de- 

cision. 

 

The appeal shall be limited to the issues and documents presented at Level Two, except that if at 

the Level Three hearing the administration intends to rely on evidence not included in the Level 

Two record, the administration shall provide the individual notice of the nature of the evidence at 

least three days before the hearing. 

 

The College shall determine whether the complaint will be presented in open or closed meeting 

in accordance with the Texas Open Meetings Act and other applicable law. 

 

The presiding officer may set reasonable time limits and guidelines for the presentation including 

an opportunity for the individual and administration to each make a presentation and provide 

rebuttal and an opportunity for questioning by the Board. The Board shall hear the complaint 

and may request that the administration provide an explanation for the decisions at the preceding 

levels. 

 

In addition to any other record of the Board meeting required by law, the Board shall pre-pare a 

separate record of the Level Three presentation. The Level Three presentation, including the 

presentation by the individual or his or her representative, any presentation from the 

administration, and questions from the Board with responses, shall be recorded by audio 

recording, video/audio recording, or court reporter. 

 

The Board shall then consider the complaint. It may give notice of its decision orally or in 

writing at any time up to and including the next regularly scheduled Board meeting. If the Board 

does not make a decision regarding the complaint by the end of the next regularly scheduled 

meeting, the lack of a response by the Board upholds the administrative decision at Level Two. 
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ANGELINA COLLEGE 

PUBLIC COMPLAINT AND APPEAL FORM 

 
All formal complaints and appeals must be submitted using this form, and all fields must be completed. If a 

field is not relevant, write “N/A” in the space provided. 

 
Field 1 Complainant Name:   Field 2 Date:   

 

Field 3 Mailing Address:   
 

Field 4 Email Address:   Field 5 Phone Number:   

Field 6 Select One Option by Filling in the Corresponding Circle: 
 

Levels Filing Instructions 

Level One e with appropriate College administrator who has the authority to address the concern 

Level Two e with College President or designee 

Level Three e with the Office of the President for appeal to the Board of Trustees 

 

You may attach any relevant documents to this form. You may also attach additional pages if the spaces 

provided below are insufficient. If you choose to attach additional pages, please write “see attached” in the 

space(s) below. 

Field 7 Complaint 

Be specific (e.g., full names - including the name(s) of responsible person(s), date the alleged incident occurred, location(s), 
relevant rule(s) & regulation(s), etc.). The complaint must be in relation to an incident that has already occurred. Do not 
reference multiple matters or matters already addressed in a complaint you previously submitted. 

 

Field 8 Adverse Effect: Explain how the alleged action or issue adversely affected you. 

 

Field 9 Requested Relief: State the specific corrective action or relief you are requesting. The corrective action or 

requested relief must be within the authority of AC to grant. 

 

Field 10 Names of Witnesses who have firsthand knowledge of the events being grieved: 
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Field 11 Name of Representative:   
“Representative” means any person who or organization that is designated by an individual to represent the individual in 

the complaint process. The individual may designate a representative through written notice to the College at any level 

of this process. If the individual designates a representative with fewer than three days’ notice to the College before a 

scheduled conference or hearing, the College may reschedule the conference or hearing to a later date, if desired, in order 

to include the College’s counsel. 

 

 

SIGNATURE 
 

 

SIGNATURE DATE 

 
 

PRINTED NAME 

 

ADMINISTRATION USE ONLY 
Name of administrator who received this form:   

 

Date complaint form received:  . 

 

Date of complaint conference or hearing:   Date written response sent to complainant:   

Administrator must retain (a) the original complaint form and any attachments, (b) all other documents submitted by the 

employee (Level One only), (c) the written response issued by the supervisor/administrator and any attachments, (d) all other 

documents relied upon by the supervisor/administrator in reaching the initial decision, and (e) any recordings of conferences. 
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OFFICIAL INSTITUTIONAL RELATIONSHIPS 

 

The Angelina College Board of Trustees recognizes the potential value of official institutional 

relationships with individuals, civic and nonprofit organizations, government agencies and districts, 

businesses and corporations, other higher education institutions, independent school districts, and 

other entities. Official institutional relationships shall not detract from the College’s values, dignity, 

integrity, or reputation, nor shall any official institutional relationship create a conflict of interest or 

the appearance of a conflict of interest. 

 

The Board of Trustees delegates exclusively to the College president authority to develop and 

negotiate on behalf of the College District official institutional relationships with the intent of 

contributing to the overall operation, development, and promotion of the College District. On behalf 

of the College District, the College president shall execute an appropriate instrument such as a 

memorandum of understanding, articulation agreement, or contract with any entity with which he or 

she negotiates an official institutional relationship. A provision allowing the College District to 

terminate the agreement within a reasonable timeframe for breach of contract or material changes in 

circumstances must be incorporated in the agreement instrument. The College president shall 

exclusively recommend official institutional relationships to the Board of Trustees, and all official 

institutional relationships are pending upon final approval of the Board of Trustees. 

 

For the purposes of this policy, official institutional relationships are those that (a) involve a 

substantial or material commitment of College District financial, physical, or personnel resources; 

(b) publicly associate the College District’s name or brand with the name or brand of another entity; 

and/or (c) establish an exclusive association between the College District and an entity for the 

provision of a service, program, or activity. 

 

The Board delegates to the College president authority to enter into unofficial relationships on behalf 

of the College District providing an unofficial relationship does not result in a commitment, 

association, or establishment as described in the definition of an official institutional relationship. 



410 

 

 

GF 

(Local) 
 

STUDENT AND COMMUNITY USE OF COLLEGE FACILITIES 

 

SECTION ONE 

GENERAL PRINCIPLES 

 

1.01 First Amendment of the U.S. Constitution 

The College shall take no action respecting an establishment of religion, or prohibiting 

the free exercise thereof; or abridging the freedom of speech, or of the press; or the right 

of the people peaceably to assemble, and to petition the Board for a redress of grievances 

(U.S. Const. Amend. I, XIV); however, the College may enforce reasonable time, place 

and manner restrictions that are viewpoint/content neutral. 

 

1.02 Facilities as Polling Places 

The College shall make any building that it owns or operates available for use as a 

polling place in any election that covers territory in which the building is located. 

1.02.1 If more than one authority requests the use of the building for the same day and 

simultaneous use is impractical, the College shall determine which authority may 

use the building. Election Code 43.031(c) 

1.02.2 No charge, including a charge for personnel, utilities, or other expenses incurred 

before or after regular business hours, may be made for the use of a public 

building for a polling place if the day of the election is a day on which the 

building is normally open for business. If the day of an election is a day on which 

the building is not normally open for business, a charge may be made only for 

reimbursement of the actual expenses resulting from use of the building in the 

election. Election Code 43.033(a) 

1.02.3 When a building that the College owns or controls is being used as a polling place 

the College will not at any time during the voting period prohibit electioneering 

on the building’s premises outside of the area within 100 feet of an outside door 

through which a voter may enter the building, but will enact reasonable 

regulations concerning the time, place, and manner of electioneering. Election 

Code 61.003(a)–(a-1) 

 

1.03 Trespass and Damages 

It is unlawful for any person to trespass on the grounds of Angelina College, or damage 

or deface any of the buildings, statues, monuments, memorials, trees, shrubs, grasses, or 

flowers on the grounds of Angelina College. Education Code 51.204 
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SECTION TWO 

DISRUPTIVE ACTIVIES 

 

2.01 Disruptive Activities 

A person commits an offense if the person, alone or in concert with others, intentionally 

engages in disruptive activity on the campus or property of Angelina College (Education 

Code 37.123(b), 51.935(a)–(c)). For purposes of this section, disruptive activity is: 

1.04.1 Obstructing or restraining the passage of persons in an exit, entrance, or hallway 

of any building without the authorization of the administration of the College. 

1.04.2 Seizing control of a building or portion of a building to interfere with an 

administrative, educational, research, or other authorized activity. 

1.04.3 Preventing or attempting to prevent by force or violence or the threat of violence a 

lawful assembly authorized by the school administration so that a person 

attempting to participate in the assembly is unable to participate due to the use of 

force or violence or due to a reasonable fear that force or violence is likely to 

occur. 

1.04.4 Disrupting by force or violence or the threat of force or violence a lawful 

assembly in progress. 

1.04.5 Obstructing or restraining the passage of a person at an exit or entrance to the 

campus or property or preventing or attempting to prevent by force or violence or 

by threats of force or violence the ingress or egress of a person to or from the 

property or campus without the authorization of the administration of the school. 

 

2.02 Periods of Disruption 

A period of disruption is any period in which it reasonably appears that there is a threat of 

destruction to institutional property, injury to human life on the campus or facility, or a 

threat of willful disruption of the orderly operation of the campus or facility. Education 

Code 51.231 

 

2.03 Identification of Persons on Campus during Periods of Disruption 

During periods of disruption, as determined by the College President, the College 

President or designee may require that any person on the campus or facility present 

evidence of identification, or if the person is a student or employee of the College, 

require the student or employee present official institutional identification card or other 

evidence of the person’s relationship with the institution. 

 

If any person refuses or fails upon request to present evidence of identification, or if the 

person is a student or employee of the College, the person’s student or employee official 

identification card, or other evidence of relationship with the institution, and if it 

reasonably appears that the person has no legitimate reason to be on the campus or 

facility, the person may be ejected from the campus or facility. Education Code 51.232 

 

2.04 Withdrawal of Consent to Remain on Campus 

During periods of disruption, the College President or an officer or employee of the 

College designated by the College President to maintain order on the campus or facility 

of the College, may notify a person that consent to remain on the campus or facility has 
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been withdrawn whenever there is reasonable cause to believe that the person has 

willfully disrupted the orderly operation of the campus or facility and that the person’s 

presence on the campus or facility will constitute a substantial and material threat to the 

orderly operation of the campus or facility. 

 

2.04.1 In no case shall consent be withdrawn for longer than 14 days from the date on 

which consent was initially withdrawn. Whenever consent is withdrawn by any 

authorized officer or employee other than the College President, the officer or 

employee shall submit a written report to the College President within 24 hours, 

unless the officer or employee has reinstated consent for the person to remain on 

the campus. The report must contain all of the following: 

1. The description of the person from whom consent was withdrawn, 

including, if available, the person’s name, address, and phone number; and 

2. A statement of the facts giving rise to the withdrawal of consent. 

 

If the College President or, in his/her absence, a person designated by the College 

President for this purpose, upon reviewing the written report finds that there was 

reasonable cause to believe that the person has willfully disrupted the orderly 

operation of the campus or facility, and that the person’s presence on the campus 

or facility will constitute a substantial and material threat to the orderly operation 

of the campus or facility, the College President or designee may enter written 

confirmation upon the report of the action taken by the designee. 

 

If the College President or his/her designee, does not confirm the action of the 

officer or employee within 24 hours after the time that consent was withdrawn, 

the action of the officer or employee shall be deemed void and of no force or 

effect, except that any arrest made during the period shall not for this reason be 

deemed not to have been made for probable cause. Education Code 51.233, .235– 

.236 

 

2.04.2 Notice, Hearing, and Reinstatement 

When the College President, or an officer or employee of the College designated 

by him/her to maintain order on the campus or facility, decides to withdraw 

consent for any person to remain on the campus or facility, he/she shall notify that 

person in writing that consent to remain is withdrawn. The written notice must 

contain all of the following: 

1. That consent to remain on the campus has been withdrawn and the number 

of days for which consent has been withdrawn, not to exceed 14; 

2. The name and job title of the person withdrawing consent, along with an 

address where the person withdrawing consent can be contacted during 

regular working hours; 

3. A brief statement of the activity or activities resulting in the withdrawal of 

consent; and 

4. Notification that the person from whom consent has been withdrawn is 

entitled to a hearing on the withdrawal not later than three days from the 
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5. date of receipt by the College President of a request for a hearing. 

Education Code 51.234 

 

Request for a Hearing 

A person from whom consent has been withdrawn may submit a written request 

for a hearing on the withdrawal to the College President within the 14-day period. 

The written request must state the address to which notice of hearing is to be sent. 

The College President shall grant a hearing not later than three days from the date 

of receipt of the request and shall immediately mail a written notice of the time, 

place, and date of the hearing to the person. 

 

The hearing shall be held before a duly designated discipline committee or 

authorized hearing officer of the College. In no instance shall the person issuing 

the withdrawal notice or causing it to be issued serve on any committee where the 

validity of his order of withdrawal is in question. Education Code 51.237 

 

Hearing Procedures 

A person from whom consent to remain on the campus of the College has been 

withdrawn is entitled, in addition to the procedures set out in Education 

Code51.234, to the following: 

1. To be represented by counsel; 

2. To the right to call and examine witnesses and to cross-examine adverse 

witnesses; 

3. To have all matters upon which the decision may be based introduced into 

evidence at the hearing in the person's presence; 

4. To have the decision based solely on the evidence presented at the 

hearing; 

5. To prohibit the introduction of statements made against the person unless 

the person has been advised of their content and the names of the persons 

who made them, and has been given the opportunity to rebut unfavorable 

inferences that might otherwise be drawn; and 

6. To have all findings made at the hearing be final, subject only to the 

person’s right to appeal to the president and the governing board of the 

College. Education Code 51.243 

 

Reinstatement of Consent to Remain on Campus 

The College President shall reinstate consent whenever he/she has reason to 

believe that the presence of the person from whom consent was withdrawn will 

not constitute a substantial and material threat to the orderly operation of the 

campus or facility. Education Code 51.238 

 

 

2.05 Entering or Remaining on Campus after Withdrawal of Consent 

Any person who has been notified by the College President, or by an officer or employee 

designated by the College President to maintain order on the campus or facility, that 
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consent to remain on the campus or facility has been withdrawn pursuant to Education 

Code 51.233, who has not had consent reinstated, and who willfully and knowingly 

enters or remains upon the campus or facility during the period for which consent has 

been withdrawn, is guilty of a misdemeanor, and is subject to punishment as set out 

in Education Code 51.244. 

 

This section does not apply to any person who enters or remains on the campus or facility 

for the sole purpose of applying to the College President or authorized officer or 

employee for the reinstatement of consent or for the sole purpose of attending a hearing 

on the withdrawal. Education Code 51.239 

 

2.06 Students and Employees Barred from Campus after Suspension or Dismissal 

Every student or employee who has been suspended or dismissed from the College after a 

hearing, in accordance with procedures established by the College, for disrupting the 

orderly operation of the campus or facility of the College, as a condition of the 

suspension or dismissal, may be denied access to the campus or facility, or both, of the 

institution for the period of suspension, and in the case of dismissal, for a period not to 

exceed one year. A person who has been notified by personal service of the suspension or 

dismissal and condition and who willfully and knowingly enters upon the campus or 

facility of the institution to which the person has been denied access, without the express 

written permission of the College President, is guilty of a misdemeanor and is subject to 

punishment as set out in Section 51.244. Education Code 51.241(a)–(b) 

 

2.07 Refusing or Failing to Leave Building Closed to Public 

No person may refuse or fail to leave a building under the control and management of the 

College, during those hours of the day or night when the building is regularly closed to 

the public, upon being requested to do so by a guard, watchman, or other employee of the 

College controlling and managing the building or property, if the surrounding 

circumstances are such as to indicate that the individual or individuals have no apparent 

lawful business to pursue. Education Code 51.242 

 

2.08 Fireworks 

A person may not explode or ignite fireworks within 600 feet of the College unless the 

person receives authorization in writing from the College President. Occupations 

Code 2154.251(a)(1) 

 

SECTION THREE 

STUDENT AND COMMUNITY USE 

 

3.01 Authority 

The Angelina College Board is authorized to fix and collect rentals, rates, charges, and/or 

fees from students and others for the occupancy, use, or availability of all or any of its 

property, buildings, structures, activities, operations, or facilities, in such amounts and in 

such manner as may be determined by the Board (Education Code 130.123(c)). See GF 

Exhibit in the AC Policy and Procedure Manual for a schedule of current rates, charges, 

and fees. 
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3.01 Reservation of Facilities 

For the purposes of this policy, “facilities” include services, property, grounds, buildings, 

and structures owned or operated by the College. 

3.01.1 Academic Affairs 

The Vice President of Academic Affairs or designee may schedule course 

sections in any academic space owned or operated by the College to maximize 

student convenience, enrollment efficiency, and facility use. 

3.01.1 College Units 

If a College unit needs to use a facility for purposes other than course scheduling, 

a representative of the unit must contact the designated employee for that facility 

to reserve the space. 

3.01.2 Non-College Entities and Individuals 

If an entity or individual that is not a unit of the College desires to use a College 

facility, the entity or individual should contact the Angelina College Community 

Service Division at 936-633-5400. 

3.01.3 Affiliate Entities and Students 

If an entity affiliated with the College, including a registered student organization, 

or a student desires to use a College facility, the entity or student should contact 

the Angelina College Student Life at 936-633-3253. 

 

3.02 Priority of Use 

College activities have first priority for use of College facilities (i.e., services, property, 

buildings, and structures). Reservations made more than four months in advance are 

subject to cancellation by the College if the College must use the facility for an event that 

it is sponsoring or cosponsoring. The College will make a good faith effort to offer 

alternative facilities in the event of a cancellation. 

 

3.03 Restrictions 

All activities are scheduled subject to availability and must not supplant the regularly 

scheduled activities of the College. Use may be denied groups engaging in activities that: 

1. Disrupt the normal operations or academic activities of the College; 

2. Engage in commercial profit-making or recruiting; or 

3. Cause a security concern. 

 

3.03.1 Non-College parties or individuals may be denied use of College facilities. Non- 

College entities or individuals that have previously received disciplinary action by 

the College, have damaged College property, or have a current unpaid debt to the 

College may be denied use of College facilities. The College will prohibit 

activities that disrupt instructional programs or conflict with College 

organizations. Non-College organizations that charge admission or solicit funds 

may be denied use of facilities or charged an additional fee by the College. 

Facilities are not normally available for use between semesters, during spring 

break, or on holidays when the College is closed. Facility use when the College is 

closed may require the payment of additional fees. 



GF 

(LOCAL) 

416 

 

 

 

3.03.2 Designated College facilities have features or equipment that (a) present potential 

safety risks, (b) may be highly expensive to repair or replace if used 

inappropriately, and/or (c) if damaged or lost may result in unacceptable 

interference with College operations or academic activities. The College may 

deny use of such facilities by Non-College entities or individuals, affiliated 

entities, and students. The College President is authorized to add facilities to the 

following list as necessary. The designated facilities include: 

• The Angelina Center for the Arts, including art studios, the Temple 

Theater, the art gallery, the black box theater; 

• Instructional shops, certain rooms in Health Careers I and II, and science 

laboratories; 

• Hudgins Hall auditorium; 

• The softball facility; 

• The baseball facility; 

• The College Activity Center, including the Shands Gymnasium, the 

weight room, and the dance studio; 

• The Student Center cafeteria, including kitchen and food service areas; 

• The Auxiliary Gymnasium; and 

• The Ropes Course; 
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Student and Community Use of College Facilities 

 

The Angelina College Board of Trustees have established the following rates, charges, and fees 

for use of College facilities by Non-College Entities and individuals, affiliated entities including 

registered student organizations, and students. The College President is authorized to adjust 

rates, charges, and fees on a case-by-case basis if the intended use supports the fulfillment of the 

College’s mission, contributes to the College’s student recruitment efforts, or is associated with 

the College’s Community Services division. Outside events that raise funds, solicit donations, 

charge admission, or sell items are subject to a College charge of 10% of gross receipts. 

 

For the purposes of GF Local Policy and this exhibit, “facility” is any service, property, grounds, 

building, and structure owned or operated by Angelina College. 

 

SECTION ONE 

FACILITY RENTAL RATES 

 

1.01 Rates include exclusive use and occupancy of space described below for up to eight (8) 

hours from 8 am to 5 pm or from 5 pm to 10 pm. Exclusive use does include exclusive 

use of building or premises unless otherwise noted. 

 

• General Purpose Classroom 
Weekday 7 am to 5 pm $400/day 



Weekday after 5 pm 

Weekend 

$500/day 

$750/day 
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• Technology and Workforce Building Room 139 

Weekday 7 am to 5 pm $500/day 
Weekday after 5 pm $600/day 

Weekend $850/day 

 

• Specialized shop, laboratory, health careers instructional space 

Weekday 7 am to 5 pm $1,400/day 
Weekday after 5 pm $1,500/day 

Weekend $1,750/day 

 

• Cafeteria, large lecture halls, computer lab 
Weekday 7 am to 5 pm $750/day 

Weekday after 5 pm $850/day 

Weekend $1,000/day 

Note: the College will not rent the cafeteria during scheduled student meal times. 

 

• Community Services building room 104 
Weekday 7 am to 5 pm $750/day 

Weekday after 5 pm $850/day 

Weekend $1,000/day 

Note: a $100 nonrefundable deposit is required to reserve 104 Community 

Services 

 

• Dormitory 
$50 per student per day 

$100 per non-student per day 

Note: Non-student rental of dormitory rooms is restricted to periods when classes 

are not in session. Rental is based on availability and subject to approval by Dean 

of Student Affairs or his/her designee. 

 

• Hudgins Hall Auditorium 
Weekday 7 am to 5 pm $1,750/day 

Weekday after 5 pm $2,000/day 
Weekend $2,500/day 

Note: a $300 nonrefundable deposit is required to reserve Hudgins Hall 

Auditorium 

 

• Angelina Center for the Arts, Temple Theater 
Weekday 7 am to 5 pm $3,000/day 

Weekday after 5 pm $3,500/day 

Weekend $4,000/day expenses 

Note: a $500 deposit is required to reserve the Angelina Center for the Arts, 

Temple Theater 

 

• Activity Center, Shands Gymnasium 
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Weekday 7 am to 5 pm $1,500/day 

Weekday after 5 pm $1,750/day 

Weekend $2,000/day 

Note: The College may negotiate rates on a case-by-case basis for use of the 

Shands Gymnasium for athletic tournaments or games of high schools located in 

Angelina County. 

 

• Auxiliary Gymnasium 
Weekday 7 am to 5 pm $750/day 

Weekday after 5 pm $850/day 

Weekend $1,000/day 

 

 

 

• Baseball Facility or Softball Facility 
Weekday 7 am to 5 pm $1,750/day 

Weekday after 5 pm $2,000/day 

Weekend $2,500/day expenses 

Note: The College may negotiate rates on a case-by-case basis for use of the 

baseball or softball facilities for athletic tournaments or games of high schools 

located in Angelina County. 

 

• Ropes Course 
$25 per person per day 

Note: additional charges for required instruction and safety supervision will be 

assessed 

 

1.02 Equipment Rental 

• Desktop Computer Use $15/day per station 

• Piano Rental $1,300/day 

• Overhead projector $75/day 

• Laptop Computer $100/day 

• Use of Copier $.10/page 

• TV/VCR $25/day 
 

1.03 Service Fees 

• Required security $75/hour per officer 

• Ushers: $85/hour per usher 

• Custodial (required): $250/event 

• Building supervision: $75/hour per supervisor 

• Lights, sound, technical: As Needed - actual labor costs 

• Box office services provided by Angelina Arts Alliance of $1.00 per ticket printed 

or 10% of the gross. 
• Gate personnel $15 per game, $25 for two games/minimum = $60 
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• Scorer’s table $20.00 per game 

• Food service vendor prices for refreshments, banquets, dinners, etc. are negotiated 

directly with the vendor. All food service on campus must be provided by the 

College’s food service vendor unless the vendor waives the right to provide 

services. 
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STUDENT AND COMMUNITY USE OF COLLEGE DISTRICT FACILITIES: CONDUCT 

ON COLLEGE DISTRICT PREMISES 

 

In addition to criminal penalties as allowed by law, any student who refuses to identify himself or 

herself fully may be subject to discipline, including suspension. 

 

WEAPONS PROHIBITED 

The College District prohibits the use, possession, or display of any firearm, illegal knife, club, or 

prohibited weapon, as defined in FLB, on all College District property at all times. 

 

EXCEPTIONS 

No violation of this policy occurs when the use, possession, or display of an otherwise prohibited 

weapon takes place as part of a College District-approved activity supervised by proper authorities. 

 

TOBACCO USE 

The College District is a tobacco-free institution committed to providing its students and employees 

a safe and healthy environment. The use of all tobacco products shall be prohibited on all property 

owned or operated by the College District. This shall include buildings, grounds, sidewalks, and 

streets. This policy shall also apply to vehicles owned or operated by the College District. 

 

Smoking and Tobacco use are permitted only inside the confines of private vehicles. 

 

E-Cigarettes are prohibited in classrooms, labs, and activity areas in which they would be a potential 

hazard or distraction. 
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