BOARD POLICY

REG No.: 006

BOARD POLICY AND BYLAW DEVELOPMENT
I.

BACKGROUND and/or LEGAL REFERENCE

The Board shall adopt such rules, regulations, and bylaws as it deems advisable and consistent with law. Education
Code 130.082(d)
II.

POLICY

A.

Policy Development

The District shall be governed in accordance with written policies adopted by a majority of the Board. Policies and
policy amendments may be initiated by the College President, or by any member of the Board. All requests for policy
considerations from faculty, or employees, or community citizens shall be in writing to the College President. All such
requests shall be reviewed, evaluated, and presented with recommendations by the College President, for consideration
by the Board.
B.

Adoption

The Board shall have the sole right and discretion to adopt policies. Regulation 111, part III, section B states the
following:
“Official policies governing the operation of the college must be in written form and must be approved by the
Board of Trustees. Formal adoption of a policy is effected when the policy is approved by a majority of the
members of the Board in attendance at a duly constituted meeting of the Board.” (WCJC Regulations,
Reg.111, III, B.)
C.

Repeal of Previous Policies

Through the adoption of these policies, all previously adopted policies are repealed and of no force or effect. Any
subsequent amendment of or addition to these policies shall repeal any policies in conflict with it.
D.

Proposed Policies or Amendments

Proposed policies or amendments may be introduced and approved by the Board at one meeting or action may be
delayed until a subsequent meeting. Regulation 111, part III, section C states the following:
“At the discretion of the Board, proposed College policies may be introduced and approved during the course
of a single meeting or may be lodged at one meeting, with action by the Board to approve or not approve
delayed until the following meeting.” (WCJC Regulations, Reg.111, III, C.)
Written comments from College employees, the faculty advisory committeecouncil, or from the general public
concerning all policy proposals will be received in the office of the College President for a period of fifteen calendar
days following the date of the first reading of the policy proposal. The College President shall present all comments so
received, together with his own recommendations, to the Board to be considered prior to the second reading of the
policy proposal. The Board makes any final determinations on the creation or amendment of policy.
E.

Administrative Directive

When action is urgently required in an area not covered by Board policy, the College President shall have the power to
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act by administrative directive. The College President shall inform the Board promptly of such action.
F.

Official Policy Manual

The Board shall designate one copy of the policy manual as the official policy manual of the District. The official copy
shall be kept in the College President's office, and the President or designee shall be responsible for its accuracy and
currency. If discrepancies occur between different copies of the manual distributed throughout the District, tThe
version contained in the official policy manual shall be regarded as authoritative. Copies of the policy manual shall be
available throughout the College, and to the extent possible the manual shall be available placed on the College’s
website.
G.

Harmony with Law

No policy or regulation, nor any portion thereof, shall be operative if it is found to be in conflict with applicable law.
No policy of the District shall be interpreted or applied so as to cause circumvention or negation of applicable law.
(POLICY APPROVAL: 7-24-89, Board of Trustees)

BAM, Rev. 10-23-07
Reg 006

REGULATIONS

REG No.: 112

FORMAT FOR COLLEGE REGULATIONS
I.

PURPOSE

Describes the format and guidelines for submitting and maintaining college regulations, which are
compiled in a document entitled WCJC Regulations: Policy and Procedures Manual of the
College (Reg Manual, for short).
II.

CONTENT AND DEFINITIONS

In the format for regulations given below, definitions are provided as needed within each section.
Except for the POLICY section of a regulation, which may be written in the imperative, verbs should be
indicative and in the present tense.
Normally, all regs consist of a minimum of three sections, identified by uppercase Roman numerals:
PURPOSE
POLICY
PROCEDURES
This order remains the same regardless of any other sections that may be inserted between them.
Regs may also contain any or all of the following sections:
BACKGROUND INFORMATION and/or LEGAL REFERENCE
DEFINITIONS
GUIDELINES
OTHER
The normal ordering and numbering for these sections are as follows (though this format may be
adjusted when required by content):
I.
II.
III.
IV.
V.
VI.
VII.

PURPOSE
POLICY
BACKGROUND INFORMATION
DEFINITIONS
PROCEDURES
GUIDELINES
OTHER

If a section is excluded from the regulation, the numbering of the sections is adjusted accordingly.
Purpose: Provides a brief statement of the reason for the regulation itself, as distinguished from the
purpose or function of the subject of the regulation. If the latter is addressed at all, it is normally
confined to BACKGROUND INFORMATION and should be brief.
Policy: Defines what is to be done as a general practice; hence, any general rule, principle, plan, or
course of action governing operations at the college that has been officially adopted and recorded in
writing by either of the following acting as formal agents of the college: the Board of Trustees or the
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President of the College. (If not approved by one of these executive agencies, the matter is not a college
policy.)
Procedures: Define how and by whom policy is to be implemented; hence, specific administrative rules,
operations, steps, processes, responsibilities, and authorities for implementing policies.
Guidelines: Provide further information on who, when, and why of policy and procedures. Guidelines
supply information that amplifies and offers guidance for carrying out procedures; e.g., by listing
deadlines, timetables, and the like, and by advising what should be done in certain instances rather
than prescribing what must be done.
Regulations: Written codification of policies, procedures, and guidelines formally adopted by the college
to govern the conduct of operations. Regulations are given a three-digit number and are collected in a
manual entitled WCJC Regulations: Policy and Procedures Manual of the College (also referred to as
Regulations Manual, for short).
Citations of these regulations are made in any of the following ways:
Regulation 324, Reg 324 (but not Reg # 324; i.e., the "#" sign is not included).

College Regulation 324,

References to sections within a reg are made as follows: Section II.B.3 for the third numbered item in
paragraph B of the second section. Periods without spaces are used to separate the elements of a
citation, with no punctuation following the final element unless that punctuation is part of the sentence
(as opposed to being part of the citation).
III.

LAYOUT

Font: Regulations are typed/printed in 10-point Times Roman or New Century Schoolbook.
Margins: Top, bottom, left, and right margins are all one inch from the edge of 8•-by-11-inch paper.
Headers and Numbers: All pages following the first page have a header in the upper left-hand corner,
which consists of the regulation identifier (Reg 324) and a page number in the upper right-hand corner.
The first page contains no page number, but the regulation identifier (Reg 324) is inserted in the righthand box of the banner along the top of the page.
Title: The title is centered, bold, and all caps. It appears on line 1.38 of the first page.
Authority: The following parenthetical notation is included as a separate paragraph at the end of the
POLICY section:
(POLICY APPROVAL:

-

-

,

)

The first element is typed in caps; it is followed by the date the policy was finally approved for
implementation and then the approving body (the Board of Trustees).
Origination: Following the final paragraph of the body of the regulation, a notation is made (flush
right) indicating the initials of the person who drafted the regulation and, separated by a virgule, the
Cabinet member through whom the draft was submitted to the college governance structure for review
and discussion prior to final approval. The date of the final draft is inserted immediately below these
initials.
LVT/PP
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10-8-86
This indicates that the reg was drafted by Ludvig von Trilobite and submitted through Dr. Penny
Pincher, the dean of XYZ. LVT finalized his draft on October 8, 1986.
Closing: Three lines appear (flush left) at the very end of a draft regulation:
Reg 324
Date of this draft:
Deadline for return of comments to Extended Cabinet:
After the regulation has been discussed, revised, and approved for implementation, the last two of these
three lines are deleted (though the regulation identifier remains); and the regulation is promulgated.
Distribution: All holders of a regulation manual receive the final, pPromulgated regulations are placed
on the college website (Internet and Intranet)., which they insert in their manuals, and are
responsible for maintaining the currency of their manuals. Regulations that have not yet been
officially approved are referred to as draft regulations; those that have been officially approved are
promulgated regulations. Draft regulations are distributed without a banner; promulgated regulations
are disseminated with a banner at the top of the first page. The official Regulations Manual resides
in the office of the college president. It is the source and repository for all regulations; hence, in the
event of a disagreement concerning the authenticity, contents, or date of a regulation, the regulation as
it appears in the master manual in the president's office decides the matter.
FRV/FRV
11-17-94
Reg 112

REGULATIONS

REG No.: 133

LOGO: USE ON COLLEGE PUBLICATIONS
I.

PURPOSE

Identifies the approved college logos and presents procedures and guidelines for their use.
II.

DEFINITIONS

A.

Logo. A logo is an identifying mark that represents the college. It may be a letter, a graphic
symbol, or the college's entire name in a specified typestyle, or it may be all these taken
together. As used herein, "logo" refers to an approved combination of lettering and graphic
symbol. Whenever more specificity is warranted, reference is made to "symbol" (or "graphic
symbol") or "lettering." (This regulation pertains only to the use of the college logo; it does not
address the use of the college seal, which is under the exclusive control of the Board of Trustees
and is reserved for certain institutional uses that are officially the province of the Board.)

B.

Publication: online or printed material produced at, by, or for Wharton County Junior College
or any of its activities, units, groups, or organizations (students, faculty, or staff) whether
intended for internal or external distribution, whether electronically distributed, posted
online, or mailed or posted on bulletin boards, and whether produced on campus or off
campus.
Publications include, but are not limited to, advertisements, announcements,
brochures, calendars, catalogs, certificates, class schedules, directories, fliers, forms, greeting
cards, handbooks, invitations, maps, newsletters, news releases, posters, programs of events,
tickets and other notifications of convocations, meetings, lunches, or performances. (Materials
for use in class such as syllabi and other handouts are exempted from this policy, as are
materials produced by students for class projects.)

III.

POLICY

A.

College Logo. The college name and its representation in logos, seals, and symbols are the
property of Wharton County Junior College. Accordingly, no person, group, organization, or
agency may reproduce the college's name, the college logo, the college graphic symbol, or the
college seal, nor may they be employed for profit-making ventures, without prior permission
from an authorized representative of the college.
1.

All publications shall contain the official college logo in one of its approved
configurations. (See logo art and stationery attached illustrations on college’s intranet
site.)

2.

All materials produced by or for a college entity (an individual employee or a faculty,
staff, or student organization) that is to be distributed or exhibited on college premises
(e.g., on bulletin boards) must carry the college logo and graphic symbol. The Office of
Student Activities ServicesOffice, therefore, may not grant approval for any item to be
posted on bulletin boards unless the item meets this specification.
(Personal
materials submitted by individuals• concerning, e.g., sales of personal items,
apartments for rent, car pooling•are not required to display the logo and symbol,
though such materials must still be approved by Student Activities the Office of
Student Services prior to posting.)

3.

The logo shall not be redrawn, reproportioned, photocopied, modified, or altered in any
way.
The logo shall be reproduced for publication from line art, PMTs, or other
"masters" available from the Director of Public Relations (D/PR).by using logo art
available on the college’s intranet site.
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B.
Exceptions to the above policy may be authorized by the President for certain functions or units
(for example, athletic events or marketing items.)
(POLICY APPROVAL: 8-16-95, Board of Trustees)
IIIIV.
A.

B.

PROCEDURES AND GUIDELINES
To promote a consistent image of the college, to enhance the recognition value of college
publications, and to create and sustain an easily recognizable identity for the college, all printed
published materials intended for internal or external consumption (including but not limited
to online publications, fliers, announcements, brochures, advertisements, news releases, and
posters) should contain the college name by use of the college logo and graphic symbol in one
of the approved forms. College stationaery is also available on the college’s intranet
site. (See illustrations logo art and stationaery attached heretoon the college’s intranet site.)
1.

Figures 1 illustrates the college logo and symbol for letterhead paper.
This
configuration is the "formal" one, suitable not only for letterhead but for the college
catalog and anywhere that a more formal appearance is required.

a.

The top of the page shows the graphic symbol and logo as they appear for the campus
in Wharton.

b.

The italicized print in the middle of the page shows how the specific extension
location's address may be added to the basic masthead (in place of the Wharton
address) in a manner similar to that for the campus in Wharton.

2.

Figure 2 is identical to Figure 1, except that the adress is omitted. This is suitable for
title pages of internal reports and certain postings and other publications when the
college address is unnecessary.

2.

Figure 3 is a less formal depiction and serves, for example, as a return address on
envelopes and postcards. It is also suitable for posters, brochures, and the like when
the college address is to be shown, but the more formal look of Figure 1 or Figure 2 is
not desired.

3.

Figure 4, also informal, appears on materials when no return address is desired (for
example, on college memo paper and on internal forms). It may also be used on posters
and other internal postings as a substitute for Figure 3. (Note: Use of college memo
paper is not required by this policy for all interpersonal and interoffice correspondence.
Faculty and staff may wish to use plain paper or their own personalized paper, which
is permitted. This policy requires, however, that if letterhead is used for memos, it
must comply with the specifications described herein.) The top of the boxed logo begins
one-half inch from the top of the page, and the left-hand side of the box appears one
inch from the left edge of the paper. This one-inch left-hand margin should be
maintained for the entire sheet.

4.

Figure 5 shows the standard logo heading for most college forms, using Logo 4 (memo
paper logo) in the upper left-hand corner and the title of the form and originating office
identified in the upper right-hand corner.

Whenever someone wishes to use the college symbol or logo, he or she should secure ar t
f ro m th e co lle g e ’ s in t ran e t s i te . W h e n av a il a ble a rt i s n o t in t h e s ize re qu ire d
f o r p ro d u c in g a p ar ti c u l ar p u b l ic at io n , e mp lo y e e s may co mp le te a M ar ke ti n g
Se rv ice s re q u e st f o r ( f o u n d o n th e co l le g e ’ s in tr an e t s i te . a clean
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master from the D/PR since repeated photocopying of these marks results in unclear or
otherwise unattractive images. Similarly, both letterhead and memo paper are standardized
and contain the college logo and name in an approved form. When supplies become depleted,
but no later than August 1, 1995, additional materials should be ordered through the college's
Business Office; they should not be photocopied. (Long-term supplies of certain forms and
other preprinted materials previously approved through the Business Office are specifically
exempted from guideline B.)
C.

Certain items (e.g., athletic wear, T-shirts, sweatshirts, and promotional hardware such as
cups, mugs, paper weights) may be excluded from the above restrictions with the approval at the
discretion of the D/PRDirector of Marketing and Communications with the approval from the
Director of Marketing and Communicationsof the President.
FRV/FRV
8-16-95
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Wharton County
Junior College

LOGO GUIDELINES
Public Relations Office

1.

College personnel are permitted to generate their own internal publications without prior approval
from Public Relations. (All external publications, however, must be done through the PR Office.)
One copy of all internal publications must be sent to PR for review after the fact.

2.

The approved college logos and configurations are attached to Regulation 133 (Logo: Use on
College Publications). This contains the Board-approved policy for use of logos, and it applies to
all college constituencies.

3.

Reg 133 defines "publications" as follows (section II):
Printed material produced at, by, or for Wharton County Junior College or any of its activities, units, groups,
or organizations (students, faculty, or staff) whether intended for internal or external distribution, whether
mailed or posted on bulletin boards, and whether produced on campus or off campus. Publications include,
but are not limited to, advertisements, announcements, brochures, calendars, catalogs, certificates, class
schedules, directories, fliers, forms, greeting cards, handbooks, invitations, maps, newsletters, news
releases, posters, programs of events, tickets and other notifications of convocations, meetings, lunches, or
performances. (Materials for use in class such as syllabi and other handouts are exempted from this policy,
as are materials produced by students for class projects.)

4.

Whenever possible, use paper that has been pre-printed with the college logo (such as this sheet
you are now reading). This is especially useful for forms: the logo is flush left, so the title of the
form and originating office can been placed flush right. If you don't have paper with the logo on it,
you may order supplies through the Business Office. You may also obtain a disk with the logos
on them (if you have a printer that will print them correctly).

5.

When planning a document (poster, notice, flier, whatever) think logo first (that is, think college
image and identity first) in any layout. Then create the rest of the piece. Do not design your
layout and then stick on the logo as an afterthought.

6.

All documents should be attractive, well laid out, grammatical; they should be aesthetically
pleasing materials that represent you and the college well.

7.

If you are in doubt about which logo to use, where to place it, etc., you may ask for help from the
Director of Public Relations or from the staff of the Office of College Advancement.

8.

If you need help or advice on designing or laying out a piece, the Director of Public Relations or
the staff of the Office of College Advancement can help with suggestions.

9.

If you leave a document with College Advancement for a logo to be attached, please allow at
least 48 hours' lead time.

Reg 133
6-23-95 Revise and Move to College Intranet

REGULATIONS

REG No.: 253

REQUEST FOR TEXTBOOK DESK COPIES
I.

PURPOSE

Provides procedures for faculty to obtain a free copy of current textbook prior to the start of class.
II.

POLICY

A.

Each faculty member is entitled to a free copy of current textbooks that he or she has assigned
as required reading in his or her classes.

B.

The department head, program director, or program coordinator, as appropriate, is responsible
for seeing that faculty members have free copies of such books, either through having each
faculty member individually pursue a complimentary copy from the publisher or by ordering
desk copies for all faculty in his/her department or program.

(POLICY APPROVAL: 7-19-95, Board of Trustees)
III.

PROCEDURES

A.

In courses taught by one or two faculty members, each faculty member places an order directly
with the publisher. For courses taught by a number of faculty, the department head, program
director, or program coordinator places the order with the publisher.

B.

If the desk copy is not received before the start of class, the division chair gives the part-time
faculty member written permission to secure a desk copy from the bookstore. The full-time
faculty member may secure a copy without written permission.

C.

Desk copies so provided by the bookstore must be replaced with complimentary books before the
end of the session.

Reg 253

JC/FRV
7-19-95

REGULATIONS

I.
371

REG No.:

FACILITIES USAGE BY COMMUNITY GROUPS
I.

PURPOSE

Describes policies and procedures governing the reservation and use of college facilities by external groups.
II.
BACKGROUND and/or LEGAL REFERENCE
[Does attorney need to review?]
Formerly, this subject was governed by the following: TASB Policy Manual, Policy GF, Student and Community Use
of District Facilities, 10-16-89; Policy GFA, Student and Community Use of District Facilities: Conduct on District
Premises, 7-1-82. Both these policies have been combined in Regulation 371 (for community groups) and Regulation
372 (for student groups).
The following regulation amends these policies to conform with recent case law, as recommended by the college
attorney. (See letter, dated 3-31-97, from Jeffrey J. Horner at the firm of Bracewell & Patterson, L.L.P.) In general, the
major points of compliance with law are as follows:
The institution may legally bar all outside groups from its facilities, or it may create a limited open forum for
some groups.
Public educational institutions are not traditional public forums and therefore may deny access to all persons
or groups during noninstructional hours.
Once the institution allows such access, it creates a limited public forum and must open its facilities to all
similarly situated persons or groups in a similar manner; that is, it may not discriminate between similar groups
regarding the use of its facilities. For example, the Rotary Club must be treated the same, and given the same access, as
the Lions Club and all other service organizations. But commercial, for-profit groups need not be treated the same as the
service organizations, though they must be treated the same as each other.
The U.S. Supreme Court has determined that, under the Free Speech Clause of the First Amendment of the
U.S. Constitution, an educational institution that has created a limited public forum may not deny access to student
organizations (and other groups) on the basis of religious, political, philosophical, or other content of speech. To do so
would constitute content censorship.
Finally, the college attorney does not recommend charging some users for use of college facilities and not
charging others. To insure uniform treatment of all users and to avoid legal difficulties, the college attorney
recommends charging a cost-recovery fee to all external groups.
III.

POLICY

A.

Usage Policy: General

1.

The grounds and facilities of the district shall be used for the educational goals and purposes of the college as
set forth by the Board. Such uses, as determined by the Board and the President, have priority over any other
use of district facilities.

2.

The grounds and facilities of the district shall be made available to members of the district community,
including students and their respective registered organizations, when such use (a) does not interfere with
normally scheduled activities or with any use by the college itself, (b) does not conflict with any of the policies
and procedures of the district, (c) is agreed to in writing by both the college and the user organization, (d) all
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college-required indemnification and insurance coverage by the user organization has been approved by the
college, and (e) is conducted in an orderly manner without disturbing other persons or groups using college
facilities.

3.

a.

Use of college facilities within the district shall adhere to the provisions of this regulation.

b.

External groups' use of college facilities outside the district shall be strictly prohibited, but registered
WCJC student organizations shall be permitted to use out-of-district facilities provided the policies
and procedures of this regulation are followed.

Authorization to use college facilities shall not in any way imply approval or sanction by the college of either
the organization authorized to use the facilities or the activity to be conducted therein; and a statement to this
effect shall be included by the user in any advertising, promotional material, or literature. This statement shall
read as follows:
Wharton County Junior College is providing space for this activity as a community service. Use of
college facilities does not in any way imply approval or sanction by the college of the activity or the
sponsoring organization.

4.

The college shall charge a cost-recovery service fee for use of space or facilities as reimbursement for direct
operating expenses, without any element of profit or loss for the college. No exceptions shall be allowed; that
is, all external users shall be required to pay a reimbursement fee to use district facilities or space.

5.

The district shall make its facilities available for use as polling places in any in-district elections.

6.

Nothing in this regulation shall preclude the college from entering into interlocal agreements or other similar
reciprocal arrangements with external parties that allow such external parties defined use of college facilities in
exchange for in-kind donations to, or services for, the college.

IV.

PROCEDURES

A.

Recovery Costs

a.1.

User groups shall pay all expenses incurred by their use of the facilities, including reimbursement to
the college for costs associated with custodial and maintenance services, security, and utilities.

b2..

User groups shall reimburse the college for any extra services rendered by college personnel (such as
technicians, security officers, student workers), shall pay a rental fee for the use of any college
equipment (such as television or videomultimedia equipment, projectors, screens), and shall pay for
special set-ups and take-downs.

c.

Registered WCJC student organizations shall not be required to pay the cost-recovery fee for use of
facilities but shall be required to pay for any extra services or equipment rentals.

d.3.

The Vice-President of Administrative Services or designée shall be responsible for developing
standard costs to be charged to all users to recover direct costs and for developing a schedule of
charges for extra services and equipment rental. These charge sheets shall be submitted annually to
the President by July 1 and, upon the President's approval, shall become effective on September 1 of
each year. Charge sheets shall be attached to this regulation and made available to the public upon
request.
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e.4.

The Vice-President of Administrative Services or designée shall function as facilities coordinator and
shall be responsible for contact with student organizations and external users and for reviewing and
approving all requests to use district facilities in compliance with this regulation.

f.5.

The Vice-President of Administrative Services or designée shall create a Facilities Request Form and
a Facilities Use Contract Form, copies of which shall be attached to this regulation. User groups shall
not be permitted access to district facilities until and unless these forms have been properly
completed, received by the vice-president or designée, and approved at least two weeks prior to the
requested use date.

g.6.

Events and activities cosponsored by the college with an external group shall not be subject to
reimbursement charges.

B.

General

5.1.

All rentals, rates, charges, and fees collected by the district shall be made with the stipulation that the district
shall not be liable to anyone for any injury or claim arising out of the use of any district facility. The Facilities
Use Contract shall contain a statement or statements to this effect.

6.2.

Any group or organization using college facilities shall be held responsible for any damage to property during
its use of the facilities.

7.3.

Any group or organization using district facilities shall designate in writing one member of its group as its
supervisor and responsible for the group or organization's behavior and activities while using district facilities.

8.4.

Requests from external groups or student organizations to use district facilities shall be made through the VicePresident of Administrative Services or designée. These requests shall be made in writing on the college's
External Facilities Request Form. and shall include, but shall not be limited to, the following:
a.
the name and address of the group;
b.
the name, address, and phone number of the contact person who is representing the group and
submitting the request;
c.
the name, address, and phone number of the on-site supervisor who will be responsible for the group's
conduct while on campus;
d.
the facility (and, if appropriate, the portion of the facility) being requested;
e.
the starting and ending times of the proposal use of the facility;
f.
the approximate number of persons expected to use the facility;
g.
a description of the proposed activity and how the facility will be used;
h.
proof of insurance liability;
i.
the proposed method of payment for any additional expenses that might be incurred by the college as
a result of the group's use of the facility.

95..

Alcoholic beverages are prohibited on district property.

10.

The district shall make its facilities available for use as polling places in any in-district elections. [moved to
policy III.A.5.]
a.6.

If more than one authority requests the use of district facilities for the same day and simultaneous use
is impractical, the college President shall determine which, if any, authority may use the facilities.

b.7.

No charge, including a charge for personnel, utilities, or other expenses incurred by the college before
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or after regular business hours, shall be made for the use of district facilities for a polling place if the
day of the election is a day on which the college is normally open. If the day of an election is a day on
which the college is not normally open, a cost-recovery charge for reimbursement (as outlined in this
regulation) may be made for the use of college facilities.

11.

Except for attendance at scheduled classes and excluding access to residence halls and rodeo facilities,
individual students shall not be admitted to a college building after 5:00 p.m. on Mondays through Fridays or
anytime over the weekend without the written approval of the building supervisor or unless an instructor or
sponsor or other supervising employee is present. Student groups shall not be allowed to use college buildings
without securing approval to do so according to the provisions of [Regulation 372].

B.

Use of Designated Areas: Students

1.

The first floor of the Pioneer Student Union Building shall be considered a designated area for public
discussion. If any additional areas are to be so designated, the Vice-President of Administrative Services shall
be responsible for making these designations for use by registered student organizations and for posting signs
identifying each designated area in conspicuous locations in and around each area.

2.

During regular business hours when the college is open, a registered student organization may use an area
designated under the above section for public discussion without prior permission and for peaceful public
assembly or demonstration without prior permission.

3.

Public assembly, discussion, or demonstration exercised in accordance with the above paragraphs must not
disturb or interfere with a program, event, or activity approved by the vice-president prior to the public
assembly, discussion, or demonstration, and must not unreasonably disturb or interfere with normal operations
and activities of the district.

4.

Any person who refuses to identify himself/herself fully in accordance with this regulation (formerly policy
GFA in the TASB Policy Manual, 5-30-86) and Penal Code 30.05 may be guilty of a misdemeanor or offense
that, upon conviction, is punishable by a fine of not more than $200. In addition to criminal penalties as
allowed by law (see Penal Code 30.05), any student who refuses to identify himself/herself fully in accordance
with this policy may be subject to discipline, including suspension or dismissal.

C.

Groups Prohibited from Use of District Facilities

1.

No organization or group that is not registered with the Office of Student Services as an officially recognized
WCJC student organization shall use district facilities under procedures for student groups.

2.

No organization or group, whether registered or not, shall use district facilities if it has a delinquent debt to the
district.

DC..

Special Conditions Applying to Certain Facilities
1.

Tennis Courts
The college's tennis courts on the Wharton campus are available without charge for any external or
internal users between the hours of 7:00 AM and 10:00 PM for recreational use.

2.

Other Facilities
Such facilities as the Fitness Center, Gymnasium, Fine Arts Theater, and the Outlar Auditorium may
be subject to different restrictions from those outlined in this regulation, including designated these
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facilities as not available for independent access by external users, and are governed by procedures
developed and implemented by the Office of Administrative Services.

E.

Nothing in this regulation shall preclude the college from entering into interlocal agreements or other similar
reciprocal arrangements with external parties that allow such external parties defined use of college facilities in
exchange for in-kind donations to, or services for, the college. [moved to Policy, III.A.6.]

(POLICY APPROVAL: 6-18-97, Board of Trustees, ___-___-___)
IV.

PROCEDURES

A.

Normally, reservation requests from external groups are made 30 days in advance of the scheduled date of use
on a Facilities Request Form.

B.

Authorization to use college buildings, facilities, or grounds must be in writing by the Vice-President of
Administrative Services or designée, accepted in writing by the user organization, and contain such conditions
and any further agreements deemed to be in the best interest of the college. The user organization is provided
with a packet of information consisting of this regulation or relevant portions thereof encapsulated in a college
brochure containing procedures and guidelines for external groups using college facilities and a campus map
showing parking areas. (This information is attached to this regulation and is reviewed and updated as needed
by the Vice-President of Administrative Services.)

CD..

If the user proposes to charge any sort of registration, admission, tuition, or participants fees, the amount of
such fees must be indicated on the Facilities Request Form and must be approved in advance by the VicePresident of Administrative Services or designée. Normally, the amount of any such fee should be consistent
with the educational objectives of the college and with admission fees currently approved for student activities.
The imposition of higher fees may be permitted to outside users under special circumstances (such as those
involving the employment of paid performers, stagehands, or musicians).

D.E.

Processing Requests

1.

All facilities requests must be submitted on the college's Facilities Request Form to the Vice-President of
Administrative Services or designée. No requests may be confirmed before the college calendar is established.

21..

Whether a request is approved or denied, the Vice-President of Administrative Services or designée uses a
standard letter to responds in writing to all facility requests. (A copy of the standard response letter is attached
to this regulation.)

3.

If the request is approved, the vice-president or designée includes with his or her response copies of all
pertinent literature describing the rules and regulations governing use of college facilities by outside groups and
student organizations. A copy of this response letter is sent, along with billing information, to the Business
Office to prepare an official invoice.

4.

Checks for user groups are to be made payable to Wharton County Junior College.

E.F.

Consideration of Requests: Students
See Regulation 372.

F.

Consideration of Requests: Instructional/Educational Activities

Facilities requests to offer courses or programs or involving any educational or instructional service or activity are
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forwarded by the Vice-President of Administrative Services or designée to the Vice-President of Academic
Affairs or to the Vice-President of Continuing Education, depending on the nature of the proposed activity, to
determine if the proposed activity conflicts with college activities or is detrimental to college interests. Such
requests are returned with a written response to the Vice-President of Administrative Services or designée
within five working days.
BAM/FRV
6-19-97
Rev. 4-20-99
Lac/BK/PY/DL
12-15-11
Reg 371/372

Facilities Request Form: EXTERNAL
Office of Administrative Services

This form is for requests by external groups and WCJC student organizations to use college facilities. Please type
or print clearly, complete all information, and submit in duplicate to the Executive Vice-President of Administrative
Services. Illegible or incomplete forms will not be processed.
From
Requestor:

Name of Group/Organization:

Date:

Contact Person:

Address:

Phone:

Requested Dates
of Use:

Start

End

Event Time:

Start

End

Number of
Participants:

Facility Requested:

Please mark all that apply:

Building
Room Number
Gym
Hutchins Board Room
Student Center
Theatre
Other

Public-address system
Carted computer/data projector system
Other (please describe below):

Note: Theatre equipment requires hiring a
qualified faculty/student at $15/first hour plus
minimum wage for additional hours.
Proof of
Insurance
Attached:
Yes

List and explain charges user proposes:

No

Registration
Admission
Tuition
Participation fees

Describe activity and how facility will be used. (Any group or organization using college facilities is responsible for any
damage to property during use. If food is to be served, user is responsible for arranging with the server to clean up and
remove leftovers immediately after the event. If the server fails to clean up, user must do so.

Requestor’s Signature: _________________________________________ Date: _________________________
To: _____________________________________________________

Date: ________________________

Facilities Request Form: EXTERNAL
Office of Administrative Services

From: Name of Group/Organization: ______________________________________________________
Address: __________________________________________________
_________________________________________________

Phone: (_____)_____________

Name of Responsible On-Site Supervisor: ___________________________________________
Address: __________________________________________________
_________________________________________________

Phone: (_____)_____________

Facility (or portion thereof) Requested: _________________________________________________
Dates Requested: Start: _________________________
Times Requested: Start: _________________________

End: __________________________
End: __________________________

Number of Participants: __________
Describe activity and how facility will be used. (Any group or organization using college facilities is responsible for any
damage to property during use. If food is to be served, you are responsible for arranging with the server to clean up and
remove leftovers immediately after the event. If the server fails to clean up, you must do so.)
_______________________________________________________________________________________
_______________________________________________________________________________________

Proof of insurance attached:

 Yes

 No

List and explain charges user proposes (registration,
admission, tuition, or participation fees): __________________________________________________
Proposed method of payment for any additional expenses that might be incurred by the college as a result of the group's
use of the facility:
______________________________________________________________________________________
Requester's Signature: _____________________________________________________
Approvals:
_____________________________________________________
Building Supervisor

____________________________
Date

_____________________________________________________
Executive VP or designée
Date

____________________________

ExtReq.Frm
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(i)

Facilities Use Contract
Form

In compliance with WCJC Regulation 371, Wharton County Junior College, hereinafter called "the College" does
hereby agree to provide facilities as described below to:
Name:
Address:
City, State, Zip:
Telephone (incl area code):
who is hereinafter called "the User." Signature of the User affixed to this document signifies acceptance and agreement
with all terms and conditions of this agreement.

FACILITY TO BE USED
Building: ___________________________________________

Room: ____________________

Grounds: ______________________________________________________________________________
Other: ________________________________________________________________________________
Dates Requested: Start: _____________________

End: _____________________

Times Requested: Start: _____________________

End: _____________________

CHARGES FOR FACILITY USE
_______ Building Use ($_________/day) x _________ days =
_______ Technician

($15/first hr, plus min wage for
add'l hr x _______ hrs) =

_______ Other: ________________________________________________

$__________

$__________
$__________

_______ Refundable Deposit:
Total Payment Due College:

$__________

WCJC Facilities Contract Form
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TERMS AND CONDITIONS
1.

The User shall furnish proof of liability insurance naming the College as an additional insured for $1,000,000
(one million dollars) for the individual event.
Insurance Company: ___________________________________________________________
Address: _______________________________________________________________________
Policy Number: ________________________________________________________________

2.

For rehearsals in the Horton Foote Theatre, rehearsal and work lights are provided (four 750-watt scoop lights).
Should stage lights be desired by the User, a qualified technician must be provided at the User's expense. The
College, in its sole discretion, shall determine a technician's qualifications.

3.

All rehearsal and stage lights must be turned off by the User immediately after use and prior to leaving the
Horton Foote Theatre. The dimmer system must be properly secured. Failure to adhere to this rule may result
in replacement of equipment at the User's expense.

4.

The User of the Horton Foote Theatre may use only the College's musical equipment for which prior
arrangements must be made with the head of the Music Department.

5.

The User will furnish, at the User's expense, the services of a minimum of two commissioned police officers
(number to be determined by VPAS) with legal jurisdiction in the location of the event.

6.

The User agrees to leave the premises in as good or better condition than that which existed prior to usage.
The User must:
a.
b.
c.
d.

7.

clear tables of any debris or food;
bag trash in containers provided;
remove all decorations and personal belongings;
clean up all obvious spills on tables, chairs, and floor.

Other(s):_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________

WAIVER AND INDEMNIFICATION
The User hereby waives and forgives any claims against the College, its trustees, agents, and employees which may arise
on behalf of the User as a result of the execution of this agreement or the use of the College's facilities.

WCJC Facilities Contract Form
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The User agrees to assume any and all responsibility of any kind whatsoever from the use of the College facilities and
indemnify, protect, defend, and hold harmless the College, its trustees, agents, and employees from and against any and
all liability, claims, demands, suits, actions, damages, losses, and expenses, including any attorney fees necessary in the
defense of any such action, arising out of or in any manner resulting from the User's use of, or presence on, the College
property. It is the intention of the User that such indemnity shall apply whether or not the liability, claims, demands,
suits, actions, damages, losses, or expenses arise from the negligence of the College or its trustees, agents, or employees.
This indemnification agreement is not to be construed as a waiver of the sovereign or governmental immunity from
liability now possessed by the College and its agents or employees in performing this governmental function.

SIGNATURES
The terms and conditions listed above are agreed to by both parties as witnessed by our signatures on this __________
day of ____________________, __________.

Wharton County Junior College

For: ___________________________________

by: ________________________________

by: ____________________________________

For:

ContUse.Frm
3-1-99

Charges for Use of College Facilities
Office of Administrative Services
Schedule of Standard Charges for Facilities Use
Minimum Charges per Day
Facility
1999
-2000
Classrooms

2000
-2001

$61

Horton Foote Theatre
$154
Gymnasium

$348

Outlar Auditorium

$97

Pioneer Student Center
(up to 100 participants)
$428
Pioneer Student Center
(101 to 200 participants)
$488
Outdoor Restrooms
$50
Grounds

$50

[Remove from regulation and Bryce update and keep for internal use]

Reg 371

2001
-2002

20022003

Standard Response Letter
(Regs 371 and 372)

(See attached.)

Rules Governing Special Facilities
Addendum to Regs 371 and 372

Policies and procedures regarding the use by external groups, and student organizations, and other college programs, of
buildings owned or operated by WCJC are contained in Regs 371 and 372. The following addendum describes
additional provisions for use of special facilities. (In all cases, however, even for the special facilities listed in this
addendum, the policies and procedures specified in Regs 371 and 372 must be adhered to unless a waiver is granted in
advance by the President or the Executive Vice -President of Administrative Services.)
I.

II.

Facilities Rental or Use
A.

Usage Fees: Facilities used by non-college organizations are charged according to the approved
schedule attached to Reg 371 as maintained by the VPAS.

B.

Other Requirements
1.

Any non-college organization using college facilities is required to furnish evidence of
liability insurance covering the event or program.

2.

Educational organizations, charitable organizations, retired teacher groups, retired or senior
citizen groups are not charged for meeting rooms if the event occurs during normal WCJC
working hours. These meeting rooms do not include the Pioneer Student Center, Horton
Foote Theatre, Outlar Auditorium, or Gymnasium.

3.

A facility rental is not recognized until payment has been received in full and a written
contract has been completed in the office of the Director of Accounting Services Vice
President of Administrative Services.

4.

Any rental terms that differ from the above must be approved by the President or the Board
of Trustees.

5.

Use or possession of alcoholic beverages is prohibited.

6.

If any college regulations are violated, the offending group forfeits the right to future use of
college facilities.

Horton Foote Theatre
A.

Scheduling
1.

Fine Arts (theater, music, stage movement, art) activities have scheduling priority in the
Horton Foote Theatre.

2.

Requests for use of the theater for any activity including rehearsals and classroom activities
must be made in writing to the Building Supervisor of the Duson-Hansen Fine Arts Building
at least two weeks in advance of the event. and must follow the provisions of Reg 371 (for
external groups) or Reg 372 (for student organizations).

a.

Any college organization that wishes to schedule an activity in the theater must submit a
written request to the Supervisor of the Duson-Hansen Fine Arts Building prior to October 1
of each academic year.

b.

Any college organization that decides after October 1 to sponsor an activity that requires the
use of the theater must submit a written request two weeks before the event.

c.

Emergency scheduling of the theater will be made depending upon the availability of the
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theater and the extent of the emergency.

B.

d.3.

All scheduling of the theater for non-Fine Arts activities is accommodated on a first-come,
first-served basis.

4.

Upon approval of the building supervisor, the Facilities Request Form: Internal is forwarded
to the Vice President of Administrative Services.

e.

No conflicting scheduling of the theater is processed without the permission of the
director/adviser of the originally scheduled activity.

f.

The building supervisor competes the Facilities Request Form and forwards it to the
Executive Vice-President.

Personnel and Equipment
1.

2.

C.

All activity in the theater requires the use of a custodian and theater technicians.

Custodial services must be contracted with the Maintenance Department through the Business Office
if the activity is scheduled outside regular college hours.
3.2.

Theater technical services must be contracted. if the activity is scheduled outside regular
college hours.

4.3.

Only individuals (faculty or students) trained in proper lighting and sound procedures may
adjust, move, focus, or operate any of the electrical lighting and sound equipment that is a
part of the theater.

54..

Any group that utilizes the facilities of the theater is totally responsible for the theater, its
contents and equipment, and is responsible for returning the theater to the condition it was in
prior to the activity.

Fire and Safety (Legal Restrictions)
1.

Maximum seating capacity is 324288.

2.

Maximum standing or extra seating capacity is 50.50

3.

Absolute combined maximum seating and standing capacity is 374. 338

4.

All aisles and exit areas must be kept clear of seats and patrons.

5.

All doors must be unrestricted at all functions so that they can be opened outward upon
command.

6.

The use of open flame on or off the stage is prohibited without specialized equipment and
precautions.

7.

Smoking in the theater, as in all college buildings, is prohibited at all times.

8.

All exits must be clearly marked with lighted signs.

D.

Other Restrictions
1.

2.

No eating or drinking is permitted in the theater at any time.

No cameras are permitted in the theater during a theatrical performance.
32..

If any regulation for the operation of the theater is violated, the offending group forfeits the
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right to future use of the theater.

III.

Pioneer Student Center
A.

Scheduling

1.

Non-college organizations must adhere to Reg 371, and student organizations must adhere to Reg
372.
21..
Approved college student organizations and other college programs are allowed "free" use
of the Pioneer Student Center twice each semester; however, these groups the student organizations
are responsible for thoroughly cleaning the building after an event. (or they may choose to pay the
college's per-hour custodial fee). Additional uses of the building are treated in the same manner as
non-college organizations.

B.

32..

All scheduling of the Pioneer Student Center is on a first-come, first-served basis. Requests
must be submitted to the Vice President of Administrative Services at leaset two weeks prior
to an event. Coordinator of Student Activities and Multicultural Affairs and the Dean of
Student Services at least seven (7) days prior to an event.

4.

No activities may be scheduled in the Center during any official college holiday.

Equipment
1.

IV.

With the approval of the Vice President of Student Services,, the following equipment may
be requested: public-address system and carted computer/data projector system. Use of the
Pioneer Student Center public-address system is not permitted for an individual student
organization unless such use is approved in advance by the Coordinator of Student Activities
and Multicultural Affairs and the Dean of Student Services.

2.

All policies of WCJC concerning use or possession of alcoholic beverages on campus are in effect for
use of Pioneer Student Center.

3.

If any college regulations are violated, the offending group forfeits the right to future use of the
Pioneer Student Center. (College organizations may appeal decisions to the Dean of Student
Services; non-college organizations may appeal to the Director of Accounting Services.)

Television Satellite Antenna and Equipment
Organizations requesting use of the television satellite receiving antenna and equipment are charged at the
classroom-us rate. If only satellite videotaping services are requested and a room is not required, the
charge rate remains the same. The requesting organization is responsible for the arrangement and cost
of program license agreements, blank videotapes, and any auxiliary equipment necessary for reception
of the program, such as de-coders or de-scramblers. The needs of the WCJC instructional program
take precedence over requests from non-college organizations.

V.IV.

Gymnasium
Organizations must follow all provisions of Reg 371 (external groups) or Reg 372 (student organizations),
complete and have approvied a Facilities Request Form (available on the Intranet or per request from the
Office of the Vice- President of Administrative Services)., now the Executive Vice-President) prior to usage,
and schedule the dates and times with the building supervisor (currently Gene Bahnsen at ext. 6369).

VI.V.

Fitness Center
The WCJC Fitness Center is usually not available for rental by external groups.
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4

This form is for internal requests only. Please type or print clearly, complete all information, and submit in duplicate.
Illegible or incomplete forms will not be processed.

To: _________________________________________________

Date: ______________________

From: Name: __________________________________________________
Division or Unit: ___________________________________________________
Facility Requested: __________________________________________________________________
Dates Requested: Start: _________________________
Times Requested: Start: _________________________

End: __________________________
End: __________________________

Number of Participants: __________
Describe Activity and Additional Needs. (If special services, room set-ups, or furniture configurations are required, you
are responsible for making arrangements with Maintenance or Custodial Services via written work-order requests. If
food is to be served, you are responsible for arranging with the server to clean up and remove leftovers immediately after
the event. If the server fails to clean up, you must do so.)
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
Requester's Signature: _______________________________________________
Approvals:
_____________________________________________________
Building Supervisor

____________________________
Date

_____________________________________________________
Executive VP or designée

____________________________
Date

After approvals, send one copy to the Department of Safety and Security at least 7 days prior to the date of the event
so that the activity can be placed on the college's schedule of activities.
IntReq.Frm
Reg 371 (3-8-96)

REGULATIONS

REG No.: 411

OPERATING BUDGET, FINANCIAL REPORTS, AND AUDITS
I.

BACKGROUND and/or LEGAL REFERENCES

TASB Policy Manual, CC, Annual Operating Budget, 3-7-94; CD, Accounting, 7-1-82; CDA, Accounting:
Financial Reports and Statements, 3-7-94; CDC, Accounting: Audits, 3-7-94.
II.

POLICY

A.

Budget Planning

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

Schedules

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
District.
The budget shall balance projected expenditures against anticipated revenue and shall
conform to Texas Higher Education Coordinating Board requirements and meet the standards of the
Commission on Colleges of the Southern Association of Colleges and Schools.
C.

Availability of Proposed Budget

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.
D.

Budget Hearing

The annual public hearing on the proposed budget shall be conducted as follows:

E.

1.

The 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.

Prior to the beginning of the hearing, the Board may establish time limits for speakers
and may determine the number of speakers for group presentations.

3.

Speakers shall confine their remarks to the appropriation of funds as contained in the
proposed budget.

4.

No officer or employee of the District shall be required to respond to questions from
speakers at the hearing.

Budget Adoption
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The adopted budget provides authority to expend funds for the purposes indicated and in accordance
with state law, Board policy, and the 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.
F.

Budget Amendments

The budget may be amended at any time during the fiscal year. The District shall develop procedures
for budget amendments.
(POLICY APPROVAL: 6-22-93, Board of Trustees)
G.

Accounting: Financial Reports and Statements

Periodic Monthly financial reports shall be submitted to the Board outlining the progress of the
budget to that date and reporting on the status of all District funds and District accounts. These
financial and budget progress reports shall indicate all receipts and their sources for the period,
expenditures and their classification for the period, and the various fund balances at the beginning and
the end of the period.
(POLICY APPROVAL: 2-17-92, Board of Trustees)
H.

Accounting: Audits

1.

The Board shall select an auditing firm for a designated period through a Request for Proposal
(RFP) or an engagement letter that outlines the Board's expectations for the annual audit and
ensures that the audit firm follows the guidelines and standards of the American Institute of
Certified Public Accounts (AICPA) and the Governmental Accounting Standards Board (GASB).

2.

The annual audit of all funds shall be made to determine:
a.

The adequacy of the Board's fiscal policies.

b.

The execution of those fiscal policies.

c.

A check and review of the District's fiscal actions for the preceding year.

3.

A comprehensive audit report of all funds and accounts of the District including a management
letter shall be submitted annually to the Board. A copy of the independent audit shall become a
part of the Board's official minutes and shall be available to the public for inspection during
regular office hours.

4.

Periodically, the College President shall submit reports to the Board evaluating the work of the
District's auditor.

I.

Internal Audits

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

REG No.: 418

INVESTMENTS
I.

BACKGROUND and/or LEGAL REFERENCE

All investments made by the College District shall comply with the Public Funds Investment Act (Texas
Government Code Chapter 2256, Subchapter A) and all applicable federal, state, and local statutes, rules, or
regulations. Investments shall be made in accordance with written policies approved by the Board. The investment
policies must primarily emphasize safety of principal and liquidity and address investment diversification, yield, and
maturity and the quality and capability of investment management. The policies must include:
1.

A list of the types of authorized investments in which the College District’s funds may be
invested;

2.

The maximum allowable stated maturity of any individual investment owned by the College
District;

3.

For pooled fund groups, the maximum dollar-weighted average maturity allowed based on the
stated maturity date of the portfolio;

4.

Methods to monitor the market price of investments acquired with public funds; and

5.

A requirement for settlement of all transactions, except investment pool funds and mutual funds,
on a delivery versus payment basis. Gov’t Code 2256.005(b) The investment policy and the
investment strategy shall be reviewed not less than annually. The Board shall adopt a written
instrument stating that it has reviewed the investment policy and investment strategies and that the
written instrument so adopted shall record any changes made to either the investment policy or
investment strategies. Education Code 51.0032; Gov’t Code 2256.005(e)

As part of the investment policy, the Board shall adopt a separate written investment strategy for each of the funds
under the Board’s control.
Each investment strategy must describe the investment objectives for the particular fund under the following
priorities in order of importance:
1.

Understanding of the suitability of the investment to the financial requirements of the College
District; Safety and preservation of principal

2.

Preservation and safety of principal; Maintenance of sufficient liquidity to meet operating needs

3.

Liquidity; Diversification

4.

Marketability of the investment if the investment needs to be liquidated before maturity; Public
Trust, and

5.

Diversification of the investment portfolio; andOptimaization of earnings in the portfolio (Yield).

6.

Yield.

Gov’t Code 2256.005(d)
II.

POLICY
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Objectives

The investment policy of the District shall be to:

B.

1.

Assure the safety of the invested funds of the District.

2.

Maintain sufficient liquidity to provide adequate and timely working funds.

3.

Attain the highest possible rate of return while providing necessary protection of principal consistent
with District operating requirements as determined by the Board.

4.

Match the maturity of investment instruments to the daily cash flow requirements.

5.

Diversify investments as to maturity, instruments, and financial institutions where permitted under
state law.

6.

Actively pursue portfolio management techniques.

7.

Avoid investment for speculation.

Authorized Investments

The College President or designee, who may be a contractor, engaged by the College, shall serve as the investment
officer of the College and invest District funds in legally authorized and adequately secured investments.
C.

Agreements

All investment transactions shall be executed on a delivery versus payment basis.
agreements:

D.

With respect to repurchase

1.

The market value of the collateral shall equal at least 102% of the cash value of the repurchase
agreement.

2.

All securities purchased under a repurchase agreement shall be held by the District's custodial
(safekeeping) agent.

3.

The seller of repurchase agreement securities shall be entitled to substitute securities upon
authorization by the District.

4.

No repurchase agreement shall be entered into unless a Mater Master Repurchase Agreement
has been executed between the District and its trading partners.

Certificates of Deposit

Bids for certificates of deposit may be solicited, in writing,.
E.

Safety and Investment Management

The investment officer shall exhibit prudence and discretion in the selection and management of securities. Skill and
judgment shall be exercised in order that no individual or group of transactions undertaken would jeopardize the total
capital sum of the overall portfolio. The College shall not allow speculation (such as anticipating of capital through
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changes in market interest rates) in the selection of any investments. The investment officer shall observe financial
market indicators, study financial trends, and utilize available educational tools in order to maintain appropriate
managerial expertise.
F.

G.

Liquidity and Diversity
1.

To meet the investment objectives of the District, the maturity of investments shall be targeted to
coincide with the cash flow needs of the District.

2.

Assets of the District shall be invested in instruments whose maturities do not exceed five years at the
time of purchase. The investment portfolio shall be diversified to reduce the risk of loss of
investment income from over-concentration of assets in specific issue, a specific issue size, or a
specific class of securities.

3.

Nevertheless, the District recognizes that in a diversified portfolio, occasional measured losses are
inevitable, and must be considered within the context of the overall portfolio's investment return.
Also, it is intended that investments in all funds shall be managed in such a way that any market price
losses resulting from interest-rate volatility shall be offset by income received from the balance of the
portfolio during a 12-month period.

Internal Controls
1.

2.
H.

The Investment Management Plan Policy documents the system of internal controls for
investments. This plan is designed to prevent losses of public funds arising from fraud, employee
error, misrepresentation by third parties, unanticipated changes in financial markets, or imprudent
actions by employees and officers of the District. Controls deemed most important shall include:
a.

Control of collusion.

b.

Separation of duties.

c.

Separation of transaction authority from accounting and record keeping.

d.

Custodial safekeeping.

e.

Avoidance of bearer-form securities.

f.

Clear delegation of authority.

g.

Specific limitation regarding securities losses.

h.

Written confirmation of telephone transactions.

i.

Limiting the number of authorized investment officials.

j.

Documentation of transactions and strategies.

These controls shall be reviewed by the District's independent auditing firm.

Safekeeping and Custody

To protect against potential fraud and embezzlement, the cash and investments of the District shall be secured through
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third-party custody and safekeeping procedures as designated by the District. Investment officials shall be bonded.
I.

Internal Management Reports

Pursuant to Section 2256.023 of the Texas Government Code, the Investment Officer shall prepare and submit to the
college's Board of Trustees a quarterly written report of investment transactions for all funds for the preceding reporting
period. Pursuant to Section 2256.005 (e), the Investment Officer shall prepare/update the Investment Policy and
present it to the Board of Trustees for their approval annually.
(POLICY APPROVAL: 10-16-89, Board of Trustees, amended 2-19-08)
BK/BAM
2-19-08
Addendum:

A copy of the District's current Board-approved investment-management po licy can be
accessed at www.wcjc.edu on the Investment Disclosure link (Approved Investment
Management PlanPolicy).
College President's Directive
12-23-95
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third-party custody and safekeeping procedures as designated by the District. Investment officials shall be bonded.
I.

Internal Management Reports

Pursuant to Section 2256.023 of the Texas Government Code, the Investment Officer shall prepare and submit to the
college's Board of Trustees a quarterly written report of investment transactions for all funds for the preceding reporting
period. Pursuant to Section 2256.005 (e), the Investment Officer shall prepare/update the Investment Policy and
present it to the Board of Trustees for their approval annually.
(POLICY APPROVAL: 10-16-89, Board of Trustees, amended 2-19-08)
BK/BAM
2-19-08
Addendum:

A copy of the District's current Board-approved investment-management po licy can be
accessed at www.wcjc.edu on the Investment Disclosure link (Approved Investment
Management PlanPolicy).
College President's Directive
12-23-95

REGULATIONS

REG No. 485

COLLEGE SPONSORED STUDENT TRAVEL
I.

PURPOSE

This procedure will regulate student travel that is organized and sponsored by the college. The student travel
procedure provides provisions that address different modes of travel likely to be used by students and safety issues
related to student travel.
II.

LEGAL REFERENCE

Pursuant to Section 51.949 of the Texas Education Code governing boards of institutions of higher education,
including public colleges, shall adopt a student travel policy.
III.

POLICY

The Board of Trustees authorizes the use of college funds for student travel as deemed appropriate by college
administration. Student travel expense is subject to college travel regulations.
(POLICY APPROVAL: ____-___-____, _____)

IV.

DEFINITIONS

A.

Curricular travel - Activities directly related to instruction.

B.

Extra-curricular travel - Activities not related to a specific program of instruction.

C.

Inter-collegiate travel – Activities related to athletic programs.

V.

PROCEDURES

A.

Student travel is authorized and approved by the appropriate supervisor, using the Student Trip
Approval/Vehicle Request Form located on the college intranet.

B.

Out-of-state student travel must have prior approval by the college president.

VI.

GUIDELINES

A.

All student travel must first be approved by the appropriate administrators as indicated on the Student Trip
Approval/Vehicle Request Form (available on the WCJC Intranet). The approval process must be
completed at least three (3) weeks prior to the departure date.

B.

College travel Regulation 482 and 484 must be followed for travel advances or reimbursement of
expenditures.

C.

Prior to the travel activity the instructor/sponsor provides students with a completed Student Absence form
(located on the college intranet) verifying participation in a college-sponsored activity. It is the
responsibility of the student to present the completed form to his/her instructors before the absence.

D.

Prior to each curricular and extra-curricular travel activity (excluding inter-collegiate athletics); students
must complete the Student Travel Participant Agreement form provided by instructor/sponsor. The signed
Student Travel Participant Agreement forms are forwarded by the instructor/sponsor to the Office of the
Vice President of Student Services.

Reg ___
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Students participating in inter-collegiate athletics must complete the Student Travel Participant Agreement
form at the beginning of each semester. The signed Student Travel Participant Agreement forms are
maintained by the Athletic Director.

DL/BM
__-__-__
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REGULATIONS

REG No.: 661

STUDENT ATTENDANCE
I.

PURPOSE

Provides procedures for faculty to administer college-approved attendance policies.
II.

BACKGROUND AND/OR LEGAL REFERENCE

Faculty agree that regular class attendance in classes conducted in the traditional format, as well as regular
participation in courses taught in non-traditional formats, is conducive to optimum achievement.
III.

DEFINITIONS

A.

College-level course: any course that has the first digit of the four-digit designation beginning with "1" or "2."

B.

Developmental course: any course that has the first digit of the four-digit designation beginning with "0."

IV.

POLICY

A.

College-level courses

B.

1.

A student enrolled in college-level courses may be advised to withdraw withdrawn from the course
by the instructor if the student acquires absences in excess of two weeks' work and cannot in the
instructor's judgment achieve the minimum course objectives.

2.

The determination of the attendance policy for each college-level course is the prerogative of the
instructor and must be stated in the printed course syllabus.

Developmental courses
1.

A student (unless he/she is determined to be “College Ready” by Texas Success Initiative [TSI]
standards) enrolled in a developmental English, math, or reading course may be withdrawn from the
College if he or she has either ten hours of absences (lecture and lab combined) or six hours of
lecture absences and a failing average.

2.

The determination of the attendance policy for developmental courses is the prerogative of the
instructor and must be stated in the printed course syllabus.

(POLICY APPROVAL: 7-19-95, Board of Trustees, amended 1-15-08)
V.

PROCEDURES

A.

All instructors must include in a written the course syllabus a statement defining specific attendance policies
for their individual courses. Syllabi must be accessible to students via hardcopy or electronic format.

B.

The college is required by law to make attendance reports of students who are funded by veterans' benefits,
social security payments, and various other federal, state, or private scholarship programs.

VI.

GUIDELINES

A.

The printed course syllabus or cover sheet containing attendance policy, whether provided hardcopy or
electronically, must be distributed reviewed no later than the first class meeting. Students who are absent
from the first day of class are responsible for obtaining the printed course syllabus from the instructor.

Reg 661
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B.

Instructors have the right to recommend to the Director of Admissions and Registration that a student be
dropped for an excessive absence that precludes the possibility of passing the class, whereupon the student is
awarded a grade of "W" (withdrawn).

C.B.

The college expects instructors to provide an opportunity for students who are absent for the observance of a
religious holy day or for a college-sponsored activity to make up work if the instructor has been notified by
the student in writing at least one week before the scheduled absence.

D.C.

Division or discipline department faculty groups may develop attendance policies or guidelines for
faculty in their respective groups. These policies or guidelines must be approved by the division chair and
the appropriate vice president, and noted in the current student syllabus copies must be kept on file in the
appropriate vice president’s office.

JC/FRV
7-19-95
TP/BAM
1-15-08
LAC/SD/BAM
4-17-12
8-9-12
Reg 661

REGULATIONS

REG No.: 666

AUDIT OF CREDIT COURSES
I.

PURPOSE

Defines the administration and use of the audit status in credit courses.
II.

POLICY

A person may audit any university-transfer course. No one may audit a vocational-technical course
or program without prior approval of the Vice President of Instruction. except on a space-available
basis after nonaudit students have enrolled (i.e., after the close of the drop- add period). Audit status
entails the same tuition and fees structure as all semester-hour credit courses.
(POLICY APPROVAL: 10-25-95, Board of Trustees)
III.

PROCEDURES

A.

Registration in an audit course is accomplished in the same manner as registration for a course
without audit.

B.

A change from credit to audit or from audit to credit cannot be made after the deadline for
adding courses.

IV.

GUIDELINES

A.

A student is permitted to change credit or audit status during the late registration period only.

B.

Once an audit status is selected and the deadline for adding courses has passed, a student may
not change status from audit to credit or from credit to audit.

C.

An auditor is freed from course requirements such as attendance, written work, and tests. If a
student chooses to write examinations, etc., he or she has the right to have this work evaluated
as other students do in the class, but without the work counting toward a credit grade.

D.

The audit grade does not reflect mastery of the material covered in a course, and no credit is
awarded. The student's transcript will show an "X" if the student completes the course.

E.

The student pays the regular tuition and fees applicable to the credit course.

Reg 666
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REGULATIONS

REG No.: 749

GED TESTING CENTER
I.

BACKGROUND and/or LEGAL REFERENCE

TASB Policy Manual, EI, Testing Programs, 3-7-94.
II.

POLICY

An official General Educational Development testing center shall be located at one or more District
facilities. In accordance with State Board of Education rules, the District shall maintain test records
permanently and provide storage for restricted test materials and a suitable place for administering the
test. A professional person shall serve as chief examiner. Annually the College President or chief
examiner shall report to the Board concerning the center, including the number of tests administered
and the fees received for administering the test.
(POLICY APPROVAL: 10-16-89, Board of Trustees)

REGULATIONS

REG No.: 111

ESTABLISHING COLLEGE REGULATIONS
I.

PURPOSE

Describes how regulations are established for the implementation of policies approved as official college positions.
II.

LEGAL REFERENCE

In discharging its duties the Board shall function in accordance with applicable state and federal statutes, controlling
court decisions, and applicable regulations promulgated pursuant to statute by state and federal agencies. Opinions
of the Texas Attorney General shall be used for guidance in interpretation of applicable law. The Board shall
constitute a body corporate and shall have the exclusive power to manage and govern the College District.
Education Code 1.001(a), 130.082(d), 130.084; Texas Ass’n of Steel Importers, Inc. v. Texas Highway Commission,
372 S.W. 2d 525 (Tex. 1963)
All authority not vested by the laws of the state in the Coordinating Board or in the Central Education Agency shall
be reserved and retained locally in the College District or in the Board as provided in the laws applicable. Education
Code 130.002
The Board shall have specific powers and duties imposed by statutes of the state. The Board has the legal power and
duty to provide policy direction for the College District and adopt and/or amend such rules, regulations, and bylaws
as the Board deems advisable. Education Code 51.352(b), 130.082(d) 4.
III.

POLICY

A.

Official policies governing the operation of the College are the result of action by the Board of Trustees or the
President acting with the express authorization of the Board of Trustees.

B.

Official policies governing the operation of the college must be in written form and must be approved by the
Board of Trustees. Formal adoption of a policy is effected when the policy is approved by a majority of the
members of the Board in attendance at a duly constituted meeting of the Board.

C.

At the discretion of the Board, proposed College policies may be introduced and approved during the course
of a single meeting or may be lodged at one meeting, with action by the Board to approve or not approve
delayed until the following meeting.

D.

The President is authorized by the Board to develop and/or approve procedures and guidelines to carry out
Board-approved policies. The Board, however, retains the sole right to adopt policies. When immediate
action is required in an area not covered by Board policy, the President has the power to act. The president
must inform the Board promptly of such action, which is subject to review by the Board at its discretion.

E.

The policies of the College may not supersede or conflict with policies adopted by the state of Texas, with the
rules and regulations of state agencies with jurisdiction over community-college operations, or with any other
applicable state or federal laws and regulations.

F.

College policies and procedures for implementing those policies must be in writing as Regulations (Regs) in
accordance with a standardized format described in Regulation 112. All policies must carry the date of
approval, and designate the approving body or official. Normally, only the POLICY section of a regulation is
reviewed and approved by the Board; procedures and guidelines to implement policy are established within
the administrative structure of the College.

Reg 111
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Through the adoption of any policy, all previously adopted policies addressing the same issues are repealed
and have no force or effect if they are in conflict with the newly adopted policy. Any amendment of or
addition to a policy repeals all previous versions of the policy.

(POLICY APPROVAL: 12-14-94, Board of Trustees, amended 3-22-95, amended 2-19-08)
IV.

PROCEDURES

A.

Regulations may originate in any of the following ways.
1.

Upon approval of an official policy by the Board of Trustees or the President, the President may
request the appropriate College officer to draft a regulation for implementation of the policy.

2.

The President or administrative officer of the College may request a staff member or faculty member
to draft a regulation to implement an already-existing policy or to suggest a new policy.

3.

Any member of the Board, faculty member, administrator or other staff member, or a member of the
student body may request or initiate the development of a regulation.

B.

Regulations that have not yet been officially approved are referred to as draft regulations; those that have been
officially approved are promulgated regulations. Draft regulations are distributed without a banner and are
marked DRAFT REG ###; promulgated regulations are distributed with a black banner (as seen on the top of
the first page of this regulation).

C.

Draft regulations are submitted to the President of the College, who reviews them and discusses them in
President's Cabinet prior to distribution. In some cases, the draft may be returned to the originator for revision
before distribution; but, in most instances, the draft is disseminated for comment or information by sending it
via email to the college governance councils and if deemed proper all college employees. In rare instances,
the President may decide that the proposed regulation is inappropriate or ill advised and will return it to the
originator without further action.

D.

Each governance council reviews the draft regulation and formulates its response (comments,
recommendations) in writing, and these written responses are distributed at the meeting of the President's
Extended Cabinet designated to discuss the regulation. Any College employee may also formulate a response
to the draft regulations for consideration at the President’s Extended Cabinet.

E.

After consideration of recommendations from the councils, the President takes one of the following actions:
(1) accepts the original draft regulation as written and recommends its promulgation to the Board, (2) amends
the draft of the regulation based on recommendations of the councils and discussions at Extended Cabinet, (3)
returns the draft to the originator for revision, (4) establishes a conference committee to resolve differences
among campus constituents and revise the draft regulation accordingly, or (4) rejects the regulation entirely.

F.

If the policy section of a regulation consists of a new policy or an alteration of an existing policy and therefore
requires approval by the Board of Trustees, the President places that policy statement on an agenda for a
regularly scheduled meeting of the Board.

G.

If the policy section of a regulation does not require Board approval, the President approves the regulation.

H.

The date of approval and the approving authority are noted in the regulation in parentheses immediately
following the statement of policy.
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I.

Once a regulation receives final approval, the President's Office codifies the regulation and distributes it for
inclusion in WCJC Approved Regulations (posted on the college web intranet and internet site).

J.

The Regulations Manual that resides in the President's Office is designated the official copy. If discrepancies
occur among different distributed copies of the manual, the version contained in the official policy manual is
authoritative.

V.

GUIDELINES

A.

Draft regulations are developed in accordance with Regulation 112, Format for College Regulations.

B.

Draft regulations not expected to affect a particular group are sent to that group for informational purposes,
but so doing is not intended to disallow comment if the group so wishes.

C.

College regulations should be reviewed on an ongoing basis as they are used and modified, refined, or
discontinued, as needed. Suggestions to revise an existing regulation follow the same procedures as outlined
above for the development and promulgation of a new regulation.

VI.

NOTE ON AUTHORITY OF THE BOARD AND THE PRESIDENT: COMPLIANCE WITH
REGULATIONS

All regulations in the college's Regulations Manual are to be read and implemented in light of the following:
Two major components of regulations are policies and procedures; and these two components come under the
authority of the board and the president, respectively, as follows:
Policies are the directives of the board of trustees. Only the board may establish, modify, amend, change,
grant exceptions to, abrogate, suspend, or negate a policy; and the board may do so at any time in its capacity
as the institution’s lawfully elected governing body. Therefore, all employees of the college, with
no exception, are required to comply with College policy.
Procedures are the directives of the president of the College. Only the president may establish, modify,
amend, change, grant exceptions to, abrogate, suspend, or negate a procedure; and the president may do so at
any time in his/her capacity as the institution's lawfully appointed chief executive officer. Therefore, all
employees of the college are required to comply with college procedures, but the president retains the
discretion to change, amend, or abrogate these procedures.
FRV/FRV
11-17-94
BAM
2-19-08
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