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West Shore Community College 

Scottville, Michigan  

Board Policy Manual 

 

Division I   

Board of Trustees – Election and Qualifications 

 

1001  Board of Trustees  
 

West Shore Community College (the "College") is a public community college, 

authorized by the Michigan Constitution and created by a vote of the people of the 

district in 1967.  The College is governed by a Board of Trustees (the "Board") 

elected by the people of the district. 

 

Authority: Michigan Constitution, 1963, Article VIII, § 7, MCL, § 389.31,  

§389.103, §389.109, §389.125 

 

History – Adopted: June 18, 2012. 

 

1002  Board Elections and Terms  
 

A. Seven trustees shall be elected at large from the college district on a 

nonpartisan basis.  Each member shall be elected for a period of six (6) years.  

Concurrent terms of office may be held by no more than three (3) members.  

The term of office commences on January 1 immediately following the 

election. 

 

B. An election shall be held biennially at the general election in November of 

even-numbered years. 

 

Authority – MCL, §389.151, §389.152, §168.302 

 

History – Amended and readopted: June 18, 2012. 

 

1003  Nominating Petitions 
 

Candidates for membership on the Board shall be nominated by petition signed by 

not less than 40 or more than 100 qualified and registered electors residing within 

the geographic area of the community college district.  All nominating petitions 

shall be filed not later than 4:00 p.m. on the twelfth Tuesday preceding the date of 

the election.  A $100 non-refundable fee may be filed in lieu of a petition.  

 

Authority – MCL, §389.152, §168.303 

 

History – Amended and readopted: June 18, 2012. 
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1004     Notices 
 

All notices of regular (or special) elections to be held by the college district shall 

be provided by the county clerk of the county with the largest number of electors 

in the district in the manner prescribed by law. 

 

Authority – MCL, § 168.4, 168.652, 389.105 

 

History – Amended and readopted: June 18, 2012. 

 

1005     Oath of Office 
 

Within 15 days after his/her appointment or after the final canvass of the election, 

each person elected or appointed as a member of the Board shall take and 

subscribe the following oath or affirmation:  “I do solemnly swear (or affirm) that 

I will support the Constitution of the United States and the Constitution of this 

state, and that I will faithfully discharge the duties of the office of member of the 

Board of Trustees according to the best of my ability.”  This oath of office may be 

administered by any one of the members of the Board. 

 

Authority – MCL, §389.156     

 

History – Amended and readopted: June 18, 2012. 

 

1006      Acceptance of Office and Affidavit of Eligibility 
 

All members of the Board shall be required to file with the Secretary of the Board, 

prior to assuming office, an acceptance of office and affidavit of eligibility in the 

following forms: 

 

A. “_____________ being duly sworn, says that he (she) has been elected 

(appointed) to the office of Member of the Board of Trustees of West Shore 

Community College, in the State of Michigan, that he (she) is a qualified 

school elector of the above named college district.” 

 

B. “I do hereby accept the office of Member of the Board of Trustees of West 

Shore Community College, Michigan.” 

 

Authority – MCL, §389.156  

 

History – Amended and readopted: June 18, 2012. 

 

1007     Vacancy 
 

Whenever a vacancy in the Board occurs, the Board shall publicly announce the 

vacancy and seek qualified candidates through an open process.  The remaining 
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members of the Board, by the majority vote, shall fill the vacancy immediately 

with a qualified elector of the community college district.  Any person so 

appointed shall hold office until the next regular community college election held 

for the election of members of the Board in the community college district, at 

which time the electors of the community college district shall fill the office for 

the unexpired portion of the term. 

 

Authority – MCL, §389.151, §389.157, §389.158 

 

History – Readopted: June 18, 2012. 

 

1008             Conflicts of Interest 
 

As a general principle, Board members shall act in a manner consistent with their 

responsibilities to the College and avoid circumstances in which their financial or 

other interests could present an actual, potential, or apparent conflict of interest or 

impair the College's reputation.  Board members should avoid any actions or 

situations that might result in or create the appearance of using their association 

with the College for private gain, giving unwarranted preferential treatment to any 

individual or organization, losing independence or impartiality, or adversely 

affecting the College's reputation or public confidence in its integrity. 

 

A. Board Member’s 

 

1. No member of the Board shall directly or indirectly receive any 

compensation or remuneration, or derive any profit or gain by reason of 

his/her membership on said Board or by reason of his/her services to the 

college district. This prohibition does not include mileage reimbursement 

for travel to and from College-related activities. 

 

2. In the event of any duality of interest or possible conflict of interest on the 

part of any Board member, that member shall abstain from voting.  The 

foregoing requirements should not be construed as preventing the Board 

member from stating his/her position in the matter, nor from answering 

pertinent questions of other Board members since his/her knowledge may 

be of great assistance. 

 

3. No Board member shall be a party, directly or indirectly, to any contract 

between himself or herself and the College. 

 

4. In the absence of a conflict of interest on any matter coming before the 

Board for a vote, each Board member has an affirmative duty to vote.  If 

there is a conflict of interest, and a Board member intends to abstain from 

voting, the nature of the conflict should be disclosed prior to the vote. 
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5. A Board member shall not hold two or more incompatible offices at the 

same time.  "Incompatible offices" means offices held by a Board member 

which, when the Board member is performing the duties of any of the 

public offices held by the Board member, results in any of the following 

with respect to those offices held: 

 

a.  The subordination of one public office to another. 

b.   The supervision of one public office by another. 

c.   A breach of duty of public office. 

 

B. Board Member’s Family 

 

No member of a Board member’s family may be employed by the College.  

Family is defined as spouse, child, parent, or sibling.  This provision shall not 

apply to student employment. 

 

C. Notice to New Board Member’s 

 

New Board members shall be advised of this policy upon entering the duties 

of office. 

  

Authority – MCL, §389.112; §389.125; §15.322, §15.181, §15.182 

 

History – Amended and Readopted: June 18, 2012. 

 

1009  Board of Trustees Governance  

 

The governance of the college under Michigan Law is the responsibility of the 

Board.  Trustees are responsible for ensuring that the College is an integral part of 

our community and serves ever-changing needs.  Trustees are accountable to the 

community for the performance and welfare of the College. 

 

Effective boards consist of people who come together to form a cohesive group 

and represent the public interest, establish a climate for learning, and monitor the 

effectiveness of the institution.  Boards do not do the work of their institutions; 

they ensure that colleges have outstanding presidents.  They establish standards 

for the work through the policies they set.  

 

A. Standards of Good Practice  

In support of effective community college governance, the Board of Trustees 

of West Shore Community College believes: 

 

1. That it derives its authority from the community and that it must always 

act as an advocate on behalf of the entire community; 

2. That it must clearly define and articulate its role; 
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3. That it is responsible for creating and maintaining a spirit of true 

cooperation and a mutually supportive relationship with its President;  

4. That it always strives to differentiate between external and internal 

processes in the exercise of its authority; 

5. That Board members should engage in a regular and ongoing process of 

in-service training and continuous improvement; 

6. That Board members come to each meeting prepared and ready to debate 

issues fully and openly; 

7. That Board members vote their conscience and support the decision or 

policy made; 

8. That its behavior, and that of its members, exemplifies ethical behavior 

and conduct that is above reproach; 

9. That it endeavors to remain always accountable to the community; and 

10. That it honestly debates the issues affecting its community and speaks 

with one voice once a decision or policy is made. 

B. Board Roles and Responsibilities  

To be effective the trustees and Board must: 

 

1. Represent the common good 

a. Know community needs and trends; 

b. Link with the community; 

c. Seek out and consider multiple perspectives when making policy 

decisions; 

d. Debate and discuss issues in public; 

e. Serve the public good; 

f. Set the policy direction; 

g. Be proactive, visionary, and future-orientated; 

h. Learn about and communicate with many different groups; 

i. Focus on community needs and trends; and 

j. Establish the vision, mission and broad institutional goals as policy. 

 

2. Act as a unit 

a. Integrate multiple perspectives into board decision-making; 

b. Establish and abide by rules for conducting board business; 

c. Speak with one voice; support the decision of the board once it is made; 

d. Recognize that power rests with the board, not individual trustees; 

e. Create a positive climate; 

f. Model a commitment to learning and to students; 

g. Focus on outcomes; 

h. Support professional growth; 

i. Seek consultation in developing policy; and 

j. Be ethical and act with integrity. 
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3. Employ, evaluate and support the President 

a. Select and retain the best President; 

b. Define clear parameters and expectations for performance; 

c. Conduct periodic evaluations; provide honest and constructive 

feedback; 

d. Act ethically in the relationship with the President; and 

e. Support the President, create an environment for success. 

 

4. Define policy standards for college operations 

a. Define expectations for high quality educational programs; 

b. Define expectations for student achievement and fair treatment of 

students; 

c. Require wise and prudent use of funds and management of assets; and 

d. Set parameters to attract and retain high quality personnel and ensure  

     fair treatment of employees. 

 

5. Monitor performance 

a. Monitor progress toward goals; 

b. Monitor adherence to operational policies;  

c. Use pre-established criteria for monitoring; and 

d. Schedule a timetable for reports. 

 

6. Support and be advocates for the College 

a. Promote the College in the community;  

b. Foster partnerships with other entities in the community; 

c. Advocate the needs of the College with government officials; 

d. Support the foundation and fundraising efforts; and 

e. Protect the College from inappropriate influence. 

 

7. Lead as a thoughtful, educated team 

a. Engage in ongoing learning about board roles and responsibilities; 

b. Be curious and inclusive; 

c. Be positive and optimistic; and 

d. Support and respect each other. 

 

Authority: MCL, §389.103 

 

History – Revised and Adopted: February 18, 2013. 

 

1010  Officers and Duties 

 

A. The Board shall elect a Chair, a Vice Chair, a Secretary and a Treasurer who 

shall be members of the Board. The Board shall designate a Recording 

Secretary who will not be a member. 
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B. It shall be the duty of the Chair to preside over the meetings of the Board, to 

call meetings as herein provided and to perform such other special duties as 

shall be approved by the Board.  In the absence of the Chair, the Vice Chair 

shall preside over the meetings of the Board. 

 

C. It shall be the duty of the Secretary to attest to official Board documents, to 

assure that the duties of the Recording Secretary are fulfilled, and to perform 

such other duties as the Board may require.  The Secretary shall be 

responsible for assuring that minutes of every regular or special meeting of the 

Board are kept and that such minutes shall be made available to the public. 

 

D. The Treasurer and the Vice President of Administrative Services are 

authorized to handle money on behalf of the community college district.  Both 

the Treasurer and Vice President of Administrative Services shall first secure 

a suitable bond from a responsible bonding company, which shall be paid for 

by the Board before handling any district monies. 

 

Authority – MCL, §389.111, §389.113, §389.114 

 

History – Readopted: June 18, 2012. 

 

1011  Officers – When Elected  
 

Officers of the Board shall be elected at the organizational meeting of the Board 

at the regular board meeting in January of every second year following the 

general election in November of even-numbered years.  In case of vacancy in any 

office, each vacancy shall be filled as soon as practical by electing a successor to 

the unexpired term of office.  The Board Policy and Personnel Committee shall 

prepare a slate of Board officer nominations in advance of the organizational 

meeting. 

 

Authority – MCL, §389.111, §168.302 

 

History – Amended and Readopted: June 18, 2012. 

 

1012  Term of Office 
 

The Board shall elect officers for a term of two (2) years.  Each person so elected 

shall assume the office immediately upon election and shall hold office until a 

successor shall be elected and qualified.  The Board may, by majority vote, 

remove any Board officer from their position as an officer (not as a Board 

member) when in its judgment and it is in the best interests of the College. 

 

Authority – MCL, §389.111 

 

History – Readopted: June 18, 2012. 



 8 

 

1013        Powers and Duties  
 

The powers and duties of the Board are those set forth in the Michigan 

Community College Act, as amended.  The Board may exercise any power 

enumerated therein, including, but not limited to, the following: 

 

A. Locate, acquire, purchase or lease in the name of the district such site or sites 

within or without the district for College buildings, libraries, agricultural 

farms, athletic fields, playgrounds, stadiums, gymnasiums, auditoriums, 

parking areas, residence halls and supporting facilities as may be necessary; 

purchase, lease, acquire, erect or build and equip such buildings, structures 

and other improvements for college or area vocational-technical education 

buildings, libraries, agricultural farms, athletic fields, playgrounds, stadiums, 

gymnasiums, auditoriums, parking areas, residence halls and supporting 

facilities as may be necessary; enter into installment purchase contracts for 

real or personal property, pay for real or personal property out of the funds of 

the district provided for that purpose; sell or exchange any real or personal 

property of the district which is no longer required thereby for college 

purposes, and give proper deeds, bills of sale or other instruments passing title 

to the real or personal property. 

 

B. Establish and carry on schools and departments or courses of study and other 

educational programs as may be consistent with the purposes of the 

Community College Act, and take over and succeed to the operation of such 

college or vocational-technical department or departments as may previously 

have been operated by school districts within the community college district. 

 

C. Establish, equip and maintain agricultural, trade and other vocational-

technical departments and to have general control over them for College or 

area vocational-technical program purposes. 

 

D. Borrow, subject to the provisions of the Revised Municipal Finance Act, 2001 

PA 34, MCL 141.2101 to 141.2821, for College purposes including capital 

expenditures money and on the terms it considers desirable and give notes of 

the district for those purposes.       

 

E. Borrow, subject to the provisions of the Revised Municipal Finance Act, 2001 

PA 34, MCL 141.2101 to 141.2821, money as it considers necessary and issue 

bonds of the community college district to purchase sites for buildings, 

playgrounds, athletic fields or agricultural farms, to purchase or erect and 

equip any building or buildings, that it is authorized to purchase and erect, to 

make any permanent improvement it is authorized to make. 

 

F. Have the care and custody of all College property and provide suitable 

facilities, sanitary conditions and medical inspection for the district. 
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G. Establish and collect tuition and fees for resident and nonresident students.  A 

waiver of tuition shall not be granted by the Board except:  a) for a student 

participating in a reciprocal agreement for exchange of educational services, if 

the agreement is approved by the State Board of Education, or b) if the student 

meets admission requirements of the Board and is 60 years of age or older. 

 

H. Establish and maintain or continue a library or museum, which institutions 

may be separately operated if desired, for the College, if it considers it 

advisable to do so, and to provide for its or their care and management. 

 

I. Contract with, appoint, and employ a suitable person as President of the 

College.  The person employed as President shall not be a member of the 

Board and shall possess at least an earned bachelor’s degree from an 

accredited college or university.  The President shall hold office for a term 

fixed by the Board, not to exceed 5 years, shall perform duties as the Board 

may determine, and shall make reports in writing to the Board and to the 

Department of Education annually, or more often if required, in regard to all 

matters pertaining to the educational interests of the district. 

 

J. Select and employ other administrative officers, teachers, and other 

employees and engage services as necessary to effectuate its purposes. 

 

K. Delegate to the President of the College the Board’s authority to do any of the 

following: 

 

a. Select and employ personnel of the College; 

b. Pay claims and demands against the College; 

c. Purchase, lease or otherwise acquire personal property for the College; 

d. Invest College funds; and  

e. Subject to terms and conditions established by the Board, accept 

contributions, capital grants, gifts, donations, services, or other financial 

assistance from any public or private entity. 

 

L. Appoint and employ a business manager responsible to the President of the 

College for the district and fix his or her term of office. 

 

M. Certify to the Treasurer of the community college district for payment out of 

the funds thereof all claims and demands against the Board or the district, 

which shall be allowed by the Board under rules and regulations it may 

establish. 

 

N. Borrow money or other property and accept contributions, capital grants, gifts, 

donations, services or other financial assistance from the United States of 

America or any agency or instrumentality thereof. 
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O. Accept private property by gift or devise.  This may be from any county, 

township or other governmental unit any contribution authorized by its 

governing body as provided in sections 791 to 795 of Act No. 269 of the 

Public Acts of 1955, as amended, being sections 340.791 to 340.795 of the 

Compiled Laws of 1948. 

 

P. Receive from the state all grants of state aid, in the same manner and 

proportion, as any other community college. 

 

Q. Adopt bylaws, rules and regulations for the government of the Board and for 

the control and government of the community college district.  

 

R. Acquire and hold in the name of the district all real property and 

improvements acquired and erected under the provisions of the Community 

College Act. 

 

S. Issue bonds and levy taxes in accordance with the Community College Act. 

 

T. To do all other things in its judgment necessary for the proper establishment, 

maintenance, management and carrying on of the College. 

 

U. Under Michigan law, the College is permitted to offer baccalaureate degrees 

in four applied and technical programs: concrete technology, maritime 

technology, culinary arts, and energy production technology.  While the 

College does not offer these programs, the Board has the authority to create 

them in the future. 

 

 

Authority: MCL, §389.121, §389.122, §389.123, §389.124, §389.125,  

§389.126, §389.127, §389.121(d)  

 

History – Readopted: June 18, 2012. 

 

1014            Recording Secretary  
 

A. The Board may designate the Executive Secretary to the President of the 

College as the official Recording Secretary and the official custodian of the 

records of the College.  The Executive Secretary shall perform all duties 

required by the Board.  It shall be the duty of the Recording Secretary to 

record, or cause to be recorded, in a book provided for that purpose, the 

proceedings of the Board and to index the same.  The Recording Secretary 

shall also attest all public acts of the College, affix thereto, when necessary, 

the seal of the College; and prepare and serve, or cause to be prepared and 

served on the members in due time, notices of all regular and special meetings 

of the Board.  The Recording Secretary shall be the custodian of the official 
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historical records. 

 

B. It shall be the duty of the Recording Secretary to record all proceedings of the 

Board.  In addition thereto, the Recording Secretary shall mail or deliver to 

each member of the Board copies of the minutes of the previous meeting (s) at 

least 72 hours prior to the next regular meeting of the Board.  In addition, an 

agenda for the next scheduled meeting should be mailed or delivered 72 hours 

prior to the meeting date. For the purpose of this policy “delivery” includes 

electronic transmission and receipt. 

 

Authority – MCL, §389.125 

 

History – Amended and Readopted: June 18, 2012. 

 

 

1015    Financial Matters 

 

A. The signature (either manual or electronic) of the Treasurer of the Board will 

be considered the official signature for the College in matters concerning 

financial borrowing. 

 

B. The Vice President of Administrative Services shall keep, or cause to be kept, 

complete records of the financial transactions of the College, sign checks, and 

report from time to time the financial status of the College.  In lieu of actually 

signing the checks, the Vice President of Administrative Services may adopt 

the use of a facsimile type signature; this facsimile type signature shall be 

applied on checks and vouchers in a manner approved by the Board and 

accepted by the Board’s demand depository. 

 

C. The Vice President of Administrative Services shall present a financial report 

concerning all income, investments, and expenditures for the previous month 

for Board approval, at the regular Board meeting each month.  The Vice 

President of Administrative Services shall complete a report as to the financial 

condition of the College at the end of the fiscal year, together with a statement 

of any land in its possession whether held in fee, under lease, or otherwise. 

 

D. The Vice President of Administrative Services shall each year, after the Board 

has established the tax rate, notify the appropriate officers of the college 

district taxing agencies of the amount levied and due under law to be paid to 

the College. 

 

Authority – MCL, §389.114, §389.124 

 

History – Readopted: June 18, 2012. 
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1016   Board Committees  
 

A. The Board will have three standing committees, each with three (3) members, 

as follows: 

 

 A Policy and Personnel Committee, which has the responsibility to review 

all proposed policy changes, curriculum changes, and personnel matters 

including grievances, other than personnel matters with regard to the 

President; 

 An Administrative Committee, which has the responsibility to review 

finance and facilities issues; and 

 An Executive Committee, which will be composed of the Board Chair and 

the Chair of each of the other two standing committees, and which has the 

responsibility to review the President’s contract, compensation, goals and 

evaluation, and Board appointments. 

 

B. The Treasurer will serve on the Administrative Committee, by virtue of the 

position.   

 

C. Meetings of the standing committees will be called as necessary by the 

Committee chair, in consultation with the President. 

 

D. After the organizational meeting, the Board Chair shall select the three 

members of each standing committee and shall select the chair of each 

Committee.  Committee members shall serve a term of two years. 

 

Authority – MCL, §389.125 

 

 History – Amended and Readopted: June 18, 2012. 

    

1017  Quorum 
 

At all meetings of the Board whether regular or special, a majority of the Board 

shall constitute a quorum to do business.  A majority of the Board is a quorum, 

but no act is valid unless voted at a meeting of the Board by a majority vote of the 

members of the Board and a proper record made of same. 

 

Authority – MCL, §389.113 

 

History – Readopted: June 18, 2012. 

   

1018  Regular Meeting 
 

Regular monthly meetings shall be held in the Board Room of the Administrative 

and Conference Building, unless otherwise determined by the Board.  The 
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schedule of regular meetings or a regular meeting date may be changed at any 

meeting by a majority vote of the Board.  Public notice of meeting schedule 

changes shall be posted within three days following the meeting at which the 

schedule is changed.  Public notice of a change in a regular meeting date, time, or 

place, shall be posted at least eighteen hours prior to the meeting.  The public 

notice shall include the name, address, and telephone number of the Board and the 

date, time, and place of the meeting and shall be posted at the principal office of 

the Board, in the principal office of the college district. 

 

Authority – MCL, §389.111, §15.265 

 

History – Amended and Readopted: June 18, 2012. 

 

 

1019     Special Meetings 
 

A special meeting of the Board may be called by the Chair or by any other two 

members of the Board. The Executive Assistant will provide notice to each 

member at least 72 hours before the time of the meeting via telephone and email. 

Public notice of the meeting shall be posted at the principal office of the college 

district, at least 18 hours prior to the convening of the meeting. 

 

Authority – MCL, 389.111, §15.265 

 

History – Readopted: June 18, 2012 and Revised December 15, 2014. 

 

 

1020  Meeting To Be Public  
 

Meetings of the Board are open to the public and include the opportunity for any 

member of the public to comment, but the meetings are generally not public 

hearings unless otherwise provided by law. 

 

A. Any member of the public may speak before the Board, during the Public 

Comment period on the agenda.  The place on the agenda for public comment 

is determined through the Board’s approval of an agenda format. 

 

B. Individuals who wish to speak may be asked by the Board Chair to complete a 

speaker identification card and deliver it to the Board’s recording secretary. 

 

C. Public comment may be limited to three minutes per person, per occasion, per 

agenda item at the discretion of the Board Chair.  The Board reserves the right 

to limit the total amount of time devoted to public comment at any given 

meeting if there are a substantial number of people who wish to speak on the 

same topic.  In such cases, groups will be encouraged to select two or three 

spokespersons on their behalf.  
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Authority – MCL, §389.111, §15.263 

 

History – Amended and approved on 2/15/10; Readopted June 18, 2012. 

 

1021  Order of Business 

 

The Chair upon taking the chair, shall call the members to order on the 

appearance of a quorum.  The order of business shall be in accordance with an 

agenda format approved by the Board. 

 

Authority – MCL, §389.125 

 

History – Readopted: June 18, 2012. 

 

1022 Rules of Order 
 

In all matters not covered by the rules of the Board, parliamentary procedure shall 

be governed by Robert’s Rules of Order, Revised.   Copies are available in the 

President’s Office and the College Library. 

 

Authority – MCL, §389.125 

 

History – Readopted: June 18, 2012. 

 

1023  Amendment of the Board Policies 
 

A. The subject matter contained in the first division of the manual shall constitute 

the rules of the Board. 

 

B. These rules of the Board may be amended, repealed, or added to upon motion 

made in writing for that purpose by any member of the Board.  Any such 

motion shall be voted upon no sooner than the next regularly scheduled 

meeting after it has been formally presented to the Board in writing.  A 

majority vote of the whole Board shall be required for the adoption of any 

amendment, alteration, repeal, or addition to these rules. 

 

C. Any rule, policy or procedure not required by law, may be suspended by the 

unanimous vote of all members of the Board present, but such suspension 

shall be effective only during the meeting at which such suspension was 

voted. 

 

Authority – MCL, §389.125 

 

History – Readopted: June 18, 2012. 
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1030  Presidential Search and Selection  
 

A. Planned Retirement or Departure 

 

1. In the event that the President informs the Board of a planned 

retirement or other departure, the Board will begin the process of 

recruiting and hiring a successor. 

 

2. The Board may consider the promotion of an internal candidate, when 

appropriate.  Prior to promoting an internal candidate, the Board shall 

involve the campus and community in the process, but the final 

decision shall be at the sole discretion of the Board. 

 

3. In the event that the Board does not promote an internal candidate, the 

Board shall conduct a national search and will manage the process of 

recruiting, interviewing, selecting, and hiring the next President.  The 

Board shall involve the campus and the community in the search 

process, but the final decision shall be at the sole discretion of the 

Board. 

 

4. The Board may engage the services of a search consultant, who will 

assist the Board in creating the parameters of the search, the 

composition of the Search Committee, the position profile, and the job 

description. 

 

5. The Board may hire an interim president in the event that the 

incumbent President leaves prior to the hiring of a replacement. 

 

B. Unplanned Vacancy 

 

1. In the event of an unexpected, sudden, or unplanned vacancy in the 

office of the President, the Board may appoint an interim President 

from within the College or through such other reliable sources as the 

Board may determine is in the best interests of the College. 

 

2. The Board shall then proceed to hire a new President in accordance 

with the process outlined above.  

 

C. The Board Chair shall take the steps necessary to assure that the Board’s 

role in the appropriate process outlined above is followed. 

 

Authority – MCL, §389.124 

 

History – Amended and approved on 4/19/2010; Readopted June 18, 2012. 
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1040  Prohibition Against Using Federal Funds for Lobbying 
 

No federal funds, whether grants, contracts, or cooperative agreements, will be 

used by the College to lobby, influence or attempt to influence any person to 

obtain, extend, or modify a federal award. 

 

Authority – §1352, Title 31, U.S. Code. 

 

History – Readopted: June 18, 2012. 

 

1041  Non-supplanting of Funds 
 

Federal funds received under the Perkins Act will be used to supplement, and to 

the extent practicable, increase the amount of state and local funds that would in 

the absence of such federal funds be made available for the use specified in such 

Act, and in no case supplant such state or local funds.  

 

Authority – Carl D. Perkins Vocational and Applied Technology Education Act, 

20 U.S. Code, 311. 

 

History – Readopted: June 18, 2012. 

 

1042                Distribution of Policies 
   

Copies of the policies of the Board shall be filed in the office of the 

  President of the College, in the office of each administrator, and at such 

  other places as may be appropriate.  Copies of the policies will be made 

available to each staff member upon request and this includes electronic 

transmission and receipt. 

 

Authority – MCL, §389.125 

 

History – Readopted: June 18, 2012. 

 

1050 Data Security  
 

The College shall safeguard personally identifiable information and other data in 

accordance with the Gramm-Leach-Bliley Act, the Michigan Social Security 

Number Privacy Act, Red Flag Rules and other Federal, State, and local 

regulations. The College shall secure personally identifiable information and other 

data from risks, including, but not limited to, unauthorized access, use, disclosure, 

modification, removal and destruction.  Measures for data security shall be set 

utilizing a combination of acceptable technology protocols and standards.  The 

College will provide appropriate data access to authorized individuals who use the 

data in support of College business and academic purposes. 
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  Authority – MCL, §445.83 

 

History – Revised: November 17, 2014 
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Division II 

Human Resources 

 

General 

2001  Guide for Human Resources Policies 
 

The Human Resources policies for West Shore Community College are designed 

to assure continuity and fair and equal treatment for all employees, as well as the 

employment of the best possible faculty and staff.  Contracts or Agreements 

between the Board and any employee group shall supersede Board Policy only in 

respect to negotiated items.  

 

2002  Definition of Human Resources Group Assignments 
 

A. The term administrator shall include the President, Vice President, Dean, 

Director, Executive Secretary, Manager and other salaried non-faculty 

employees. 

   

1.  Administrators who are employed a minimum of 1,500 hours in a fiscal 

year shall be eligible for full-time benefits as defined in Board Policies 

2211- 2219. 

 

2.   Administrators who are scheduled to and do work a minimum of 910 -

1,499 hours in a fiscal year are eligible for part-time benefits as defined in 

Board Policies 2211 – 2219.  Administrators who do not meet the 910 

hour requirement shall not be eligible for fringe benefits. 

 

B. The term faculty shall include all employees performing either full-time or 

part-time teaching assignments. 

 

C. Educational Support Personnel (ESP) shall include hourly employees as 

defined in the ESP contract.   

 

 

2003             Conflicts of Interest 
  

A. The College is committed to the principles of integrity, honesty and the 

stewardship of public funds.  Therefore it is the duty of every employee to act 

in a way that avoids a conflict of interest as well as the appearance of a 

conflict of interest. 

 

B. No employee shall be a party to or have substantial interest, financial or 

otherwise, whether directly or indirectly, in any business transaction with the 

College where the employee is involved with the decision to purchase services 

or products for the College. 
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C. No employee shall place himself/herself in a position or situation, or 

otherwise incur an obligation of any nature, which shall preclude him/her 

from performing his/her duties and responsibilities in the best interests of the 

College. 

 

D.  No employee should engage in outside employment which will in any way 

interfere with his/her ability to carry out his/her assigned duties.  

  

E.  Whether the potential conflict is that of the employee or of another employee, 

it shall be the strict obligation of all employees to disclose to the President 

through his/her Vice President, any potential conflict of interest under the 

terms of this policy.  This includes any business interest, direct or indirect, in 

a contract for goods or services purchased by the College. 

 

F.  No employee presently employed by the College may initiate or participate in 

any institutional decision involving a direct benefit to a relative.  For the 

purpose of this policy, a relative is any person who is related by blood or 

marriage; or who has a membership in the same household as an employee; or 

who has an intimate relationship with an employee; or whose relationship with 

the employee is similar to that of persons who are related by blood or 

marriage. Such decisions include but are not restricted to initial employment, 

retention, promotion, salary determination, leave of absence or sitting as a 

member of a grievance procedure.  Employees must disclose any known 

relationship(s) which might create a potential conflict to the President through 

his/her Vice President, prior to any such institutional decision being made. 

 

G.  No employee shall function in a capacity as a hearing officer, advisory 

committee member, or advocate in any situation involving a relative as define 

above. 

 

 H. No employee shall accept a personal gift of greater than fifty ($50) in value 

(individually or in a yearly aggregate) from one person, family or entity.  

 

2004  Research by Staff 
 

A. West Shore Community College, as a public community college, makes no 

special provision for research by any staff member other than institutional 

analysis beneficial to the College. 

 

B. The administration may permit the use of College equipment and facilities by 

those faculty members conducting research on other than College time.  Such 

use of equipment and facilities must not interfere with their use for 

instructional purposes, nor may it constitute more than nominal expense for 

the College. 
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2005  Representing the College 
 

Employees of the College may be appointed as delegates by the Board or the 

President to represent the College, but no such delegate may commit the College 

to any doctrine, policy, or action without first obtaining the written approval of 

the Board through the President. 

 

2006  Solicitation on Campus 
 

A. Solicitation for the benefit of the College by members of its staff shall be 

made only with the consent of the President or his/her designated 

representative. 

 

B.  To prevent disruptions to the College academic environment and 

inconvenience to employees, students, and customers the following applies to 

verbal solicitation and the distribution of literature: 

 

1. Solicitation is not permitted during the work time of any employee.  Work 

time does not include break periods and meal times.  The distribution of 

literature is not permitted in areas where work is performed nor during the 

work time of any employee.  Work areas include:  all areas of West Shore 

Community College’s premises excluding break areas, cafeteria, restrooms, 

and parking lot. 

 

2. Off-duty employees are not to disrupt their fellow employees during their 

work time.  Non-employees are prohibited from soliciting and distributing 

literature to employees on College premises or from disrupting employees 

in their work. 

 

2007  Authorization to Offer Employment 
  

 A.  Vice President positions shall be selected by the President and recommended 

to the Board for approval.  

 

 B.  Other administrative, faculty and Educational Support Personnel positions 

shall be selected by the supervising administrator and appropriate Vice 

President and recommended to the President for employment.  

 

2008 Hiring 
   

 The College is committed to hiring qualified individuals by using non-

discriminatory hiring practices and by complying with the letter, spirit and intent 

of applicable anti-discrimination laws. 
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2009  Tuition and Fee Grants 
 

  A.  Whenever a full-time administrator, faculty or educational support personnel 

(ESP) employee, spouse, or dependent enrolls in a credit course, the College 

will provide a grant for that person to cover tuition and fees.  Fees include 

excess contact hour fees, Student Services Fees and Technology Fees for 

employees.  Fees include Student Services Fees for spouse and dependents.  

Dependent is anyone allowed by the IRS to be claimed as a dependent.  

 

  B.  Whenever a part-time benefits-eligible administrator or ESP employee enrolls 

in a credit course, the College will provide a grant for the employee to cover 

tuition and fees.  (Fees include excess contact hour fees, Student Services Fees 

and Technology Fees).  After three years of current, uninterrupted benefits-

eligible service, tuition and student services fees will be extended to the 

employee’s spouse and dependents.  

 

C. Tuition and fee grants will be extended to the spouse and dependents of a part-

time benefits-eligible faculty member when the faculty member’s service 

exceeds either sixty (60) equated  hours of accumulated service or three (3) 

years of uninterrupted service (spouse and dependents are eligible for Student 

Services fees only).  

 

2010  Retirement 
  

 The College will follow applicable federal and state laws and regulations 

regarding retirement. 

 

2011  Travel/Conference Attendance 
 

The Board recognizes the need for travel in order to carry on the general operation 

and business of the district and when approved in accordance with College 

procedure, employees shall be reimbursed for same. 

   

2012  Military Leave of Absence 
 

 Military leave of absence will be granted to any College employee according to 

applicable laws or regulations including the Uniformed Services Employment and 

Reemployment Rights Act.  

 

2013  Workers’ Compensation 
 

The College shall comply with applicable workers’ compensation laws and 

regulations.  
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2014  Publication of Instructional Material 
 

 The Board encourages the writing and production of auxiliary print and non-print 

instructional and non-instructional material for use in classes at West Shore 

Community College, when appropriate commercially published material is not 

available. Copyright regulations will be observed. When faculty and staff are 

compensated by the College for development of instructional material, the 

College shall own the material unless otherwise agreed in advance. 

 

2015  Discrimination/Harassment 
   

The College is committed to maintain a work environment free of harassment and 

unlawful discrimination for all College employees regardless of position or level 

of authority. 

 

2016  Discipline 
 

The President is authorized to discipline College employees.  The President shall 

establish progressive disciplinary procedures pursuant to this policy and 

negotiated collective bargaining contracts.  Immediate suspension or termination 

may be implemented, when in the President’s determination, such action is 

warranted in the best interests of the College.   

 

2017  Michigan Right to Know Law 
 

 The College shall comply with the Michigan Right to Know Law. 

 

2018  Health Insurance Coverage for Deceased Employee’s Dependents 
 

 If the family of a deceased employee (administrators, educational support 

personnel) is left without health insurance  (medical, prescriptions, dental, vision) 

the College will continue applicable health insurance coverage to dependents of 

the deceased employee (administrators, educational support staff) for a maximum 

of three full monthly billing periods after the death of the employee.  The cost to 

the family for this coverage will be the same as the deceased employee was 

paying at the time of death.  This benefit will be provided if permitted under the 

then current policy or allowed by the carrier.  If not directly permitted, the 

College will either pay to the surviving spouse, eldest adult child or the estate, in 

that order, the equivalent of 3 months of College contributions for health 

insurance to defray the cost of COBRA continuation coverage, or allow the same 

amount as credit against a self-insured health plan of the College if in effect at 

that time.  Thereafter, health insurance coverage will be available in accordance 

with applicable laws.  
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2019 Communicable Disease 
 

The College, in fulfilling its obligation to control and prevent the spread of 

communicable diseases that are serious in nature, is committed to working 

cooperatively with students, staff, and the medical community to ensure both the 

rights of the individual and a safe working and learning environment for the 

campus community.   

 

2020  Bloodborne Pathogens 
 

 The College shall comply with the OSHA Standard on Occupational Exposure to 

Bloodborne Pathogens. 

 

2021 Drug-Free Workplace  
 

1. The College shall maintain a drug-free workplace and comply with the 

requirements of the Federal Drug Free Workplace Act of 1988, the Drug-Free 

Schools and Communities Act (DFSCA), and Drug-Free Schools and 

Campuses Regulations. The President will develop procedures to prohibit the 

unlawful possession, use, sale and distribution of illegal drugs, unauthorized 

controlled substances and alcohol by students and employees on College 

property, or College-sponsored events.  These procedures will be distributed 

to all College employees and students, and reviewed biennially. 

 

2. Notwithstanding the above, alcoholic beverages may be served at official 

College events and at WSCC Foundation events when approved in advance by 

the President and in accordance with all applicable laws.  No public funds will 

be expended by the College to purchase alcoholic beverages.  

 

History – Readopted: March 21, 2016. 

 

2022  Secure Environment 
 

 The College is committed to providing a safe and secure environment for its 

students, employees and community members who use the facilities. Criminal 

offenses committed on campus shall be reported promptly to the appropriate law 

enforcement agency, and shall be reported to other governmental agencies in 

accordance with applicable laws and regulations. 

 

2023  Family and Medical Leave 
 

 The College shall comply with the Family and Medical Leave Act (FMLA) of 

1993.   
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2024 Interview Expense Reimbursement (Full-time Administrators and Faculty) 
   

The President may establish the maximum allowable amounts that the College 

may reimburse full-time administrators and faculty candidates for interview 

expenses.  

 

2025  Moving Expense Reimbursement (Full-time Administrators and Faculty) 
  

The President may establish the maximum allowable amounts that the College 

may pay for moving expense reimbursement of newly-hired full-time 

administrators or faculty members.  

  

2026  Acceptable Use Policy  
 

A. The purpose of the College computer network, Internet connection and e-mail 

system (including all computer hardware, software, and peripherals) is 

primarily educational, consistent with the College’s vision, mission, and core 

values.  Access to the network by employees is a privilege and is provided 

primarily for the benefit of the College.   Employees have no reasonable 

expectation of privacy while using the College’s computer network, e-mail 

system, and Internet connection.  The College reserves the right to monitor 

employee usage of these systems to ensure compliance with this policy.  

 

B. The use of the network is subject to applicable federal and state laws, as well 

as applicable College policies and procedures such as but not limited to the 

discrimination/harassment policy. 

  

2027  Credentials 
 

It is the responsibility of each employee to keep his/her credentials current and on 

file in the Human Resources Office. 

 

2028  College Procedures 
 

College procedures shall support Board Policy.  All procedures shall be approved 

by the President and Vice Presidents and be available to all employees. 

 

2029  Health Insurance Portability and Accountability Act of 1996 (HIPAA) 
 

 The College shall comply with the Health Insurance Portability and 

Accountability Act of 1996 (HIPAA). 



 25 

 

2200  Administrators 
   

2201  President as Executive Officer of the Board 

 

A.  The selection and appointment of the President shall be made by the Board.  

Qualifications for this executive position, as well as qualities of personal 

character and educational background will likewise be established by the 

Board or an ad hoc search committee selected by the Board. 

   

B.  The Board shall delegate to the President the executive responsibility for 

administering the policies adopted by the Board, and executing all decisions 

of the Board requiring administrative action.  In the initiation and formulation 

of the College policies, the President shall act as the professional advisor to 

the Board and present to the Board drafts of proposed policies for the Board’s 

consideration. 

 

C.  The President may delegate any powers and duties entrusted to him/her by the 

Board, but he/she shall be specifically responsible to the Board for the 

execution of such delegated powers and duties. 

 

D.  In situations for which the Board has provided no policy for administrative 

action, the President shall have the power to act, but his/her decision shall be 

subject to the review of the Board.  It shall be the duty of the President to 

inform the Board promptly, of all action which should be covered by policy 

and recommend a written Board policy, if one is required.  The President will 

be the clerk of the Board and in such capacity will perform the following 

duties: 

 

1. prepare Board meeting agendas 

2. have prepared for adoption minutes of Board meetings 

3. maintain a classified index of minutes and exhibit of documents 

4. attend all Board meetings 

5. attend all Board committee meetings 

6. sign, when legally possible, all documents which otherwise would 

require the signature of the Chair and/or Secretary of the Board. 

 

E.  The President will communicate both commendations and criticisms to the 

Board.  

 

F.  The President may reorganize College positions and duties from time to time 

when it is in the best interest of the College. 
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2202 Obligation of Administrative Employees 

 

A. It shall be the duty of all administrators, unless otherwise specifically noted in 

their contracts or terms of employment, to devote their full professional 

services and their individual skills to the service of the College; and all such 

employees shall at all times so conduct themselves in the discharge of their 

duties as to reflect credit upon and to further promote the interest of the 

College.   

 

B. Administrators shall carry out the policies of the Board, shall perform the 

duties assigned to them according to their position profiles and/or their 

supervisor(s) requests and shall perform such duties and responsibilities with 

professional skill in support of the College’s vision, mission and core values. 

    

2203  Enforcement of Policies 

  

The policies of the Board shall be deemed incorporated in each contract of 

employment executed on behalf of the College and as a part of the terms and 

conditions of employment.  Violation of any of the aforesaid policies shall be 

cause of disciplinary action including, but not limited to, termination of 

employment.  

 

2204  Movement to Another Position 
     

 It is the policy of the College to allow the movement of employees who are 

qualified to assume vacant positions (movement may be initiated by the employee 

or by the College). Whenever a permanent administrative vacancy occurs, 

announcement will be made to all employees, and consideration will be given to 

qualified individuals according to the Hiring procedural statement.     

 

2205 Non-renewal and Termination 
  

A. Probationary contracts for administrators shall be for a period of one year.  If 

necessary, an additional probationary period of up to one year may be granted 

by the President. 

 

B. An administrator on probation, whose performance or conduct is 

unsatisfactory, may be terminated for any reason at the sole discretion of the 

College at any time during the probationary period.  Such termination does 

not entitle the administrator to a grievance hearing.  A Vice President 

terminated during the probationary period shall be entitled to one-month 

severance pay unless termination is for cause. 

 

C. Administrators whose contracts are not renewed or extended by the President 

or supervisor during or at the conclusion of his/her probationary period will 
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not be eligible for transfer to the faculty or to any other position within the 

College. 

 

D. Vice Presidents are eligible for two-year contracts after satisfactorily 

completing their probationary periods. Such contracts will be prorated to 

coincide with a fiscal year.  Subsequently, the President may offer a new two-

year contract each year effective July 1 or decide to allow the second year of 

the existing contract to remain in force. 

 

E. Notification of non-renewal of a non-probationary contract for a Vice 

President will be transmitted, in writing, no later than the ninth month of 

service.  A Vice President on an extended probationary period will be given 

continuation or severance notice by the ninth month of service in the extended 

probationary period.  The non-renewal of the contract, in and of itself, does 

not entitle the Vice President to a grievance hearing and the contract creates 

no property interest in employment beyond the contract period. 

 

F. Notification of non-renewal of a contract for administrators (other than Vice 

Presidents) will be given, in writing, a minimum of thirty days prior to the 

expiration of a contract.  The non-renewal of the contract, in and of itself, 

does not entitle the administrator of a grievance hearing and the contract 

creates no property interest in employment beyond the contract period. 

 

2206  Performance Review 
 

 A.  A performance review shall be administered at least annually in accordance 

with the College procedural statement.   

 

B.  The Board shall establish procedures for the evaluation of the President. 

 

2207 Grievance 
 

B. The College’s grievance procedure established by the President shall be the 

sole and exclusive internal remedy available to administrators for resolving 

disputes arising under Board Policy or an employment contract.  If any subject 

matter that is, or might be, alleged as a grievance is instituted in any 

administrative action before a governmental board or agency, then such 

administrative procedures shall be the sole remedy and a grievance under this 

policy shall no longer exist. 

 

C. No reprisals shall be taken against any administrator by reason of participation 

in the grievance procedure. 

 

A. The grievance procedure shall include, as a final step, an appeal to the Board. 
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2208 Salary 
 

Administrative employees shall be compensated according to the compensation 

guidelines approved by the Board.   

 

2209 Absence for Jury Duty 
 

 When an administrator is summoned as a juror or subpoenaed as a witness in any 

judicial proceeding, he/she shall immediately notify their supervisor, and shall 

suffer no loss of pay for the necessary absence from their scheduled employment.  

Any juror’s or witness fees received by the employee shall be returned to the 

College, except for mileage and meal allowances. 

 

2210  Attendance at Commencement 
   

 Administrators shall take part in the commencement day ceremony in academic 

dress unless they have been previously excused by the President. 

 

 

2211  Bereavement Leave 
 

 Upon proper notice to the supervisor, all full-time administrators shall be entitled 

to three (3) days of leave without loss of salary for the death of any member of 

his/her immediate family.  Part-time benefits-eligible administrators shall be 

entitled to 1-1/2 days of leave. The immediate family shall include staff member’s 

spouse, their parents, grandparents, children, step-children, and grandchildren, 

sister/brothers, sisters/brothers-in-law, sons/daughters-in-law, step sisters/brothers 

and other persons under exceptional circumstances who have lived with them for 

a period of years.  Additional bereavement leave, not to exceed three (3) days, 

may be granted by the President and will be deducted from the staff member’s 

accumulated sick leave account. 

 

2212  Leave of Absence – Health, Study, Travel – Unpaid  
 

A. Full-time administrators may be granted a leave of absence without salary or 

benefits for health, study, travel or other justifiable reasons as may be 

approved by the President.  

 

B. Formal leave of absence for all purposes shall be for a minimum of two (2) 

months and a maximum of one (1) year.   

 

C. An administrator with at least three consecutive years of service may request 

in writing a leave without pay. This request should be directed to the President 

for approval.   
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D. Upon returning to the College following a leave of absence the administrator 

may be assigned to the same position or one of equal grade or to a position 

agreed to prior to the leave (unless such position(s) are eliminated).  Failure to 

return to work upon scheduled expiration of the approved leave will result in 

separation from College employment without severance benefits. 

 

E. No more than one (1) administrator may be granted leave at one time. 

 

F. In case more applications are received than can be granted, precedence shall 

be granted in order of seniority and/or date of application. 

  

2213 Professional Growth Leave – Paid 
 

 Professional Growth Leaves may be granted to administrators for intellectual 

stimulation normally obtained by study, research, travel, suitable alternative work 

experience or other creative activity.  Any inventions, publications or other 

professional objects or documents produced during the leave shall be the property 

of the College. 

 

A. To be eligible for a leave of three (3) months or more (maximum of one year), 

the administrator must have worked for the college a minimum of six (6) 

consecutive contractual years.  Administrators with two or more contract 

years of service may apply to the President for leaves of shorter duration.  

Administrators must apply to the President through his/her supervising Vice 

President.  Eligibility for a leave will be at the sole discretion of the Board.  

The President shall also be eligible for a leave of this nature; he/she shall 

make application to the Board through the Board Chair. 

 

B. Upon approval by the President the request will be submitted to the Board for 

consideration. Applicants will be notified of the status of their application 

within sixty (60) calendar days after the President has received the request for 

leave. 

 

C. While on leave, the administrator shall receive two-thirds (2/3) of his/her 

regular salary if the approved time exceeds three (3) months and full salary if 

ninety (90) calendar days, or fewer, are approved for the leave.  However the 

amount of compensation may be reduced should the recipient receive 

remuneration from any other source during the period of said leave.  Such 

reduction will be determined by the President or his/her designee and 

approved by the Board.  

 

D. Time spent on the leave will be considered as regular service. An 

administrator returning to the College following a leave will return to either 

the same position or to one of equal grade or to a position agreed to prior to 

the leave. 
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E.   Additional Requirements:   

 

1. The recipient will be required to sign a note for the leave salary.  This note 

will be forgiven at the rate of one-half (1/2) year for each year of service or 

like proportions for lesser periods of leave time following his/her return to 

the College. 

 

2. All requests for leaves should be submitted at least three (3) months in 

advance of the effective date of the leave. 

 

3. The application for the leave must be accompanied by a statement of a 

well-considered plan which includes its significance as a contribution to 

the professional effectiveness of the administrator and the best interest of 

the College. 

 

4. At the conclusion of the leave, the administrator will be required to submit 

a report of the work accomplished during the leave and indicate how he/she 

believes that the experience improved his/her capacity to serve the College. 

 

5. If permitted by carriers, health insurance and group life coverage will be 

extended to administrators at the same level as if the administrator was 

actively working.  Only other benefits that are required by law, will be 

continued.  

   

2214  Individual Convenience Absence 
 

 Full-time administrators shall be granted five (5) days per year for purposes of 

personal business.  Part-time benefits-eligible administrators shall be granted two 

and one-half (2-1/2) days per year for purposes of personal business.  Individual 

convenience absences shall be deducted from sick leave and unused amounts shall 

not carry over from one year to another.  The time for such absences shall be 

subject to prior supervisory approval. 

  

 2215   Vacation 

 

A. During the probationary period, full-time administrators shall be entitled to a 

vacation allowance equivalent to 1.0 day per contract month. Part-time 

benefits-eligible administrators shall be entitled to an annual vacation 

allowance equivalent to .5 days per contract month. Vacation may not be 

scheduled outside the employee’s regularly scheduled work year (academic) 

and employees may not elect vacation pay in lieu of time off. 

B. After the probationary period, full-time administrators shall be entitled to 

annual vacation allowances equivalent to 1.8 days per contract month. Part-

time benefits-eligible administrators shall be entitled to annual vacation 

allowances equivalent to .9 days per contract month. Vacation may not be 
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scheduled outside the employee’s regularly scheduled work year (academic) 

and employees may not elect vacation pay in lieu of time off. 

C. Full-time administrators may not accumulate vacation time in excess of thirty-

three (33) days. Part-time benefits-eligible administrators may not accumulate 

vacation time in excess of sixteen and one-half (16-1/2) days. 

D. Extra pay shall not be made in lieu of vacation leave, except in cases of 

employee severance or in unusual cases when the President may approve 

substitution of pay for not more than one-half of the employee’s vacation 

entitlement. 

E. Vacation shall be granted in accordance with the administrator’s request 

subject to the needs of the College. 

F. When employment with the College is terminated due to dismissal, non-

renewal, resignation, or retirement, the administrator shall be entitled to 

regular pay equivalent to the days of vacation left in his/her record. 

G. When employment with the College is terminated by the death of the 

administrator, the pay for that individual shall be continued to the estate 

through the pay period in effect at the time of death. Further, the estate shall 

be entitled to regular pay equivalent to the days of vacation left in the 

deceased’s record. 

H. The President and Vice Presidents are entitled to an additional week (5 days) 

of paid vacation per year with the requirement that the week must be taken 

with an additional week from his/her accrued vacation, ensuring two 

consecutive weeks of absence from their position. 

I. The President will inform the Chair of the Board of Trustees about all planned 

uses of paid leave. 

 

History – Amended: February 23, 2016 and Adopted: April 18, 2016. 

 

2216 Sick Leave 

  

 Upon accepting a contractual position with the College, full-time administrators 

shall be entitled to five (5) days of sick leave; additional sick leave shall 

accumulate at the rate of one (1) day for each month of service to a total of ninety 

(90) days   The initial five (5) days of sick leave shall be included in the total of 

ninety (90) days.  Benefits-eligible part-time employees shall be entitled to one-

half of the full-time benefit. 

 

2217  Holidays 
 

A. The College allows the following paid holidays to full-time administrators:   

1. Memorial Day 
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2. Independence Day, unless it falls on a weekend in which case the 

College will designate a weekday as the holiday. 

3. Labor Day 

4. Thanksgiving Day 

5. Day after Thanksgiving 

6. Christmas Eve Day, Christmas Day, New Year’s Eve Day and 

New Year’s Day, when they fall on a workday, plus the workdays 

between Christmas and New Year’s Day.  When New Year’s Day 

falls on a Thursday, the following Friday will be considered a 

holiday.  Christmas holidays will total a minimum of five (5) to a 

maximum of eight (8) days. 

   

B. If an administrator must work during the Christmas holidays, the equivalent 

time off will be provided, but must be used no later than June 30 of the same 

fiscal year.     

 

C. Unless declared otherwise by the President, offices will be closed and 

employees will not report on all holidays. 

 

D. Part-time benefits-eligible employees shall receive one-half the full-time 

holiday if the employee is normally scheduled to work on the holiday. 

   

2218   Tax Sheltered Annuity 
 

 Administrators have the option to participate in a tax sheltered annuity program.   

    

2219  Insurance Benefits  
 

A. The College shall provide health insurance (medical, prescriptions, dental, 

vision) for full-time administrators.  Part-time benefits-eligible administrators 

are eligible for health insurance (medical, prescriptions, dental, vision).  Part-

time benefits- eligible administrators will pay the applicable part-time cost.   

 

B. The College shall provide life, disability, AD&D, and dependent life for all 

full-time administrators.  Life insurance shall be as follows: 

 

1.  The President and Vice-Presidents will be provided life insurance equal to 

1-1/2 times the amount of their annual salary.  

 

2.   Other full-time administrators will be provided life insurance equal to 1 

times the amount of their annual salary.  

 

C.  Disability Insurance (Short-Term and Long-Term) 
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After exhausting regular sick leave, full-time administrators are entitled to 

short-term and long-term disability benefits, if applicable. 

 

Part-time benefits-eligible employees are not entitled to life insurance, short-

term and long term disability, AD&D or dependent life.  

 

D.  Travel Insurance 

  

The college shall provide travel insurance for full-time administrators while 

traveling on College business. 

 

E. Insurance Coverage during a Disability 

 

 When an administrator is disabled the College will continue applicable 

premium payments for medical and life insurance for one year from the date 

of the permanent disability if an exception is granted by the medical and life 

insurance companies. 
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2400   Faculty 

   

2401   Faculty Association 
 

A.  The Board recognizes the West Shore Community College Faculty 

Association (the “Association”) as the collective bargaining agent for all 

current members of the full-time instructional faculty and librarian in matters 

of professional compensation, benefits and work loads. 

 

B.  Because the Board is responsible for all activities and programs conducted in 

the name of the College, the Association must make available for Board 

review the Association’s constitution, amendments, bylaws, membership lists, 

and minutes of all meetings.   

 

C.  The agreements reached through the negotiation process shall be the contract 

between the Board and the Association. 

 

2402  Leaves of Absence - Unpaid 
  

Leaves of absence, other than sabbatical leaves, may be granted by the President 

upon Board approval. Such leaves shall not exceed one (1) year in duration except 

that in case of emergency, the Board may consider a request for longer periods. 

 

2403  Release Time  
 

The President is authorized to grant release time to members of the faculty for the 

performance of College duties other than teaching.  The President will develop 

procedures for the implementation of this policy.  

 

2404  Absence Requests – (Full and Part time) 
 

 All requests to be absent must be submitted to the faculty member’s immediate 

supervisor in advance of the requested time off.  Supervisors will respond to the 

request within a timely manner.  In case of emergencies or illness, the immediate 

supervisor shall be notified as soon as possible. 

 

Absences extending more than three (3) College days at one time shall be 

reported to the President.  Absences extending more than three (3) weeks at any 

one time must be reported to the Board for approval. 

 

2405  Absence for Jury Duty 

    

 When a member of the faculty is summoned as a juror or subpoenaed as a witness 

in any judicial proceeding, he/she shall immediately notify their supervisor, and 

shall suffer no loss of pay for the necessary absence from their scheduled 
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employment.  Any juror’s or witness fees received by the employee shall be 

returned to the College, except for mileage and meal allowances. 

 

2406  Attendance at Commencement 
 

Members of the faculty shall take part in the commencement day ceremony in 

academic dress unless they have been previously excused by the President.  

 

2407  Academic Year - Responsibility of Faculty 
 

 Members of the faculty shall be on duty during the academic year as determined 

each year by official action of the Board. 

 

2408  Emeritus Faculty 
 

 All tenured (i.e., holding a continuing contract) faculty who retire from West 

Shore Community College will be awarded emeritus status. 
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2600  Educational Support Personnel   

   

2601 Educational Support Personnel 
 

 A.  The Board recognizes the West Shore Community College Educational 

Support Personnel unit as the collective bargaining agent for the Educational 

Support staff in matters of professional compensation, benefits and working 

conditions.   

 

B.  Educational Support Personnel (ESP) positions shall be defined in the ESP 

agreement. 

 

C.  The agreement reached through the negotiation process shall be the contract 

between the Board and these employees. 
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Division III 

Instruction 
 

3000  Educational Philosophy and General Education Program 

   

A. A commitment to excellence in higher education for the community it serves 

is a core value of West Shore Community College.  The College recognizes 

the importance of high quality, learning-centered, education and training 

opportunities, which will result in meaningful roles for the student in life, 

work, and society.  Basic to these roles is the student’s ability to be productive 

through the acquisition of appropriate skills and to be adaptable in a changing, 

complex society. 

   

B. As such, the College will create a general education program that conforms to 

accreditation guidelines and is designed to provide students with a broad yet 

integrated and coherent introduction to the skills, knowledge, and insights that 

are the foundation of a college education, the basis for career development, 

and the motivation for lifelong learning.  Within this framework, and across 

programs and disciplines, the intent is to cultivate in each student the ability to 

communicate clearly, think critically and creatively, behave professionally 

and ethically, and adapt to our changing, complex, multicultural, and global 

world.  The College will maintain a current listing of general education 

requirements for the associate degree and certificates and make them 

publically available to students and the community.   

 

C. Further, the College recognizes the dignity, importance and uniqueness of 

each student, and therefore endeavors to provide the necessary opportunities 

for students to achieve social and personal goals.  To this end, the College 

strives to create an environment conducive not only to intellectual growth but 

also to offer cultural and social experiences that contribute to the development 

of an educated individual.   

 

Authority – HLC Criterion:  1.D.1, 3.B.1-3.B.5, 3.E.1, 2012. HLC Assumed 

Practices, B.1.h., 2012. 

 

History – Amended and readopted: December 16, 2013.   

 

3001  Academic Calendar and Credit Hour  

   

A. The College will offer instruction based upon an academic calendar that meets 

the needs of the community, students, staff, and program of instruction, as 

well as the requirements of the state and federal law and regulations, such as 

two semesters and a summer session.  It will conform to both Board Policies 

and relevant provisions of the Faculty Association Agreement.   
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B. College credit-bearing courses, including online courses and hybrid courses 

requiring both in-person and online participation, are scheduled and conducted 

in compliance with federal regulation defining the credit hour.  

 

 Authority – 34 CFR 600.2 and 668.8 

  

History – Amended and readopted: December 16, 2013.  

 

 3002  Curriculum  

 

A. The President, administration and faculty have the responsibility for 

developing curriculum subject to Board approval.  Upon approval, the 

administration and faculty carry the responsibility for implementation, and for 

the regular review and evaluation of programs and courses offered.   Further, 

they will assure that program and course quality and learning goals are 

consistent across all modes of delivery and all locations.   

 

The curricular offerings of the college will include transfer, occupational 

general education, and developmental education programs and courses for 

youth and adults of the community.  The administration will continuously be 

alert to the educational needs of the community so that it can present for 

Board consideration new and appropriate community college programs. 

 

B. Changes in courses, programs and general education requirements will require 

Board approval. 

 

Authority – MCL 389.121(b), HLC Criterion:  3.A.1, 3.A.3, and 4.A.1, 2012. 

 

History – Amended and readopted: December 16, 2013. 

 

3003  Graduation Requirements 

 

A. The College grants the degrees of Associate of Arts, Associate of Science, 

Associate of Applied Arts and Sciences, and Associate of General Studies to 

those students who have completed the following programmatic requirements 

for graduation: 

 

1. Maintained a 2.0 GPA average (or the equivalent in programs that are 

Pass/Fail) and have earned less than a C in no more than two courses 

required for the degree.   

2. Taken a minimum of 15 passing credits from the College at the 100 level 

or above.   

3. Completed the application for graduation form and payment of the 

graduation fee, unless waived. 

4. Completed the prescribed coursework for the degree. 
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5. Completed the general education, residency, and competency 

requirements set forth in accreditation criteria and applicable state or 

federal regulation.   

B. Students may be awarded a certificate of achievement upon successful 

completion of an approved curriculum sequence, and who have maintained a 

2.0 GPA average (or the equivalent in sequences that are Pass/Fail) and who 

have earned less than a C in no more than two courses required for the 

certificate.   

   

C. The President shall establish procedures to determine degree and certificate 

requirements that include appropriate involvement of faculty and staff and to 

assure that graduation requirements are published in the District’s catalog and 

included in other resources that are convenient for students.   

 

Authority – MCL, §389.121, HLC, Criterion:  3.A.1, Assumed practices, B1., 

2013.   

 

History – Amended and readopted: December 16, 2013 

 

3004  Prerequisites and Co-requisites 

 

 The College will maintain procedures that provide the establishment, review, and 

student challenge of course prerequisites and co-requisites on recommended 

preparation and other limitations on enrollments, in a manner consistent with 

good practice.  Those procedures will foster a balance between upholding 

appropriate standards supported by evidence of need and not placing undue 

obstacles in the way of student access and success.  

  

Authority – HLC Criterion:  4.A.4 

 

History – Amended and readopted: December 16, 2013. 

 

3006    Earning Credit 

A. The College may grant college credits to students for work, education, and life 

experiences that are deemed equivalent to program requirements.  

 

B. The College may award credits through a variety of mechanisms such as those 

listed below.  Credits received through alternative methods will count toward 

graduation requirements, but will not count in Grade Point Average or 

minimum semester credit completion calculations or for financial aid status. 

1. Course Transfer Credit earned by West Shore students from other 

regionally accredited institutions shall be evaluated for transfer credit 

based on an evaluation by the College of the compliance of such credit 

with both West Shore and generally accepted national standards.  A 
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maximum of 50 credits will be accepted in transfer;  

 

2. Competency Based Education (CBE) or credit by Examination  

A maximum of twelve (12) credits may be earned through competency 

testing, which does not count toward the 15 home credits.  Only four 

(4) credits may be applied toward the graduation requirements in any 

one of the following fields: communications, math/science, social 

science and humanities; 

 

3. Advanced Placement (AP) or College Level Examination Program 

(CLEP), or International Baccalaureate (IB); 

 

4. Military Training; or  

 

5. School to Work Articulated Courses. 

   

Authority – HLC Criterion:  4.A.2, 4.A.3, Assumed Practices:  B.1. 

 

History – Amended and readopted: December 16, 2013. 

 

3010  Academic Freedom and Integrity 

   

A. West Shore Community College holds that its primary function is the 

development of intellectual curiosity, integrity, and accomplishment in an 

atmosphere that upholds the principles of academic freedom.  All members of 

the academic community – students, faculty, staff, and administrators – must 

assume responsibility for providing an environment of the highest standards, 

characterized by a spirit of academic honesty and mutual respect.  Because 

personal accountability is inherent in an academic community of integrity, this 

institution will not tolerate or ignore any form of academic dishonesty. 

 

B. Academic dishonesty is regarded as any act of deception, benign or malicious 

in nature, in the completion of any academic exercise.  Examples of academic 

dishonesty include cheating, plagiarism, collusion, and other academic 

misconduct.   

 

Authority – HLC Criterion 2.D, 2.E.1-3, Assumed Practices A.2 

 

History – Amended and Readopted: December 16, 2013. 

 

3012    Articulation and Partnerships  

 

West Shore Community College will engage in partnerships and articulation 

opportunities with local school districts and with other higher education 

institutions to enhance students' success and increase access to advanced 
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educational opportunities.  The President shall establish procedures that ensure 

this process aligns with sound educational practice.   

History – Adopted: December 16, 2013. 

 

3015  Library 

 

The College shall maintain a library with a carefully selected collection of 

reference works and other learning resources to support the curriculum and 

information literacy; to provide for the information needs of students, faculty, and 

community; and to ensure the library is responsive to changing modes of research, 

study, knowledge acquisition, and learning.  The collection shall be kept current 

through a planned program of acquisition and disposition.   

   

Authority – MCL 389.123(c), HLC Criterion 3.D.4 

 

History – Adopted: December 16, 2013. 

 

3030  College Teams 

College employees are expected to participate in activities that improve the 

College including serving on teams, committees, councils, and task forces.  

Appointments to such assignments will be determined by the President of the 

College. 

 

3040  Advisory Committees 

   

A. Advisory committees are fundamental to a quality program of education and 

shall be established to represent all occupations offered at the College to 

provide communication between the College and leaders in various 

professional and career fields.  Through this communication, the faculty of 

West Shore Community College will maintain a constant awareness of the 

changing career and professional needs of business, industry, and government 

and thus respond to these needs by providing a relevant educational program. 

   

B. The President is charged with establishing the organization, structure, and 

rules for the conduct of advisory committees.  At a minimum, each advisory 

committee shall meet at least annually.   

 

Authority:  Michigan State Plan for Career & Technical Education, II.A.2(e),  

HLC Criterion 1.D.3. 

 

History – Amended and readopted: December 16, 2013. 

 

3050  Student Success  

 

West Shore Community College is committed to the success of its students.  This 

commitment is demonstrated in the College’s foundational documents (mission, 
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vision, and core values); in its strategic plan and budget; and in its employee’s 

everyday behavior.   

 

The Board relies on the faculty, the administration, and the educational support 

staff to support the work of identifying and implementing promising and proven 

pathways to student success at West Shore Community College through a focus 

on evidence and inquiry, through engaging in courageous conversations, and 

through periodic monitoring of progress.  The Board acknowledges that learning 

is a shared responsibility for students and for the College, and expects and 

supports strong student engagement, high expectations and persistence.  

 

The President is charged with establishing the organization, leadership, and 

structures to promote collaboration across the College and among all stakeholder 

groups, stressing that student success is everyone’s responsibility; to apply 

appropriate technological innovations to create, implement, and monitor student 

success; to conduct ongoing assessment of student learning; and, to evidence a 

commitment to educational improvement and student success.   

 

Authority – HLC Criterion 4.B. and 4.C.   

 

History – Adopted: December 16, 2013  
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Division IV 

Student Services 

 

4000   Philosophy of Student Support Services  
 

Student support services at West Shore Community College support and reflect 

the vision, mission, and core values of the College. Its primary role is to provide 

programs and services that facilitate access and foster success for students who 

wish to take advantage of the educational opportunities at this institution.   

To this end, the College will provide programs, services, activities, and learning 

experiences designed to assist students in making full use of the total educational 

program of the College including counseling, advising, testing, tutoring, disability 

services, student activities, orientation, clubs, organizations, financial aid, career 

and placement as outlined in the College catalog.   

 

The philosophy of student support services reflects concern for individuals, 

recognizing their diversity and dignity. Our philosophy is demonstrated through 

our commitment to the belief that students are our central focus, that education is 

important in the intellectual, social, physical, moral and cultural development of 

the individual, and in respecting the uniqueness and self-worth of each individual 

student. 

 

History – Amended and readopted: March 21, 2016. 

 

4010   Admission Policy  
 

The College has an open-door policy and admits all persons who can benefit from 

participation in the educational program of the College.  No person shall be 

denied admission or registration to the College on the basis of age, ancestry, 

citizenship status, color, creed, ethnicity, gender, identity and expression, genetic, 

information, marital status, mental or physical disability, height, weight, national 

origin, race, religious affiliation, sex, sexual orientation, or veteran status. 

 

History – Amended and readopted: March 21, 2016. 

 

4011   Admission Requirements  
 

A. General  

 

The College has an open-door admissions policy, which means that instructional 

programs are available to persons who are eighteen years of age or older or who 

have received their high school diploma or G.E.D. certificate. Criteria for 

admission for credit, non-credit and international students will follow state laws 
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and federal regulations. Certain programs may have restricted enrollments, 

additional enrollment processes and/or early admissions dates.  

 

 

B. Dual Enrollment Program  

 

The Dual Enrollment Program is designed to provide an opportunity for high 

school students to obtain college credit while still in high school.   High school 

students may petition to enroll in courses at the College with permission of their 

high school principal or counselor and parents, and upon meeting entry 

requirements, in alignment with the Michigan Post-Secondary Enrollment 

Options Act.    

 

C.  Under Age Students 

  

Students under the age of 13 will not be permitted to take academic classes at 

West Shore Community College.  Non-credit and enrichment courses that are not 

part of organized academic curricula may be enrolled in without restriction.   

 

D.  Denial of Admission, Continued Enrollment, or Reenrollment 

 

The College may deny the admission, continued enrollment, or re-enrollment of:  

 

1. An individual whose personal history and background indicates that his or her 

presence at the college would endanger the health, safety, welfare, or property 

of the College community or interfere with the orderly and effective 

performance of the College's functions; and/or  

 

2. An individual who has misrepresented his/her credentials or background.  

 

3. An individual who has violated the Student Rights and Responsibilities -  

4050, who is not making academic progress as defined in the Satisfactory 

Academic Progress Policy – 4070, or when the College is unable to provide 

the services, courses or programs needed to assist a student to meet their 

educational objectives. 

 

History – Amended and readopted: March 21, 2016. 

 

4012   Transfer Credits  

 

The College accepts transfer credits from other regionally accredited post-

secondary institutions. Only courses with an earned grade of C or higher (or its 

numerical equivalent as determined by the College) and that apply toward the 

student’s degree of study will be accepted.  Courses will either be transferred as 

equivalents, if the College offers a similar course, or as general electives if the 

http://www.jccc.edu/policies/student-personnel-300/student-rights-319/student-code-319-01.html
http://www.jccc.edu/policies/student-personnel-300/academic-policies-314/academic-progress-314-06.html
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College does not offer a similar course. Grades are not transferred, only credits 

are transferred.  

 

History – Amended and readopted: March 21, 2016. 

 

 

4030   Student Senate 

 

The College encourages students to expand their college learning experiences by 

actively participating in the democratic process of student senate. The College 

supports a strong student government organization.  The student senate should be 

given as great a degree of latitude, and responsibility of student activities as is 

consistent with state laws, and the total operation and philosophy of the College.  

 

History – Amended and readopted: March 21, 2016. 

 

4034  Public Performance by Students 
   

Public performance by College-sponsored student groups is endorsed 

  and encouraged with the reservation that such participation will not  

  interfere unduly with other educational requirements established at the 

  College and that students will not be exploited. 

 

History – Amended and readopted: March 21, 2016. 

 

4035   Intercollegiate Activities  

 

The College encourages intercollegiate activities designed to benefit the students 

with the stipulation that such activities are open in enrollment and participation 

and are adequately supervised.  The College only assumes responsibility for the 

conduct of such activities where the activity has been officially sponsored by the 

College and when the activity is directed by a designated College staff member.   

 

History – Amended and readopted: March 21, 2016. 

 

4040   Privacy and Access to Student Educational Records  

 

West Shore Community College is committed to allowing students access to their 

educational records and to protecting their rights to privacy by limiting the release 

or transfer of their records without their consent, in accordance with the Family 

Educational Rights and Privacy Act (FERPA). The College will also follow the 

FERPA guidelines that allow students to petition for corrections to inaccuracies in 

their records.   

 

History – Amended and readopted: March 21, 2016. 
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4050   Student Rights and Responsibilities  

 

Students at West Shore Community College are expected to be responsible for 

their actions and to respect the rights of others.  Each student is expected to be 

honest, and to work to create an open, caring and intellectually stimulating 

environment where diversity of ideas is valued and every person’s dignity and 

autonomy are respected.  When students are admitted, they accept the rights and 

responsibilities of membership in the College’s academic and social community, 

and are subject to the policies and procedures of the College during their period of 

enrollment.   

 

The College will maintain a code of conduct procedure with clear, published 

standards which 1) defines expected behaviors, 2) articulates prohibited behavior, 

3) describes the disciplinary process, 4) outlines possible sanctions, 5) provides 

for due process rights, and 6) provides an opportunity for appeal.  The College 

reserves the right to take disciplinary action in accordance with the conduct 

procedure if in the judgment of the college a student has violated any provision of 

the Code of Conduct or has not acted in the best interest of other students, faculty, 

staff or the college as a whole.  The code of conduct procedure includes standards 

prohibiting sexual assault and providing a procedure for reporting and 

adjudicating any such incidents, in accordance with the requirements of Title IX.  

In addition, the College may refer a student’s conduct matter to appropriate 

authorities if determined necessary by the College.   

 

History – Amended and readopted: March 21, 2016. 

 

4051   Acceptable Use Policy – Students/Community Users  

 

A. The purpose of the WSCC computer network and Internet connection 

(including all computer hardware, software, and peripherals) is primarily 

educational, consistent with the College’s vision, mission, and core values. 

The West Shore Community College computer network, Internet connection, 

and all information contained therein is College property. Access to the 

WSCC computer network and Internet by students and other community 

members is a privilege that carries with it certain shared rights and 

responsibilities.  

 

B. Use of the WSCC computer network and Internet connection is subject to 

applicable federal and state laws, as well as applicable College policies and 

procedures, including but not limited to the Discrimination/ Harassment 

Policy #2015. Although usage of the WSCC computer network may, at times, 

require password access, users are advised that they should not expect privacy 

while using the WSCC computer network or Internet connection, because the 

College reserves the right to monitor all usage of its computer network and 

Internet connection to ensure compliance with this policy and has sole 

discretion to determine whether an individual has violated this policy. 
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Individuals who violate this policy may be subject to adverse action, including 

but not limited to, expulsion or criminal prosecution.  

 

History – Amended and readopted: March 21, 2016. 

 

4070   Satisfactory Academic Progress 

  

As an aid to students, and as a protection for the College, a procedure on student 

academic progress will be detailed in publications such as the College catalog. 

The procedure will relate academic progress to applicable graduation 

requirements and federal regulation(s). 

 

History – Amended and readopted: March 21, 2016. 

 

4071  Repeat Course Enrollment  

 

A student who has attempted any credit-bearing course three times will not be 

allowed to register for that course again, except upon the approval of the 

designated official, per College procedure.   

 

  History – Amended and readopted: March 21, 2016. 

 

4080   College Publications 

 

College publications detailing graduation requirements, curriculum requirements, 

College policies and procedures, and any additional items as required by 

accreditors or state/federal regulation, will be published each year and made 

available to students.  Electronic documents that are updated during the year will 

note the date of the change. Because the catalog is the source document for 

determining the completion of graduation requirements, curriculum changes will 

be made generally once per year in the spring, except when mandated by the State 

or when the President recommends that a change is critically needed.  

 

  History – Amended and readopted: March 21, 2016. 
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Division V 

Community Services 

 

5000  Community Services 
 

A. The Board recognizes that community service is one of the essential roles of 

the public community college.  The purpose of community service is to 

enhance the quality of life in the College region through lifelong learning, as 

well as through providing recreational, avocational, cultural, and social 

opportunities.  In addition, the College’s community service includes efforts 

to promote and assist in economic development. 

 

B. The President will develop a program of community services which will 

complement the instructional and student activity programs of the College. 

 

C. The Board encourages the development of a program of public events to 

enrich and supplement the College curriculum for the benefit of the students 

and the community-at-large.  The program may include lectures and forums, 

fine arts programs, theatre, film series, exhibits, concerts and other cultural 

activities.  The Board also encourages community organizations to present 

additional programs on the College campus. 

 

5001  Off-Campus Courses 
 

  Off-campus course offerings are a logical extension of the instructional 

  programs of the College and are encouraged when logistically and  

  financially sound.  The College may establish off-campus educational  

  centers, when approved by the Board. 

 

5002  Communication with Public 
 

  The College is created and supported by the electors of the 

district.  The College will, therefore, actively distribute information regarding the 

programs and activities of the College through local media outlets. 

 

5003  Printed Material 
 

The President is responsible for supervising the production of official publications 

of the College, including the catalog, newsletter, brochures, fact sheets, and 

reports. 

 

5004  Speakers Bureau 
 

The Board encourages participation of members of the College staff in a 
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  Speakers Bureau.  The Speakers Bureau shall be administered by the 

  College Relations Office. 

 

5005  Faculty and Staff Participation in Community Activities 
 

The College can best perform its mission if many members of the faculty and staff 

assume individual responsibility for participation in community activities.  

Therefore, the administration is directed to encourage such participation so long 

as the professional responsibilities of the faculty or staff member are not 

impaired. 

 

5006  Community Use of College Facilities 
 

The President shall develop a procedure that will encourage the temporary use of 

College facilities by community groups and organizations within the scope of 

Michigan Statutes and other applicable regulations.  A Board-approved fee 

schedule will determine all charges.  Any community or non-instructional use of 

College facilities shall not interfere or compete with College activities and must 

be consistent with the College’s mission.  The Board may approve other uses as 

appropriate. 

 

5007  Library and Other Student Support Services 
 

Library and other services that support student learning shall be available for use 

by students and the general public and can include the charging of a fee.  

Procedures shall be maintained to implement this service. 
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Division VI 

Business Services 

 

6001  Fiscal Year 
 

  The fiscal year for the College shall commence on the first day of July 

  in each year and shall end on the thirtieth day of June the next succeeding 

  calendar year. 

 

6002  Budget Preparation and Adoption 
 

A. The President shall each year prepare or cause to be prepared an estimate of 

the income and revenue available for expenses to be incurred in the 

forthcoming fiscal year and an estimated budget for the operation of the 

college. 

 

B. The President shall file the estimated budgets with the Board as soon as 

practical within the fiscal year.  The Board will normally adopt said budgets 

by June 30, in the manner provided by statute. 

 

C. The Business Office shall update the budget as necessary to reflect revised 

budgetary figures and shall present a budgetary analysis to the Board. 

 

6003  System of Accounts 
 

The College will follow the accounting codes and system of accounts adopted by 

the State of Michigan, as well as the standards of the Governmental Accounting 

Standards Board (GASB). 

 

6004  Periodic Financial Reports 
 

The Business Office shall submit financial statements to the Board monthly.  

These statements shall include the year-to-date figures of income, expenditures, 

and available balances on general and auxiliary funds.  Profit and loss statements 

shall be prepared at least quarterly on each auxiliary operation. 

 

6005  Audit 
 

The Board shall select an auditor who shall be a certified public accountant and 

who shall conduct audit of all funds as soon as possible after the close of each 

fiscal year. The audit will be presented to the Board. 
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6006  Auxiliary Service or Operation 
   

A. Auxiliary services exist to furnish goods or services to students, faculty, staff 

or the general public, and charge a fee directly related to, although not 

necessarily equal to, the cost of the goods or services.  The distinguishing 

characteristic of an auxiliary activity is that it is managed essentially as a self-

supporting activity.  This category includes all expenditures related to the 

operation of an auxiliary activity, including expenses for operation and 

maintenance of plant and institutional support. 

 

B. An auxiliary service at the College may serve a dual purpose with an 

instructional program or service.  The College shall appropriately allocate the 

costs associated with the instructional program from the auxiliary service that 

benefits others including the general public. 

 

C. The following activities at the College are classified as auxiliary services: 

 

1. Bookstore Operations 

2. Food Service Operations 

3. Ice Arena 

4. Recreation Center 

5. Wellness Center 

 

6010  Purchasing  
 

A. The President or designee is authorized to approve the purchase of supplies, 

equipment and commodities on behalf of the College. When such purchases 

are in an amount of $10,000 or less, the College shall use sound business 

practice, including the consideration of price, quality, delivery time, past 

experience, and whether the vendor is located in the College district. When 

such purchases exceed $10,000, the College shall use a competitive bid 

process, and the bid shall be awarded to the lowest or best bid. In evaluating 

bids, the College may consider price, quality, delivery time, past experience, 

service, and whether the vendor is located in the College district. The College 

reserves the right to act in the best interests of the College and may reject any 

or all bids. 

B. The following items are exempt from competitive bidding: 

1. Educational tests, textbooks, printed instructional materials, films, 

filmstrips, recordings, or other similar materials; 

2. Library books, reference books, and periodicals; 

3. Purchases through state contracts or other purchasing cooperatives; 

4. Food and other items for resale; 

5. Non-competitive items available from one source; 

6. Professional services, in accordance with Paragraph D, below; 

7. Information technology resources; and 
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8. An insured loss when the insurance carrier authorizes the expenditure. 

C. Emergency purchases are also exempt from competitive bidding if: 

1. The emergency nature is one in which College operations are in jeopardy; 

2. The College uses sound business practice in the emergency purchase; 

3. There are adequate funds in the budget to cover the expenditure; 

4. The Board Chair is informed in advance of the purchase; and 

5. The full Board confirms the purchase at their next regular meeting. 

D. The President or designee is authorized to purchase professional services, 

including, but not limited to legal, accounting, architectural, engineering, and 

other consulting services, without competitive bids. The College shall 

evaluate such services based upon price, reputation, availability, and presence 

within the College district. New purchases in an amount in excess of $25,000 

require Board approval; renewals of existing contracts in excess of $30,000 

require Board approval. 

E. The College staff is encouraged to purchase surplus equipment from other 

governmental units when such purchases are cost-effective and serve the best 

interests of the College. 

F. Upon approval of the annual budget by the Board, the President or designee is 

authorized to make purchases included in the budget. Purchases which exceed 

the budgeted amount by 10% or $500, whichever is greater, require favorable 

review by the Board Administrative Committee. 

G. All expenditures of district funds must be authorized. Unauthorized personal 

expenditures will not be reimbursed and are strictly the responsibility of the 

individual. 

History – Amended: April 18, 2016. 

  

6011  Leasing 
 

The College may contract for the leasing of furniture, equipment, and supplies as 

permitted by law. 

 

6012  Transfer of Monies Budgeted 
 

The President and Vice Presidents shall have the authority to transfer monies 

budgeted for one purpose to another account to meet departmental or divisional 

needs, except that: 

 

A. Monies so transferred shall not be used to increase any salaries or wages or 

provide employment of any type. 

 

B. Monies transferred from the budget of one Vice President to another shall be 

approved by both Vice Presidents.  Such transfers that exceed $2,500 require 

prior approval by the Board. 
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C. Transfers which increase the overall departmental or divisional travel budget 

shall also be approved by the President. 

 

  All budget modification requests shall clearly indicate the rationale for the 

  adjustment.  The Business Office shall maintain a clear record of all  

 budget  amounts as approved by the Board and all modifications to the adopted 

budget.  Modification requests which comply with the above criteria may be 

approved by the Vice President of Administrative Services and posted to the 

official budget. 

 

6020  Collecting Money 
 

  All collections of money shall be handled in the manner prescribed by the 

  Business Office. 

 

6021  Depository of Monies Received 

  
All cash and checks received shall be entered in the records as received using 

numbered receipts (or a mechanical equivalent), a copy of which shall be made a 

part of the permanent records of the College.  No direct cash payments shall be 

permitted from receipts for any reason.  All monies received shall be deposited in 

a bank account at least once a week. 

 

6022  Investment of Funds 

The President or his designee shall be authorized to invest funds of the College in 

accordance with Michigan Law.  The investment shall be restricted to the 

following:  

 

A. Bonds, bills, or notes of the United States, or of an agency or instrumentality 

of the United States. 

B. Negotiable certificates of deposit, saving accounts, or other interest-earning 

deposit accounts of a financial institution. 

C. Bankers’ acceptances that are issued by a bank that is a member of the 

federal deposit insurance corporation. 

D. Commercial paper that is supported by an irrevocable letter of credit issued 

by a bank that is a member of the federal deposit insurance corporation. 

E. Commercial paper of corporations rated prime by at least 1 of the standard 

rating services. 

F. Mutual funds, trusts, or investment pools composed entirely of instruments 

that are eligible collateral. 

G. Repurchase agreements against eligible collateral, the market value of which 

must be maintained during the life of the agreements at levels equal to or 
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greater than the amounts advanced. An undivided interest in the instruments 

pledged for these agreements must be granted to the College. 

H. Investment pools, as authorized by the surplus funds investment pool act, 

1982 PA 367, MCL 129.111 to 129.118, composed entirely of instruments 

that are legal for direct investment by the College. 

I. Certificates of deposit issued in accordance with the following conditions: 

 

1. The funds are initially invested through a financial institution that is not 

ineligible to be a depository of surplus funds belonging to this state under 

section 6 of 1855 PA 105, MCL 21.146. 

2. The financial institution arranges for the investment of the funds in 

certificates of deposit in 1 or more insured depository institutions, as defined 

in 12 USC 1813, or 1 or more insured credit unions, as defined in 12 USC 

1752, for the account of the College. 

3. The full amount of the principal and any accrued interest of each certificate 

of deposit is insured by an agency of the United States. 

4. The financial institution acts as custodian for the College with respect to 

each certificate of deposit.  

5. At the same time that the funds of the College are deposited and the 

certificate or certificates of deposit are issued, the financial institution 

receives an amount of deposits from customers of other insured depository 

institutions or insured credit unions equal to or greater than the amount of 

the funds initially invested by the College through the financial institution.  

 

J. Deposit accounts that meet all of the following conditions:  

 

1. The funds are initially deposited in a financial institution that is not 

ineligible to be a depository of surplus funds belonging to this state under 

section 6 of 1855 PA 105, MCL 21.146.  

2. The financial institution arranges for the deposit of the funds in deposit 

accounts in 1 or more insured depository institutions, as defined in 12 USC 

1813, or 1 or more insured credit unions, as defined in 12 USC 1752, for 

the account of the College.  

3. The full amount of the principal and any accrued interest of each deposit 

account is insured by an agency of the United States.  

4. The financial institution acts as custodian for the College with respect to 

each deposit account.  

5. On the same date that the funds of the College are deposited under 

subparagraph (ii), the financial institution receives an amount of deposits 

from customers of other insured depository institutions or insured credit 

unions equal to or greater than the amount of the funds initially deposited 

by the College in the financial institution.  

K. Obligations of this state or any of its political subdivisions that at the time of       
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      purchase are rated as investment grade by at least 1 standard rating service. 

As used in this policy:  

 

A. “Eligible collateral” means any securities that otherwise would qualify for 

outright purchase under this act.  

B. “Financial institution” means a state or nationally chartered bank or a state or 

federally chartered savings and loan association, savings bank, or credit union 

whose deposits are insured by an agency of the United States government and 

that maintains a principal office or branch office located in this state under the 

laws of this state or the United States. 

Investments shall be made with the exercise of that degree of judgment and care, 

under circumstances then prevailing, which persons of prudence, discretion and 

intelligence exercise in the management of their own affairs, not for speculation 

but for investment, considering the probable safety of their capital as well as the 

probable income to be derived.  

 

The administration will provide a quarterly report on investments to the Board. 

 

History – Amended and Readopted: March 21, 2016. 

 

6023  Determination of College Depository 
 

The President shall be authorized to periodically name a financial institution for 

transaction accounts.  The criteria for selection shall be based on the ability of the 

financial institution to provide access to the financial investment markets and the 

convenience and cost effectiveness relative to College needs.  The President shall 

at least annually report the status of the College’s banking services to the 

Administrative Committee of the Board. 

 

6026  Payment of Expenses 
 

  All expenses of the College shall be paid by check or warrant signed by 

administrators as authorized by the Board, provided, however, that in lieu of 

actually signing said checks or warrants, a facsimile signature may be adopted to 

be applied in a manner approved by the Board.  Each support voucher shall state 

the budget account against which the warrant or check is drawn and appropriate 

invoices shall be attached to said voucher as documentation for the expenditure. 

 

6027  Processing of Warrants and Checks 
 

  The Business Office shall process invoices for payment at least once a   

  month. 
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6028  Credit Card Transactions 
 

The President or designee is authorized to request credit cards for College use.  

The Vice President of Administrative Services is responsible for the issuance of 

credit cards, for providing a system of internal accounting controls to monitor the 

use of credit cards, for the approval of credit card invoices before payment, for 

disciplinary measures consistent with law for the unauthorized use of a credit card 

by an employee, for the retrieval of unauthorized credit cards, and generally for 

overseeing compliance with the credit card policy.  A credit card may only be 

used by an authorized College employee for the purchase of goods or services for 

the official business of the College. 

 

6029 Grants 
 

The College may apply for grants from time to time.  In so doing, the President 

will determine if such grant serves the best interests of the College and, when 

College matching resources are required, where such resources are available.  The 

President shall submit grant applications in excess of $10,000 to the Board for 

confirmation at the next regular meeting following the application.   

   

6031  Petty Cash and Change Funds 
 

  All petty cash and change funds shall be inventoried by the Business 

Office at the close of each fiscal year.  Such funds may be authorized by the 

Business Office as deemed necessary, provided however, that such funds shall not 

be used for single item purchases in excess of $50.00. 

 

6032  Student Accounts 
 

  All income secured through student endeavors shall be deposited with the 

  Business Office immediately.  All requests for purchase from these funds 

  shall be made through the Business Office following proper authorization  

from the Vice President of Student Services or his/her designee. 

 

6034  Acceptance of Donations 
   

A. The Board authorizes the President to accept donations in the name of the 

College, provided that the donor relinquishes all rights affecting the ultimate 

disposition of such donations.  If those rights are not relinquished in order to 

be accepted, the donation must be presented to the Board for consideration.   

 

B. Donations designated to be used for a specific purpose and donations of 

property may be accepted by the President, subject to confirmation by the 

Board. No receipt shall be issued for donations of property or donations 

designated for specific purposes until accepted by the Board.    
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C. All undesignated donations to the College may be placed in the undesignated 

account within the West Shore Community College Foundation upon approval 

of the Board.   

 

6040  Travel and Communication Philosophy 

 

  The Board recognizes that the exchange of ideas during meetings and 

  conversations with those on other campuses and at locations throughout 

the state and nation may be necessary; however, whenever teleconferencing can 

accomplish the same results, methods of this nature should be used. 

 

6041  Travel Expenses – Staff 
 

  It is the intent of the College to reimburse its employees or staff for the 

reasonable and customary expenses incurred while traveling on official business 

or for reasonable and customary expenses incurred during approved attendance at 

professional or business conferences or conventions. 

 

6042  Travel Expenses – Non-college Personnel 
 

  Actual travel expenses of persons, other than College employees, who are 

  called upon to contribute time and services as consultants or advisors may 

  be authorized by the President. 

 

6043  Travel Expenses – Members, Board of Trustees  
  

Members of the Board of Trustees shall be reimbursed for reasonable and 

customary expenses incurred while traveling on official College business 

including, but not limited to meetings of State and National community college 

trustee associations.  Out of state travel must be approved by the Board in 

advance. 

 

History – Readopted: October 3, 2007. 

 

6050  Property Records 
 

The Business Office shall, as soon as possible after the close of the fiscal year, 

submit a complete inventory or insurance property record of all capital assets 

(equipment, infrastructure, and buildings) to the Board.  This inventory shall 

include tag identification number (if used), location, description, manufacturer or 

model, serial number (if available), cost or value of the asset and date of purchase.      

 

6051  Use of College Equipment for Approved Activities Only 
 

  College equipment shall not be used by College personnel or members of 
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the community unless the equipment is used for a College or other authorized 

activity.  The President is authorized to lend College equipment to other 

organizations.   

 

6052  Confidentiality of Information 
 

  The President or his designees shall be responsible for developing    

  procedures to insure the confidentiality of all information as required by 

  Federal, State or local laws.  The procedures shall specifically identify the 

  type of information, and the restrictions to access. 

 

6053  Smoking  
 

  In the interest of providing a safe and healthy environment for employees, 

  students and visitors and in accordance with the Michigan Clean Indoor 

Air Act, smoking is prohibited in all college owned facilities and vehicles.   

In addition, smoking is prohibited in outside areas of the campus that are not more 

than fifty feet from an entrance into any College facility. 

 

History – Readopted: December 15, 2009 

 

6054  Weapons  

A. The Board, as both an employer and an institution of higher education, is 

concerned with and interested in protecting the health, safety, and welfare of 

students, employees, and visitors.  The Board recognizes that College 

buildings and facilities are best utilized in an educational process in the 

absence of threats to physical well-being and safety of individuals possessing 

weapons. 

 

B. It is the policy of the College that no person employed by the College may 

possess a weapon when on College property or on official College business.  

Further, students and visitors are prohibited from possessing a weapon in 

College classrooms, buildings and during such times when students are under 

the supervision of College authorities (whether on College property, or not). 

 

C. For purposes of this policy, “weapon” includes, but is not limited to, a 

firearm, dagger, dirk, stiletto, and knife, pocket knife opened by a mechanical 

device, iron bar, or brass knuckles. 

 

D. This policy does not apply to: (1) the lawful possession of a firearm on 

campus by a peace officer; (2) individuals who are required to possess a 

firearm during the course of instruction on campus, and only do so while 

under an instructor’s direct supervision and control; or (3) the use of knives by 

the food service staff or when used for dining or during instructional use 
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sponsored by the College or Mason-Lake ISD. 

 

E. Hunting on College property (whether by rifle, shotgun, musket, bow, or other 

means) is strictly prohibited.  The College will contact the local police to 

promptly eject and, if necessary, will criminally prosecute any individuals 

observed hunting on College property. 

History – Readopted: August 31, 2009. 

6055  Children on Campus 

A. Employees will not bring any child with them when scheduled to work.  

Employees are not to ask others to take responsibility for their child while on 

campus.  The employee’s supervisor, in order to meet an emergency situation 

can approve a temporary exception to this policy.  Exceptions are also made 

for WSCC, YMCA or Mason-Lake ISD sponsored events or classes that 

specifically suggest bringing a child.  However, under no circumstances are 

children on campus to be left unattended at any time.  Employees are not to 

take responsibility for another employee’s child in the workplace. 

 

B. During non-work hours, a parent or guardian must accompany children under 

the age of 16 while on campus and then only if the employee’s supervisor has 

approved it in advance. 

 

C. The learning environment of classrooms and labs should be free of 

distractions for students.  Children must remain out of these areas.  The 

employee’s supervisor in order to meet an emergency situation can approve a 

temporary exception to this policy. 

   

6056  Use of College Name, Seal and Logotype 
 

The exhibition or other use of the College name, seal and logotype is restricted to 

the official business of the College.  No person may use or exhibit a name, seal or 

logotype so nearly resembling those of the College that it tends to deceive the 

public.  No other use is permitted without prior, written consent.  Individuals 

wishing authorization to use the name, seal or logotype for other than official 

business will direct requests to the President or designee.  Apart from this policy, 

Michigan law governs the use of seals and emblems and provides penalties for 

violation.   

 

6057  Inclement Weather 
 

A. The College has a responsibility to the students and to the public to provide 

the services and facilities for which they have contracted.  With this 

responsibility in mind, the College and its employees will make every 

reasonable effort to be open and available to provide its services and facilities.  
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The philosophy of the College is to remain in operation except when one of 

the following conditions occurs: 

 

1. A state of emergency is declared or the State Police or Sheriff's Office 

recommends closing the College. 

2. A majority of the primary county roads are closed or extremely hazardous 

driving conditions exist.   

3. Campus roads, walkways, or parking areas cannot be kept sufficiently 

cleared. 

 

B. The President will be responsible for the development and publication of any 

procedures necessary to administer this policy effectively.  

 

6058  Senior Citizen Tuition Waiver  
 

Residents of the College district who are 60 (sixty) years of age or older will be 

provided upon registration with a waiver of tuition charges.  This waiver applies 

to tuition only and not to other charges, such as admission and lab fees.  Proof of 

age and residency must be shown on the first registration for which the waiver 

applies. 

  

6059  Tuition and Second Residence  
 

Non-residents of the College district who own and pay property taxes on a second 

residence within the district and dependents (claimed as an exemption on the 

parents’ most recent federal income tax return) of such property owners may 

receive a tuition credit once a calendar year.  This credit cannot exceed the 

differential between the resident and non-resident tuition rates or the amount of 

property taxes paid in support of the College, whichever is the lesser.  The credit 

will be applied at the time of course registration, upon presentation to the 

Registrar of a property tax receipt delineating property tax paid for most recent 

calendar year.  A copy of the parents’ most recent federal income tax return is 

also required for dependents.   

 

6060  Veterans Tuition Rate 
   

In recognition of their service to our country, veterans will be charged the current 

in-district tuition rate regardless of residence.  For purpose of this policy, 

“veteran” is defined as an honorably discharged veteran entitled to educational 

assistance under the provisions of section 5003 of the post-911 veteran’s 

educational assistance act of 2008, 38 USC 3301 to 3324. 
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6063  Insurance Coverage 

 

A review of insurance coverage shall be conducted by the Business Office on an 

annual basis.  Property values shall be set by certified appraisal and updated 

annually. 

 

6064 Student Health and Accident Insurance 

  

 The President may make available for student purchase a student health insurance 

group policy.  A blanket student accident insurance policy may be made available 

which shall be paid through the assessment of a student service fee. 

 

6065 Employee Fidelity Coverage 

 

The President shall maintain a blanket employee fidelity and faithful performance 

coverage to cover the College for any loss of money, securities or other personal 

property resulting from any fraudulent or dishonest acts committed by an 

employee and all volunteers, elected officials, and members of the governing 

body, and any person appointed by the College to any boards or commissions of 

the College. 

 

6066  Tax Deferred Annuities 

 

The College will provide payroll deductions for Tax Deferred Annuities to all 

employees; however, the College will in no way endorse any company offering 

Tax Deferred Annuities; or will it in any way be responsible for any claims made 

by any offering company or their representative.  Final approval for all Tax 

Deferred Annuity payroll deduction requests will be made by the Vice President 

Administrative Services, according to criteria approved by the Board 

Administrative Committee. 

 

6070  Campus Planning and Construction 

 

A. The President shall recommend policy and procedure and advise the Board on 

all phases of short and long range planning by providing assistance and advice 

on the educational program and the development of the educational program 

and the development of the educational specifications and space requirements 

of the contemplated facilities and equipment.  The College will develop a 

campus facilities master plan and such plan will be systematically used as an 

aid in future development, as well as compliance with Michigan law. 

 

B. The Board shall review and act on recommendations made by the College 

President regarding the selection and purchase of sites, selection of 

consultants and architects.  The Board shall review and recommend approval 

of building drawings and specifications, bids on construction and contract 

documents, and acceptance of completed buildings. 
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6071   Construction Projects 
 

The College may construct new facilities or remodel existing facilities from time 

to time and may enter into contracts for such work. 

 

A. President’s Authority 

 

The President shall be responsible for establishing construction contracting 

procedures that assure fair and equitable, competitive bidding for 

construction.  The President shall exercise such authority in accordance with 

the following provisions: 

 

1. If the cost of the contract is $10,000 or less, the College shall use sound 

business practice to select a vendor.  

  

2. If the estimated cost of purchase exceeds $10,000, but is less than 

$50,000, the purchase shall be made by a competitive bidding process, in 

which quotations or bids are solicited from at least three (3) independent 

vendors, or as many independent vendors as are reasonably and practically 

available, if less than three (3). 

 

3. In selecting a vendor, the President may consider cost, service, ability to 

meet project deadlines, prior experience, and whether the vendor is located 

in the College district. 

 

4. The College may select or reject any or all bids in the best interests of the 

College. 

 

B. Board Approval 

 

Board approval is required for all construction contracts which are in the 

amount of $50,000 or more, subject to the following:   

 

1. An invitation to bid shall be published at least once in (a) newspaper(s) of 

general circulation in the College’s area.  All bid submissions shall be 

sealed.  The Board reserves the right to select or reject any or all bids in 

the best interests of the College.  

  

2. Once a construction contract has been signed, the President may approve 

change orders to the contract in an amount less than $25,000. The Board 

must approve any change order that equals or exceeds $25,000, or that 

materially changes the scope of the project; provided, however, that 

change orders which equal or exceed $25,000, and which must be 

expedited in order to avoid undue costs or delays, may be approved by the 

President, in consultation with the Board Administrative Committee, and 
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will be presented to the full Board for ratification at the next available 

meeting. 

 

3. For all bid awards selection criteria shall include, but are not limited to 

cost, service, ability to meet project deadlines, prior experience, and a 

recommendation from the design professional. 

 

C. Emergency Projects 

 

Emergency projects in the amount of $50,000 or more may be approved by 

the President in consultation with Board leadership and will be presented to 

the full Board for ratification at the next available meeting. 

 

History – Readopted as a Major Rewrite: June 18, 2012. 

 

6072  Naming Opportunities  
  

A. The Board is responsible for designating names for buildings on campus.  

Buildings and areas within buildings may be named after or in honor of an 

individual or organization, based upon the following: 

 

1. Meritorious service to the College that had a significant impact on the 

founding, growth, or success of the College; 

2. A significant financial contribution to the College from an individual or 

organization (or on behalf of either); or 

3. A combination of meritorious service and financial contribution. 

 

B. Names of the buildings or areas should lend prestige to the College and the 

community.  The credentials, character and reputation of each individual or 

organization for which the naming opportunity is being considered shall be 

carefully evaluated. 

C. If the College changes location, significantly alters a space, or demolishes a 

building, the College will appropriately recognize the honoree through other 

means. 

D. The Board retains the right to name facilities for other reasons not set forth 

above. 

 

History – Readopted: February 28, 2008. 

 

6080  Foundation 
 

  The Board shall encourage the operation of a non-profit Foundation Board 

incorporated to receive and administer funds for educational purposes.  The 

Foundation will serve as the sole and exclusive fund-raising arm of the College 

and any fund-raising activities, other than those directed by the Foundation, must 

be approved in advance by the President or designee. 
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6081  Administrative Review 
  

Any person aggrieved by any decision or action of the President, administrator, 

supervisor, or group of employees of the College may seek review of such 

grievance by pursuing the chain of command upward to the President.  Only then 

shall the grievant have the right to petition the Board in writing to review the 

action taken in such case.  The Board may consider the matter upon such petition, 

or may refer the matter to a committee of the Board.  Action to be taken under this 

policy must be initiated and filed with the Office of the President within the 

procedure of the employee agreements. 

 

6082  Solicitation  
 

The College does not normally allow solicitation on campus.  Requests for 

exception to this policy should be directed to the President.  

 

6083    Treatment of Outside Reports  
 

Within a reasonable time after receiving written or significant oral reports through 

such outside agencies as the auditor, fire department, police department, and/or 

health department, the President shall inform the Board of the reports and of any 

action taken pursuant to recommendations made in such reports. 

 

6084    Statement of Non-discrimination 
  

The College is an equal opportunity, non-discriminatory educational institution 

and employer.  No person shall be denied admission, employment, or any other 

benefit offered by the College on the basis of race, color, religion, national origin, 

gender, age, marital status, or disability.  Concerns regarding assistance for 

students with disabilities and questions about non-discriminatory policies, 

including grievance procedures, should be directed to the Vice President of 

Student Services.   

 

6085  Americans with Disabilities Act  
 

The College shall comply with the Americans with Disabilities Act (ADA) of 

1990. 

 

6086  Disposal of Property  
 

The President is authorized to sell or dispose of any surplus personal property 

which cannot be used by the College.  The Board of Trustees must approve the 

sale or disposal of any real property. 

 

History – Readopted: February 15, 2010. 


