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South Plains College is a comprehensive, two-year
community college that offers academic transfer options
and college-level technical education programs.

South Plains College serves the greater South Plains area of Texas with innovative educational
programs that span the arts and sciences, technical education, continuing education and
workforce development. The college’s main campus is located in Levelland. SPC maintains two
extension centers in Lubbock that are located at the Reese Technology Center and the Lubbock
Center. The northern tier of the college’s service area is served by an extension center in
Plainview. The college’s educational program includes academic transfer courses that parallel
university programs for students who plan to earn a bachelor’s degree. SPC also maintains a
diverse offering of one and two-year technical programs for students who want to develop
specific job skills and then enter the world of work.

Through its Arts and Sciences Division, the college offers students 47 academic transfer
options which lead to the Associate of Arts, Associate of Science or Associate of Arts in
Teaching degrees. Transfer guides can be found in fine arts, the sciences, social sciences,
behavioral sciences, communications, languages, mathematics, engineering, business
administration and physical education. Students who attend SPC complete their freshman and
sophomore-level course work and then transfer to a university to complete the remaining
years of a baccalaureate program. The college’s faculty advisor system helps students plan for
successful transfer.

In the Health Occupations Division and Technical Education Division, the college offers another
83 programs that lead to the Associate of Applied Science degree, Associate of Applied Arts
degree or a Certificate of Proficiency. Students enrolled in these programs receive first-class
training in a variety of career and technical areas, including allied health, nursing, business
administration, the creative arts, computer information and electronics technology, industrial
technology, and professional services and energy. All technical programs are continually
updated with the help of advisory committees composed of representatives from the medical
community, education, the professional community, business and industry. In this way, SPC
can assure students are receiving career and technical training that is in tune with the region’s
workforce needs.

South Plains College also provides short-term training and workforce development programs
in a variety of formats that help individuals gain marketable skills for immediate employment
or that help them upgrade existing skills to meet emerging job technologies. Through its
Division of Continuing Education and Workforce Development, the college is an active
participant in the area’s economic development efforts.

SPC takes great pride in its teaching faculty and its teaching facilities. Instructors are highly
qualified in their respective areas of study. But more importantly, they are associated with SPC
because they want to teach. The college’s instructional facilities are also excellent. Students
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learn in modern, comfortable classrooms and labs that house some of the most current
instructional equipment available. Hands-on training and teaching concepts are an integral
part of the educational philosophy. Additionally, there is a commitment to introducing
students to advanced technologies and computer applications in all areas.

Nearly 10,000 students take advantage of the educational offerings available at SPC each
semester, and nearly half of all SPC students are the first in their families to attend college. An
additional 5,500 students enroll in non-credit continuing education or workforce development
programs each year.

South Plains College’s accessibility, its excellent facilities and its qualified, friendly teachers are
what bring about student success. Personal attention in and out of the classroom is a way of
life at SPC.

Campuses and Centers

SPC Levelland Campus ~Top

South Plains College’s main campus is located in Levelland, Texas, 25 miles due west of
Lubbock. Established in 1957 by the residents of Hockley County, South Plains College offers
its students a diverse educational program. The program of study on the Levelland Campus
spans freshman and sophomore studies for students who plan to earn a bachelor’s degree.
These classes, offered through the Arts and Sciences Division, parallel those offered by
universities and are fully transferable to these schools. First-class technical programs are also
available to students who want to obtain specific job skills in one or two years of college and
then go right to work in a good paying job.

SPC is recognized as one of the most modern and complete community colleges in Texas. The
Levelland Campus encompasses 42 buildings on a 177-acre campus. Attractively landscaped
and maintained, the campus features a contemporary architectural design that enhances an
excellent learning environment.

What sets SPC apart from other schools its size are first rate classroom and laboratory facilities
that are specifically designed for each teaching area. SPC students have access to some of the
most sophisticated and up-to-date educational and training equipment available. Computer
technologies can be found in every instructional area.

Nearly 5,000 students enroll for classes each fall on the Levelland Campus. SPC’s student body
is diverse in its makeup and character. Geographically, about 94 percent of these students
come from within a 100-mile radius of Levelland and Lubbock. Being close to family and jobs
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at home are important to the majority of SPC students who commute to classes. Even with
SPC’s regional makeup, almost all 50 states and a number of foreign countries are represented.

The age of SPC students is also wide ranging. About three-quarters of all SPC students are
traditional college-age. The average age of the student body on the Levelland Campus is 22
years.

SPC teachers are dedicated professionals who first and foremost love to teach and who believe
in the community college concept. Faculty members are highly qualified in their fields of study
and exhibit a wealth of educational experience they are willing to share with you. An average
class size of 30 students assures that you receive a personal education. Faculty members work
closely with you to help you gain your academic or technical goals.

A professional advising staff can help you set your educational goals. If you are undecided
about a college major, SPC advisors can help you determine what you like to do and where
your talents lie. They are available, along with faculty advisors, to help you plan your college
career.

SPC maintains residence halls for men and women on its Levelland Campus. The residence hall
program offers comfortable and economical housing and dining facilities for students who
want to live on campus. The college maintains nine residence halls plus the Smallwood
Apartment Complex, housing 278 men and 392 women. The college’s newest residence hall,
Tubb Hall, opened in 2012 and houses 104 students.

Student activities, student organizations, intercollegiate athletics, recreational activities and
rich college traditions give the Levelland Campus a resident-college flavor.

Click Here To View the SPC Levelland Campus Map

SPC Reese Center ZTop

An extension center of South Plains College, the SPC Reese Center offers a wide range of
programs and courses designed to provide academic transfer, technical education, adult and
continuing education, workforce development and other specialized training programs in
cooperation with the universities, business, industry and the professional medical community
of the South Plains area of West Texas.

South Plains College has been providing educational programs in the immediate Lubbock area
since 1970 when it first began offering courses at the former Reese Air Force Base. Located off
West 4th Street and Research Blvd., the SPC Reese Center offers freshman and sophomore-
level college-credit courses in both academic transfer, selected technical programs and
workforce development non-credit courses. While a variety of classes are offered during the
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day, the center maintains an extensive evening class program. This schedule allows Lubbock
area students greater flexibility and convenience in taking college courses at night.

The college’s facilities at the Reese Center include seven buildings, including six classroom
buildings, SPC Buildings 2, 3, 4, 5, 6 and 8. The college maintains administrative and student
services offices in SPC Building 8 at 819 Gilbert Drive. Registration takes place in this facility.

The campus enrolls more than 3,500 students each semester in its associate degree and
certificate programs. Students, for the most part, are residents of Lubbock or surrounding
communities. Many are older adults entering college for the first time to gain marketable job
skills.

The 16 technical programs offered at the SPC Reese Center are designed to prepare students
for employment in a specific occupation through a prescribed course of study. The college
offers technical programs in health occupations, business administration and industrial
technology areas. These programs consist of college-level, semester credit hour courses and
award either an Associate of Applied Science degree or a Certificate of Proficiency. The
programs have been developed by South Plains College faculty members in direct consultation
with advisory committees made up of individuals from education, business and industry.

The Center for Clinical Excellence, a state-of-the-art health occupations simulation facility, is
housed in SPC Building 1. The Center houses four simulation suites with equipment furnished
by area hospitals. The suites are home to patient simulators which mimic human responses to
illness and the treatment received.

Adult and continuing education programs are available to satisfy the professional and personal
interests of area residents. Specialized training programs are offered to business and industry
as workforce development needs arise in Lubbock and the South Plains area.

South Plains College is committed to assuring student success in college programs through a
broad spectrum of support services which include career counseling, testing and skills
assessment, computer-aided learning laboratories, and tutoring in basic skills and specific
courses. The college also provides special services for persons with disabilities, workforce
literacy courses, developmental and remedial programs, library and research services, veteran
services and job placement services.

Click Here To View the SPC Reese Center Map

SPC Lubbock Center ~Top

South Plains College’s newest location, the SPC Lubbock Center is designed to expand access to
a college education for the residents of the City of Lubbock and the surrounding area. The
programs of the Lubbock Center had their beginnings at the Byron Martin Advanced
Technology Center in Lubbock. For 20 years, SPC, the Lubbock Independent School District
and a number of community partners worked together at the ATC to deliver cooperative
technical education programs to support the development of a skilled technical workforce for
Lubbock and the South Plains region. The success of this endeavor and the need to expand and
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SPC Plainview Extension Center ZTop

The South Plains College Plainview Center opened in September 2005 and offers selected
technical education programs, academic transfer courses and other workforce development
programs. Located at 1920 W. 24th St. in Plainview, Texas, the center is designed to serve the
northern tier of the college’s service area through distance education initiatives.

SPC maintains technical programs in cosmetology, vocational nursing, automotive technology,
welding technology and industrial manufacturing/emerging technologies at the Plainview
Center. A variety of college-level general education courses are offered during the daytime and
evening hours at the center to accommodate the needs of working adults. The center features
interactive two-way video classrooms, computer labs and student services offices. College
admissions, financial aid, career advising, testing and skills assessment services are also
provided for students.

Adult and continuing education programs are available to meet the workforce development
needs of the Plainview community. SPC is committed to creating greater access to educational
programs for rural residents through the Plainview Center.

Accreditation and Standing

South Plains College is accredited by the Southern Association of Colleges and
Schools Commission on Colleges (SACSCOC) to award associate degrees and
proficiency certificates. Questions about the accreditation of South Plains College
may be directed in writing to the Southern Association of Colleges and Schools
Commission on Colleges at 1866 Southern Lane, Decatur, GA 30033-4097, by
calling (404) 679-4500, or by using information available on SACSCOC’s website
(www.sacscoc.org).
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align career and technical education programs on both the secondary and post-secondary
levels led to the establishment of the new SPC Lubbock Center.

Located at 3907 Ave. Q, the South Plains College Lubbock Center offers college-level career and
technical education programs and courses that focus on business, office administration,
computer technology, machinist trades, automotive technology, welding technology, and
industrial manufacturing/emerging technologies. A new culinary arts program is being
developed for the center and will open in fall 2018. Additionally, students have access to a
variety of academic transfer courses that support the technical degree programs offered at the
center.

Through an extensive continuing education and workforce development program, the Lubbock
Center also serves the training needs of non-traditional students and workers who need to
upgrade job skills or retrain for new jobs. Some of these programs include specialized training
in the construction trades, health occupations, and computer technologies. The facility enables
South Plains College to collaborate with its business partners to provide rapid response
training to attract new business and industry and customized job training to support and
retain existing businesses.

A comprehensive array of student services is offered to support the educational program and
the success of students, including admissions, financial aid, advising and testing, tutoring and
student business services. An information media center gives students access to the extensive
library services provided to all SPC students at all campus locations. Students also have high
speed WiFi access throughout the entire building.

The Lubbock Center houses more than 77,000 square feet of instructional space and features
eight high-tech computer classrooms with Internet access and 10 instructional classrooms
with multimedia capabilities. Additionally, the facility houses a millwork lab, metals lab,
welding lab, automotive technology lab and construction trades lab that also functions as a
rapid response training facility. The planned culinary arts lab will be the centerpiece of that
program. State-of-the-art equipment in all instructional areas provides students with “high-
tech, high-touch” instruction and hands-on application of skills.

The ability of South Plains College to expand its educational footprint in Lubbock has been
made possible through generous financial support provided by the Helen Jones Foundation,
The CH Foundation, the Lubbock Economic Development Alliance, the J.T. and Margaret
Talkington Charitable Foundation and United Supermarkets. These partners join South Plains
College in expanding higher education opportunities for local citizens that will lead to greater
economic viability and diversity for the region.

Many individuals who need certain college classes to advance in their jobs, now conveniently
find these college classes at the SPC Lubbock Center.



The educational program, degrees and certificates awarded by South Plains
College are approved by the Texas Higher Education Coordinating Board.
Institutional questions concerning the educational program of the College should
be directed to the Vice President for Academic Affairs, (806) 716-2208.

Memberships

South Plains College is a member of the Texas Association of Community
Colleges, the Southern Association of Colleges and Schools Commission on
Colleges, the Council for the Advancement and Support of Education, the Western
Junior College Athletic Conference, the National Junior College Athletic Association
and the National Intercollegiate Rodeo Association.
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SOUTH PLAINS COLLEGE
FACULTY HANDBOOK

1.0 GENERAL INFORMATION
1.1 STATEMENT OF PURPOSE

South Plains College is a publicly supported two-year community college, providing educational
opportunities through academic, career and technical education, continuing education, workforce
development and community service programs. Educational programs and services are offered on the
college’s main campus in Levelland and at extension centers located in Lubbock, Reese and Plainview. The
college serves 15-county area of the South Plains region of Texas.

1.1.1 History and Philosophy

The history of South Plains College is the unfolding of an idea with two elements: the impulse and capacity
of the individual to learn and produce, and the community dependent on the enlightened and productive
individual. In some sense, this history begins when the local community begins, for the community has
always understood that its nature is, in part, to learn, teach, and provide public education for its children.
However, by the early 1950s a few prominent citizens of Hockley County realized that the local education
should no longer be limited to children, and that Hockley County required a greater role in the educational
system of Texas. Consequently, these citizens twice petitioned the State Board of Education, once in 1951
and again in 1956, for permission to establish a junior college in Levelland. Given permission to hold an
election, the citizens of Hockley County voted to establish South Plains College on April 2, 1957. In March
1958, Whiteface Independent School District became a part of the district, which was re-designated the
South Plains Junior College District.

In 1958, the college opened its doors primarily as a two-year academic transfer institution, the first such
college in Texas in more than 10 years. South Plains College opened the door to the expansion of
community colleges in Texas, arguably the most significant development in Texas higher education of the
last half of the twentieth century. Fruitful changes began almost immediately. In the early 1960s, the district
developed a clearer notion of community college and rapidly incorporated technical and vocational
education, continuing education, and educational counseling and other student support services.

South Plains College has continued to grow and expand, opening the extension at Reese Air Force Base in
1970, and a technical branch in Lubbock in 1973. In 1977, the college acquired and refurbished the West
Texas Hospital Building in downtown Lubbock, and in the fall of 1978 established the Lubbock Campus
at the new site. With the closing of Reese Air Force Base in 1997, the college acquired through public
conveyance six educational buildings at the former air base. These facilities have been developed into an
expanded SPC Reese Center program. The same year, SPC established a partnership with the Lubbock
Independent School District and other Lubbock community partners to open the Byron Martin Advanced
Technology Center. In order to accommodate enrollment and program growth, college officials in 2000
decided to close the Main Street facility and consolidate its Lubbock-based programs at the SPC Reese
Center. In 2004, the college acquired a facility in Plainview to expand its educational program in the
northern tier of its service area. This building was renovated and opened in September 2005 as the SPC
Plainview Center. In 2016, the College acquired a facility at 3907 Avenue Q in Lubbock to serve as an
expanded career and technical education center. With financial assistance from the Helen Jones Foundation,
the CH Foundation and the Lubbock Economic Development Alliance, the 77,000 square foot facility was
renovated into the College's newest Lubbock location. The programs that were housed at the Byron Martin
Advanced Technology Center were relocated to this new facility, which opened in the fall of 2017.
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Over the years, these expansions have significantly enriched South Plains College, broadening its service
area and contributing to its understanding of the larger community. All the while, the larger community has
been exceptionally positive in its support of the college, voting bond issues as needed and promoting
enthusiastically all facets of the college.

History implies change, and South Plains College is committed to changing with the needs and
opportunities of the community. It seeks not merely to be the guardian of tradition, but to be creative as
well, ever seeking to uncover and find expression for individual and community potential. Communities,
however, do not merely change. The original idea that established the college remains valid, and South
Plains College understands its relation to the abiding values of civilization. Thus, the college continues to
be the unfolding intellectual history of a community attempting to be a responsible part of the global
communities of the world.

1.1.2 Vision
South Plains College improves each student’s life.
1.1.3 Mission

South Plains College provides educational opportunities that improve the lives of its students by
establishing a foundation for lifelong learning. The College offers high quality courses, programs and
services that assist students in clarifying and achieving their educational and career goals in order to become
productive and responsible citizens in a global society. South Plains College empowers its faculty and staff
to provide a learning environment that is innovative, engaging, compassionate, safe, diverse and supportive
of the College vision.

1.1.4 Role and Scope

South Plains College is a public, open admission, comprehensive community college that primarily serves
individuals and communities in its service area comprising the southern portion of the Texas High Plains.
The College offers quality academic transfer, career, and technical education programs leading to associate
degrees and proficiency certificates. To sustain the communities it serves, the College also offers
developmental education, continuing education, workforce development, and community service programs.
The College and its employees strive for excellence in teaching and provide learning opportunities that are
accessible, flexible, and affordable.

1.1.5 Institutional Purposes

In order to accomplish its mission, South Plains College is committed to the following institutional
purposes:

1. To provide associate degree programs in the arts and sciences that successfully prepare students for
university transfer into baccalaureate degree programs.

2. To provide certificate and associate degree programs in career and technical education areas that
equip students with skills, attitudes, and aptitudes necessary for gainful employment, for
professional certification or for advanced study.

3. Toprovide developmental, adult literacy, and basic skills programs designed to assist those students
who are underprepared for college and who need skills for college success.

4. To provide flexible continuing education and workforce development programs, including
specialized business and industrial training, which anticipate and address the specific needs of the
global workplace.
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5. Tofoster student success holistically by providing an Educational Success Plan (ESP) that includes
advisement, academic support and student support services and by providing opportunities to
participate in the academic and social life of the College.

6. To expand access to educational opportunities through distance learning, technology, and other
innovations.

7. To listen actively to the needs of service area constituents; to work in partnership with others to
build communities; and to provide community service programs, cultural opportunities and
activities that reflect the diversity of the region the College serves.

8. To effectively develop and be accountable for managing College resources and to continuously
improve the quality of programs, services and operations.

Adopted by the South Plains College Board of Regents, June 12, 2014
1.1.6 Statement of Values

South Plains College respects the diversity of its student body and recognizes the worth and potential of
each student. Therefore, the college affirms the following values and beliefs.

Commitment to Students: We believe each student is individually important and has unique needs and
goals. The College supports students in clarifying their lifelong goals, provides personalized attention
and service, assists them in developing their talents and skills, recognizes their culture, heritage and
lifetime experiences, and challenges them to become independent, lifelong learners.

Commitment to Educational Excellence: As educators, we believe effective teaching brings quality to
learning and that our success is measured by the success of our students. The College provides and is
accountable for the quality of its educational programs and student support services. We recognize
that academic freedom is a catalyst for innovation and technology enhances the educational
experience. These qualities enable the College to prepare students for lifelong, creative roles in the
community.

Commitment to Access and Diversity: We believe the College should provide access to programs and
services to students who may benefit and that the College should reflect the diversity of the community
it serves. The College offers equal access to education through an open door admissions policy. The
College has a responsibility to provide educational services that are affordable and available at
convenient times and places.

Commitment to Faculty and Staff: We believe everyone contributes to quality and institutional success
by working toward common goals as a team member. All members of the College community will
have the opportunity to be innovators, to grow through professional development and to prosper from
equitable rewards and recognition based on clearly defined expectations.

Commitment to a Quality Campus Environment: We recognize the importance of providing a safe,
clean and accessible work and learning environment that is characterized by integrity, clear
communications, an open exchange of ideas, appreciation for personal worth, involvement in
decision-making and respect for all individuals.

Commitment to the Community: As members of a larger community, we recognize the importance of
enhancing the quality of life for all citizens of the community and supporting opportunities for
economic development and growth. We will listen actively to the needs of our constituents and work
to build partnerships to address common needs and goals.

Commitment to Effective Use of Resources: In order to remain good stewards of the public trust, we
believe in the effective use of College resources to provide quality educational programs and services
to students and the community. To accomplish this we will plan effectively for the future.
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2.0 FACULTY, ETHICS AND RESPONSIBILITIES

2.1 Faculty

The faculty of South Plains College shall be defined as all persons employed full-time and whose
assignment involves at least 50 percent teaching. Each faculty member shall be directly responsible to
his/her departmental chairperson. Specific duties and responsibilities required of each faculty member
include:

a. The instructor prepares necessary documents for teaching, meets his/her assigned courses
throughout the entire term as defined by the academic calendar, and observes office hours according
to the Faculty Handbook policy.

b. The instructor demonstrates thorough knowledge of subject matter.

c. The instructor assists students in clarifying educational goals and participates in student
advisement.

d. The instructor is student oriented and demonstrates an interest in student learning.

e. The instructor willingly works toward providing positive resolution when conflict arises with
students.

f.  The instructor’s student evaluations are within an acceptable range.

g. The instructor accepts college assignments as assigned by the department chairperson in a
professional manner.

h. The instructor turns in required documents and reports to administration in a timely manner.

i. The instructor exhibits a positive and helpful attitude toward colleagues within his/her department.
j- The instructor participates in required departmental meetings.

k. The instructor actively participates in or serves on groups and committees related to the institution.

I. The instructor actively participates in available faculty development opportunities offered by the
institution and/or participates in other development activities outside of those offered by the
institution.

m. The instructor conducts himself/herself in a manner that furthers the institution’s mission and goals.
2.2 Faculty Qualifications

South Plains College strives to adhere to the standards of the Southern Association of Colleges and Schools,
which state that all teaching faculty members must have special competence in the fields in which they
teach. This special competence is attested to by advanced study culminating in appropriate graduate
degrees, or by extensive work experience in the teaching fields or in a professional practice, which is
demonstrably of highest quality.

The institution also considers competence, effectiveness and capacity, including, as appropriate,
undergraduate and graduate degrees, related work experiences in the field, professional licensure and
certifications, honors and awards, continuous documented excellence in teaching, or other demonstrated
competencies and achievements that contribute to effective teaching and student outcomes. For all cases,
the institution is responsible for justifying and documenting the qualifications of its faculty.

The following has been extracted from the Southern Association of Colleges and Schools, Commission on
Colleges Principles of Accreditation: Foundations for Quality Enhancement (2017) and the Guidelines for
Faculty Credentials (2006)

Section 6 of the Principles of Accreditation reads as follows:
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1. The institution employs an adequate number of full-time faculty members to support the mission and
goals of the institution. (Full-time faculty) [CR]

2. For each of its educational programs, the institution
a. Justifies and documents the qualifications of its faculty members. (Faculty qualifications)

b. Employs a sufficient number of full-time faculty members to ensure curriculum and program
quality, integrity, and review. (Program faculty)

c. Assigns appropriate responsibility for program coordination. (Program coordination)

For all cases, the institution is responsible for justifying and documenting the qualifications of its faculty.

When an institution defines faculty qualifications using faculty credentials, institutions should use the
following as credential guidelines:

a. Faculty teaching general education courses at the undergraduate level: doctorate or master’s degree
in the teaching discipline or master’s degree with a concentration in the teaching discipline (a
minimum of 18 graduate semester hours in the teaching discipline).

b. Faculty teaching associate degree courses designed for transfer to a baccalaureate degree: doctorate
or master’s degree in the teaching discipline or master’s degree with a concentration in the teaching
discipline (a minimum of 18 graduate semester hours in the teaching discipline).

c. Faculty teaching associate degree courses not designed for transfer to the baccalaureate degree:
bachelor’s degree in the teaching discipline, or associate’s degree and demonstrated competencies
in the teaching discipline.

d. Faculty teaching developmental courses that are not college-level have a bachelor’s degree and
teaching experience in the discipline.

2.3 Academic Freedom, Tenure, and Responsibility for Faculty Members in Texas Public
Community and Senior Colleges and Universities

The statements that follow, issued by the Texas Higher Education Coordinating Board (Revised January
1979), provide guiding principles designed to aid Texas colleges and universities in evaluating the
conditions of academic freedom, tenure, and responsibility that prevail on each campus.

2.3.1 Academic Freedom

Institutions of higher education are conducted for the common good. The common good depends upon an
uninhibited search for truth and its open expression. Hence, it is essential that each faculty member be free
to pursue scholarly inquiry without undue restriction, and to voice and publish individual conclusions
concerning the significance of evidence that he or she considers relevant.

Each faculty member must be free from the corrosive fear that others, inside or outside the college
community, because their vision may differ, may threaten his or her professional career or the material
benefits accruing from it. Each faculty member is entitled to full freedom in the classroom in discussing the
subject, which he or she teaches but is expected not to introduce into his or her teachings controversial
matters, which have no relation to the classroom subject. Each faculty member also is a citizen of the nation,
state and community; and when speaking, writing or acting as such, must be free from institutional
censorship or discipline, subject to academic responsibility as hereinafter set out, and the faculty member
should make it clear that he or she is not speaking for the institution.

2.3.2 Academic Responsibility

The concept of academic freedom for faculty must be accompanied by an equally demanding concept of
academic responsibility of faculty. A faculty member has a responsibility to the institution, his or her
profession, his or her students, and society at large.
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The rights and privileges of faculty members extended by society and protected by governing boards and
administrators through written policies and procedures on academic freedom and tenure, and as further
protected by the courts, require reciprocally the assumption of certain responsibilities by faculty members.
Some of those follow below:

a. The fundamental responsibilities of a faculty member as a teacher and scholar include maintenance
of competence in his or her field of specialization and the exhibition of such professional
competence in the classroom, studio, or laboratory and in the public arena by such activities as
discussions, lectures, consulting, publication or participation in professional organizations and
meetings.

b. The exercise of professional integrity by a faculty member includes recognition that the public will
judge his or her profession and institution by his or her statements. Therefore, the faculty member
should strive to be accurate, to exercise appropriate restraint, to be willing to listen to and show
respect to others expressing different opinions and to avoid creating the impression that the faculty
member speaks or acts for his or her college or university when speaking or acting as a private
person.

c. The constitutionally protected right of the faculty member, as a citizen, to freedom of expression
must be balanced with the interest of the state, as an employer, in promoting the efficiency of the
educational services it performs through its employees. A faculty member's comments are protected
even though they may be highly critical in tone or content or erroneous, but such statements are not
protected free speech if they either substantially impede the faculty member's performance of his
or her daily duties, or materially and substantially interfere with the regular operation of the
institution, or if they are part of the continuing pattern of expression of such nature as to destroy
the harmony and morale of a division, department or college. False statements made with
knowledge of their falsity or in reckless disregard of the truth are not entitled to constitutional
protection, and public statements may be so without foundation as to call into question the fitness
of the faculty member to perform his or her duties.

d. A faculty member should be judicious in the use of controversial material in the classroom and
should introduce such material only as it has clear relationship to his or her subject field.

e. A faculty member should be professional in his or her conduct in the classroom and in his or her
relationship with students. The faculty member should maintain respect for the student and for the
student's posture as a learner. The faculty member should make himself or herself appropriately
available to the student for consultation on course work.

f.  Afaculty member has the responsibility to provide timely and adequate notice of his or her intention
to interrupt or terminate institutional services.

2.4 Code of Professional Ethics

Texas Community College Teachers Association and South Plains College

Professional Educators affirm the inherent worth and dignity of all persons and the right of all persons to
learn. Learning best occurs in an environment devoted to the pursuit of truth, excellence and liberty. These
flourish where both freedom and responsibility are esteemed.

In order to express more adequately the affirmation of our professional responsibilities, we, the members
of the Texas Community College Teachers Association, do adopt, and hold ourselves and each other subject
to, the following Code of Professional Ethics:

a. The Professional Educator shall treat all persons with respect, dignity, and justice, discriminating
against no one on any arbitrary basis such as ethnicity, creed, gender, disability, or age.
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b. The Professional Educator shall strive to help each student realize his or her full potential as a
learner and as a human being.

c. The Professional Educator shall by example and action encourage and defend the unfettered pursuit
of truth by both colleagues* and students, supporting the free exchange of ideas, observing the
highest standards of academic honesty and integrity, and seeking always an attitude of scholarly
objectivity and tolerance of other viewpoints.

d. The Professional Educator shall work to enhance cooperation and collegiality among students,
faculty, administrators, and other personnel.

e. The Professional Educator shall recognize and preserve the confidential nature of professional
relationships, neither disclosing nor encouraging the disclosure of information or rumor, which
might damage or embarrass or violate the privacy of any other person.

f. The Professional Educator shall maintain competence through continued professional
development, shall demonstrate that competence through consistently adequate preparation and
performance, and shall seek to enhance that competence by accepting and appropriating
constructive criticism and evaluation.

g. The Professional Educator shall make the most judicious and effective use of the college's time and
resources.

h. The Professional Educator shall fulfill the employment agreement both in spirit and in fact, shall
give reasonable notice upon resignation, and shall neither accept tasks for which he or she is not
qualified nor assign tasks to unqualified persons.

i. The Professional Educator shall support the goals and ideals of the college and shall act in public
and private affairs in such a manner as to bring credit to the college.

j- The Professional Educator shall not engage in sexual harassment of students or colleagues and shall
adhere to the college's policy on sexual conduct.

k. The Professional Educator shall observe the stated policies and procedures of the college, reserving
the right to seek revision in a judicious and appropriate manner.

I.  The Professional Educator shall participate in the governance of the college by accepting a fair
share of committee and institutional responsibilities.

m. The Professional Educator shall support the right of all colleagues to academic freedom and due
process and defend and assist a professional colleague accused of wrongdoing, incompetence, or
other serious offense so long as the colleague's innocence may reasonably be maintained.

n. The Professional Educator shall not support a colleague whose persistently unethical conduct or
professional incompetence has been demonstrated through due process.

0. The Professional Educator shall accept all rights and responsibilities of citizenship, always avoiding
use of the privileges of his or her public position for private or partisan advantage.

*In this Code, the term "colleague" refers to all persons employed by colleges in the educational enterprise.
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2.5 Departmental Chairpersons

Chairpersons for all instructional departments will receive an annual stipend in addition to the instructional
salary and will receive a 20% decrease of the required teaching load. Exceptions may be approved by the

Dean.

Departmental chairpersons will perform those duties as assigned by divisional deans in matters affecting
their respective departments. Specific duties and responsibilities include:

a.

To give direction, supervision and assistance to each faculty and staff member assigned to the
department.

Prepare and administer the departmental budget, plan and coordinate class scheduling, coordinate
all course level student learning outcomes assessment, review and report non-instructional
departmental assessments.

Chairpersons are present, or responsible for, assigning faculty to all registrations and new student
orientations in order to assist with advising in their areas.

Advise the division dean of staffing needs, assist in the recruitment, screening and selection of new
employees.

To evaluate departmental faculty members, and to recommend to the division dean faculty
members for renewal or non-renewal of contract, tenure and rank promotions. This written
evaluation shall identify areas in which department members may need improvement, with methods
outlined to address such needs.

To make recommendation to the division dean regarding coordinator or director titles when
appropriate.

To be responsible for faculty development activities at the departmental level.

To assume a leadership role in increasing faculty capabilities in teaching and student support
responsibilities.

To be responsible for requisitioning supplies, equipment, and textbooks required for each course in
their respective department.

To work with the college library in the areas of evaluation and acquisition of departmental library
holdings.

To be responsible for proposing to the academic council any changes or revisions of the curriculum
in the department and serve as a member of the academic council.

To be responsible for the inventory of all furniture and equipment in the department each school
year, and report any items stolen or lost during the year.

To supervise or authorize supervision of the students assigned to the department under student work
programs as well as Time Clock submissions for the respective students.

To report absences of faculty members in the department to the appropriate dean and the Human
Resources Office.

To arrange for substitute instructors, from the same department when possible, in the event of
faculty absences in their department.
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2.6 Departmental Coordinators

Department coordinators will be granted a twenty percent (20%) decrease in their instructional load.
Department coordinators will be present for student registrations as determined by the chairperson.

Department coordinators will perform those duties as assigned by the department chairperson and division
dean in matters affecting the department. Specific duties and responsibilities include:

a.

g.

To assist the departmental chairperson in giving direction, supervision and assistance to each
faculty and staff member.

To assist the departmental chairperson in the preparation of the budget.
To assist the departmental chairperson in the evaluation of faculty members.

To assist the departmental chairperson in providing faculty development activities for the
department.

To assist the departmental chairperson in efforts to increase faculty capabilities in teaching and
student support.

To assist the departmental chairperson in recruitment of students through contact with area schools,
businesses and industry.

To assist the departmental chairperson in other matters concerning the department.

2.7 Program Coordinators

Program coordinators may be granted a decrease in their instructional load. This will be determined by the
dean of each division upon recommendation by the department chairperson. Program coordinators who are
granted a decrease in their instructional load may teach overloads. Program coordinators will be present
for student registrations as determined by the chairperson.

Program coordinators will perform those duties as assigned by the departmental chairperson and division
dean in matters affecting their respective program areas or areas of instructional specialization. Specific
duties and responsibilities include:

a.

To assist the departmental chairperson in giving direction, supervision and assistance to each
faculty and staff member within program or area of instructional specialization.

To assist the departmental chairperson in the preparation of the budget for the program or area of
instructional specialization.

To assist the departmental chairperson in the evaluation of faculty members within the program or
area of instruction specialization.

To assist the departmental chairperson in efforts to increase faculty capabilities in teaching and
student support.

To assist the departmental chairperson in recruitment of students through contact with area schools,
businesses and industry.

To assist the departmental chairperson in matters concerning student advisement, curriculum
development and program evaluation (including site visits where applicable).

To assist the departmental chairperson in other matters concerning the program or areas of
instructional specialization as needed.
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3.0 FACULTY STATUS AND EVALUATION
3.1 Academic Rank Standards for Faculty
3.1.1 Rank Classifications

3.1.1.1 Instructor: This rank may be held by those teachers meeting any of the following standards:

a.
b.

C.

f.

Those holding no post-secondary degree but with sufficient professional experience.
Those holding an associate degree with eight years of professional experience.
Those holding a bachelor's degree with six years of professional experience.

Those holding a bachelor's degree with twelve or more graduate hours in their teaching field and
four years of professional experience.

Those holding a bachelor's degree with twenty-four or more graduate hours in their teaching field
and two years of professional experience.

Those holding a master's degree and no experience at South Plains College.

3.1.1.2 Assistant Professor: This rank may be held by those meeting any of the following standards:

a.

Those holding the bachelor's degree with twenty-four graduate hours in the teaching field and five
years of professional experience at South Plains College.

Those holding a master's degree and three years of professional experience at South Plains College.

Those holding the master's degree plus thirty hours of additional related college credit and with two
years of professional experience at South Plains College.

Those holding a master's degree plus sixty hours of acceptable additional credit and with no
professional experience at South Plains College.

3.1.1.3 Associate Professor: This rank may be held by those meeting any of the following standards:

a.

C.

Those holding the master's degree plus thirty hours of additional related college credit and having
completed ten years of professional experience at South Plains College.

Those holding the master's degree plus sixty hours of related college credit and having completed
five years professional experience at South Plains College.

Those holding the doctorate and with three years of experience at South Plains College.

3.1.1.4 Professor: This rank may be held by those meeting any of the following standards:

a.

C.

Head of departments holding at least the master's degree plus thirty semester hours of additional
related college credit but less than the doctorate and whose departments have more than five
members and where the department head has completed ten years of professional experience at
South Plains College.

Those holding the master's degree plus sixty hours of additional related college credit and having
completed ten years of professional experience at South Plains College.

Those holding the doctorate and with six years of professional experience at South Plains College.

3.1.2 Provisions of the Process

a.

Rank promotions must be approved by the departmental chairperson, the division dean, vice
president for academic affairs, and the president of the college.

Recommendations for rank promotion should be made in January of each year. Consideration of
the rank promotion recommendations made by the departments will be considered during the month
of February.
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c. The Rank Promotions Committee will be composed of the departmental chairpersons, dean of arts
and sciences, dean of technical education, Dean of Dual Enrollment and Distance Education and
Director of Institutional Research and Reports, vice president for academic affairs, and the
president of the college. A simple majority decision shall be sufficient for approval.

d. Individuals denied rank promotion shall be notified by the appropriate dean.

e. Itshould be kept in mind that previously stated rank requirements are minimum requirements and
a person's rank increase is not based solely on these standards.

f.  The designation of assistant instructor is not an appointment to a faculty rank position and does not
lead to tenure.

g. A distinguished professor rank may be awarded by the administration without regard to the above
standards to a person who has brought distinction to himself or herself and the college by unusual
scholarly teaching, research, publication or achievement.

3.1.3 Additional Assumptions
a. The administration has the authority to employ teachers at any rank desired by the administration.

b. The administration has the right to reward worthy teachers by promotion to a rank without regard
to the standards previously outlined. In giving recognition to worthy teachers, consideration should
be given to additional training (whether formal college credit training or not), professional
activities, non-academic experience and such other subjective factors as may be pertinent to job
performance.

c. The administration shall review periodically, functioning of the ranking system, using such
committees and/or individuals as desirable for consultation and advice.

d. The administration and board of regents reserve the right to make changes in this plan when such
changes seem to be in the best interest of South Plains College.

3.2 Tenure Policy for South Plains College
3.2.1 Definition of College Teacher

The definition of college teacher, as used in the tenure policy, is defined as follows: a full-time employee
whose primary contracted responsibility is teaching within a South Plains College technical, health
occupations, and/or arts and sciences division.

In accordance with the policy definition of tenure, an employee who no longer meets the definition of
college teacher is no longer tenured. Upon the employee's return to a tenure-eligible position, the
probationary period need not be repeated before consideration for tenure is given.

3.2.2 Academic Freedom and Tenure (Board of Regents Policy Manual, Section EA)

The Board of Regents recognizes that institutions of higher education are conducted for the common good.
The common good depends upon an uninhibited search for truth and its open expression. Hence, it is
essential that each faculty member be free to pursue scholarly inquiry without undue restrict, and to voice
and publish individual conclusions concerning the significance of evidence that he or she considers relevant.

3.2.2.1 Definition of Tenure

The concept of academic tenure or continuing appointment recognizes the professional status of the college
teacher and assures that his/her employment may be terminated only for adequate cause. Tenure does not
exist because of peculiar solicitude for the human beings who staff academic institutions. Rather, it exists
so that the college may have the benefit of their competent and honest judgment.

Tenure may be obtained only after a period of probationary service. After tenure is granted, the burden of
proof must lie upon the institutional executive or board that wishes to dismiss a teacher.
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3.2.2.2 Purposes of Tenure
The college’s statement of policy concerning tenure is designed to accomplish the following purposes:

a. To assist the administration by providing sound standards for the original selection of faculty
members.

b. Toresult in the retention, encouragement, and promotion of the most able and most promising staff
members.

c. To assure the faculty of security of tenure in accordance with the terms set forth in this policy of
tenure.

d. To assure the faculty of freedom of teaching, of research, and of opinion.

e. To provide appropriate procedures for establishing justification of termination of tenure, so that
faculty members may be guaranteed adequate notice and a fair hearing of complaints bearing on
their security of tenure.

3.2.2.3 Customary Types of Appointments
Appointments which are eligible to satisfy the probationary period and which may lead to the admission to
tenure are:
a. Instructor
b. Assistant Professor
c. Associate Professor
d. Professor
No other appointments may be used to satisfy any part of the probationary period.

3.2.2.4 Admission to Tenure

A probationary period of not less than four complete academic years nor more than seven complete
academic years of full-time contracted service at South Plains College shall be required of eligible rank
before he/she may acquire tenure in the college, except that if an individual has served as a teacher in
another institution of higher learning, or if he has had other comparable experience, the college may count
that experience as one year of his probationary period.

A teacher not granted tenure at the end of their fourth complete academic year shall be advised in writing
by the Dean of the department of the circumstances preventing granting of tenure. Said notification will
occur each subsequent year that tenure is not granted until the seventh year, following which tenure must
either be granted or employment terminated.

The precise terms and conditions of every appointment shall be stated in writing and shall be in possession
of both the college and the teacher before the appointment is consummated.

3.2.2.5 Grounds for Termination of Continuing Appointment

Grounds for termination of continuing appointment are only for adequate cause such as: failure to adhere
to professional standards or ethics; actions not in the best interest of the college, such as incompetence or
moral turpitude; and demonstrably bona fide financial exigency.

Cases of bona fide financial emergency or the phasing out of institutional programs requiring reduction of
faculty may permit exceptions of tenure regulations. No seniority consideration will be given in such cases.

3.2.2.6 Procedure for Termination of Continuing Appointment

Termination of the employment of a faculty member who enjoys continuing appointment, except by
resignation or retirement for age in accordance with regulations of the college, will be only for adequate
cause shown.
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In each case the issue will be determined by an equitable procedure, affording protection to the rights of
the individual, which includes academic freedom, and to the interests of the college. The President may for
adequate cause suspend an accused faculty member pending immediate investigation or speedy hearing as
herein after provided. In cases where the accused admits his conduct constitutes adequate cause and the
accused in writing waives investigation and trial, or voluntarily resigns, summary dismissal may follow.

In all cases where the facts are in dispute, the accused faculty member will be informed in writing of the
charges against him, which, on reasonable notice, will be heard by a special committee made up of five
members of the faculty, selected from a panel of seventeen (17) faculty members appointed annually by the
Academic Council. When need for such a committee arises, two of these five members shall be selected
from this panel by the Academic Council, two shall be selected from this panel by the President of the
college, and a fifth member shall be selected from this panel by the other four.

In every such hearing, the accused will have the right to appear in person with counsel of his own selection,
if desired, and to confront and cross-examine witnesses who may appear against him. He shall have right
to testify, but may not be required to do so, and he may introduce in his behalf all evidence, written or oral,
which may be relevant or material to his defense. If not resolved, a stenographic record of the proceedings
will be taken and delivered to the President for submission to the governing board of the college,
subsequently referred to as the Board of Regents, and such record shall be made accessible to the accused.

The committee, by a majority of the total membership, will make written findings on the material facts and
a recommendation of the continuance or termination of the accused faculty member's tenure. The
committee, by a majority of its total membership may make any supplementary suggestions it deems proper
concerning the disposal of the case. If minority findings, recommendations, or suggestions are made, they
shall be similarly treated.

The Board of Regents, by a majority of the total membership, will approve, reject, or amend such findings,
recommendations, and suggestions, if any, and pass finally upon the matters involved. Reasons for
approval, rejections, or amendment of such findings; recommendations; and suggestions, if any, will be
stated in writing and communicated to the accused.

Approved by Board of Regents 3/13/97
3.2.2.7 Notice of Intention to Terminate or Non-Renew

A teacher in his first, second, third, or fourth year with the college, whose duties commence with the fall
semester of the academic year, must be notified in writing by the President by the following March 1 if he
is not to be re-appointed.

A teacher in his first year with the college whose duties commence after November 15 must be notified in
writing by the President by the following May 15 if he is not to be re-appointed.

A faculty member with tenure must be notified in writing by the President by December 15 of the academic
year in which the appointment is to terminate.

Notice of resignation shall be given by March 15.
Approved by Board of Regents 3/13/97
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3.2.3 Committee on Tenure and Privilege (Board of Regents Policy Manual, Section EA)

A policy on tenure necessitates both interpretation and administration. The effective administration of the
Tenure Policy is the responsibility of the President. The continuous study of pertinent problems and the
interpretation of the Tenure Policy and its application to individual situations is the responsibility of the
President, the faculty, and the Board of Regents.

Therefore, the Academic Council will constitute a Standing Committee on Tenure and Privilege. The
President shall be an ex officio member of this committee. Any member of the faculty, the President of the
college, the Board of Regents may refer matters pertaining to tenure and privilege to this committee.

Approved by Board of Regents 4/14/83
3.3 Educational Achievement

Annual salary increases are not governed by a schedule. Increases are recommended by the administration
and approved by the Board of Regents, and are based on economic factors and performance.

Faculty salary adjustments are made, however, for certain levels of educational achievement.

The levels are: associate degree, bachelor's degree, master's degree, master's degree plus thirty (30) semester
graduate hours, and a doctorate. To be considered as part of the additional educational achievement hours,
the study undertaken should be in an appropriate discipline required by or related to the faculty member's
instructional area. For the master's degree plus 30 level, the graduate hours must be taken after the date of
master's degree and in the faculty member's instructional area. To assure that specific hours and/or a specific
degree will count please check with the appropriate dean. It is the responsibility of the faculty member to
present documentation of the additional hours or degree to the dean of his/her division.

Salary adjustments for levels of educational achievement, except the doctorate, will be made on a semester
basis. If, after an instructional contract has been signed, the additional graduate hours are earned prior to
the fall semester (with documentation presented by September 15th), an adjustment will be made for the
full academic year. If the additional graduate hours are earned prior to the spring semester (with
documentation presented by February 1st), an adjustment will be made for half an academic year. If a
faculty member completes all requirements for a doctorate, except formal graduation, and presents an
official academic transcript or personal letter from the dean of the graduate school, his/her salary will be
adjusted the next succeeding full pay period.

3.4 Faculty Evaluation

The purpose of evaluation of faculty is to provide each faculty member sufficient information to assure
continuing faculty competency and to improve teaching skills for instructors.

3.4.1 Departmental Chairperson Evaluation of Faculty

Prior to contract recommendations each year, departmental chairpersons will conference individually with
each faculty member prior to submitting a written evaluation to the appropriate dean. The written evaluation
will specify as to whether the individual faculty member needs or requires improvement in any specific
area, and shall be based upon the criteria set forth in the faculty job description. A faculty member shall
have the right to request a joint conference with the departmental chairperson and appropriate dean
concerning the evaluation. (Form 3.4.4.1)

3.4.2 Student Evaluation of Faculty

The primary purpose of student evaluation of faculty shall be to provide data useful in improving instruction
and instructional support through self-improvement and staff development.
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3.4.2.1 Evaluation Guidelines (faculty)

Students shall be guaranteed anonymity in the online evaluation process.

The faculty member will receive a comprehensive summary of all data generated by each class
evaluation.

The data generated by each class evaluation shall be processed through CourseEval.

A comprehensive summary of data generated by student evaluation will be submitted to the
department chairperson, for the department as a whole and without reference to specific classes of
individual faculty members, to the appropriate dean, for the purpose of supporting efforts of staff
development.

The department chairperson shall conference individually with each faculty member concerning
the results of each evaluation.

The department chairperson and the faculty member, with the assistance of the instructional dean
if the faculty member so desires, shall work in concert to develop actions for improvement
suggested by the results of the evaluation.

The actual instruments completed by students shall be maintained on file for one month after the
summary data is distributed to faculty, for the purpose of resolving any challenge to numerical
accuracy. The summary data for each class shall be maintained on file by the chairperson.

Classes with five or fewer students in attendance will not be evaluated unless provisions for
anonymity are provided.

3.4.2.2 Evaluation Procedures

Starting fall 2017, every class and every instructor will be evaluated.

The data is processed by CourseEval. Results are sent to the Chairperson, appropriate Dean and to the Vice
President for Academic Affairs.

a.

Every instructor will be evaluated in all classes he or she is assigned to teach during the fall
semester.

The procedure established by the guidelines is to be considered as minimum requirements. Nothing
in this document prohibits more frequent evaluations if deemed appropriate by the instructor,
departmental chairperson, or administration.

3.4.3. Faculty Evaluation of Departmental Chairperson

3.4.3.1 Evaluation Guidelines (chairperson)

a.
b.
C.
d.

Faculty shall be guaranteed anonymity in the evaluation process.
The chairperson will receive a comprehensive summary of all data generated.
The data generated by each evaluation shall be processed by the division dean.

The division dean shall conference individually with each chairperson concerning the results of the
evaluation.

3.4.3.2 Evaluation Procedures

The following are sent to all full-time faculty members within a department in the week specified:

a.
b.

C.

Evaluation form 3.4.4.3 with Dept./Semester/Chairperson's name noted.
Instructions

White security return envelope stamped with appropriate Dean's name.
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The data is calculated, the comments are typed, and the Chairperson is sent a "Confidential" copy of data
and comments.

3.4.4.1 Departmental Chairperson Evaluation of Instructor
3.4.4.2 Faculty Evaluation of Departmental Chairperson

4.0 INSTRUCTIONAL POLICIES AND RESPONSIBILITIES

4.1 Course Syllabi

The syllabus for each course should be reviewed annually and revised as appropriate by the faculty.
Instructors are encouraged to think and plan course and units of instruction, i.e., content, methods of
presentation, teaching aids, student roles and tests in terms of student behavioral objectives. Student
participation in planning, where practical, and their orientation about course plans tend to enhance course
relevancy. Copies of syllabi should be filed with the department chairperson and the appropriate dean.

4.1.1 Syllabus Statements

Each syllabus should include the following Diversity Statement, Disabilities Statement, Non-
Discrimination Statement and Title X Preghancy Accommodations Statement appropriate to the location
of the course.

4.1.1.1. Diversity Statement

In this class, the teacher will establish and support an environment that values and nurtures individual and
group differences and encourages engagement and interaction. Understanding and respecting multiple
experiences and perspectives will serve to challenge and stimulate all of us to learn about others, about the
larger world and about ourselves. By promoting diversity and intellectual exchange, we will not only mirror
society as it is, but also model society as it should and can be.

4.1.1.2. Disabilities Statement

Students with disabilities, including but not limited to physical, psychiatric, or learning disabilities, who
wish to request accommaodations in this class should notify the Disability Services Office early in the
semester so that the appropriate arrangements may be made. In accordance with federal law, a student
requesting accommodations must provide acceptable documentation of his/her disability to the Disability
Services Office. For more information, call or visit the Disability Services Office at Levelland (Student
Health & Wellness Office) 806-716-2577, Reese Center (Building 8) 806-716-4675, or Plainview Center
(Main Office) 806-716-4302 or 806-296-9611.

4.1.1.3 Non-Discrimination Statement

South Plains College does not discriminate on the basis of race, color, national origin, sex, disability or age
in its programs and activities. The following person has been designated to handle inquiries regarding the
non-discrimination policies: Vice President for Student Affairs, South Plains College, 1401 College
Avenue, Box 5, Levelland, TX 79336. Phone number 806-716-2360.

4.1.1.4 Title IX Pregnancy Accommodations Statement

If you are pregnant, or have given birth within six months, Under Title IX you have a right to reasonable
accommodations to help continue your education. To activate accommodations you must submit a Title IX
pregnancy accommodations request, along with specific medical documentation, to the Health and
Wellness Center. Once approved, notification will be sent to the student and instructors. It is the student’s
responsibility to work with the instructor to arrange accommodations. Contact the Health and Wellness

Center at 806-716-2529 or email ccirilo@southplainscollege.edu for assistance.
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4.1.1.5 OPTIONAL STATEMENT - Campus Concealed Carry Statement

Texas Senate Bill - 11 (Government Code 411.2031, et al.) authorizes the carrying of a concealed handgun
in South Plains College buildings only by persons who have been issued and are in possession of a Texas
License to Carry a Handgun. Qualified law enforcement officers or those who are otherwise authorized to
carry a concealed handgun in the State of Texas are also permitted to do so. Pursuant to Penal Code (PC)
46.035 and South Plains College policy, license holders may not carry a concealed handgun in restricted
locations. For a list of locations and Frequently Asked Questions, please refer to the Campus Carry page

at: http://www.southplainscollege.edu/campuscarry.php
Pursuant to PC 46.035, the open carrying of handguns is prohibited on all South Plains College campuses.
Report violations to the College Police Department at 806-716-2396 or 9-1-1.

4.2 Classroom Discipline

It is incumbent upon each faculty member to provide a classroom environment that promotes an equal
opportunity for every student to learn. In doing this, faculty must insure that student conduct in the
classroom does not hinder that learning experience.

To insure that students understand what type of conduct is expected in the classroom, faculty should clearly
define in the syllabus these expectations and the consequences of misconduct. When necessary, the faculty
member should be prepared to reiterate these expectations verbally.

Faculty should become familiar with the South Plains College Student Guide. It is an excellent resource for
determining what constitutes misconduct and the process for dealing with it.

When faculty becomes involved in cases of student misconduct in the classroom, some suggestions for
actions to be taken are:

a. Consult with other faculty, department chair, or dean for ideas.
b. Use corrective counseling or warnings.

c. Remove the student from the class.

d. Refer the student to the department chair and/or dean.

e. Inextreme cases, involve the Campus Police.

When it is necessary to counsel or warn a student about inappropriate classroom behavior, it is
recommended the faculty member document what prompted the counseling/warning and the action taken.

When communicating with students about inappropriate conduct, faculty should always remember to:
a. Protect the privacy of the student.
b. Stay professional in their conduct.
c. Stay in charge of the situation.
When in doubt as to what action to take, consult with the dean of students, associate dean of students, or
the dean of the Reese Center.
4.3 Grading Practices

Each faculty member should explain to every class, at the beginning of each semester, the basis for
evaluation that is to be used in awarding grades in that particular class. Grading practices must be clearly
defined and easily found by students on the course syllabus. Grades should be accurate, updated regularly,
and readily available to students at all times.

Faculty Handbook - 17


http://www.southplainscollege.edu/employees/manualshandbooks/facultyhandbook/sec4.php
http://www.southplainscollege.edu/campuscarry.php

4.3.1 Grade Changes

A grade is assigned for all courses in which a student is regularly enrolled during any semester or summer
term. A grade once earned and entered upon a student's record cannot be removed and may not be changed
without the approval of the instructor and the division dean. A grade change form must be completed and
returned to the Dean of Admissions and Records office. If a student repeats a course, it is with the
understanding that the last grade earned is the one to be counted toward fulfillment of degree requirements.

Grades, generally, should reflect the extent to which students have attained course objectives. Course
objectives should be the common knowledge of the instructors and the students.

4.3.2 Grade Interpretation

Student grades may be interpreted as follows:

Grade Grade Interpretation Points per Semester Hrs.
A Excellent 4

B Good 3

C Average 2

D Below Average 1

F Failure 0

AU Audit Not Computed
I Incomplete Not Computed
P Pass Not Computed
w Student initiated withdrawal Not Computed
X Administrative withdrawal Not Computed
E/PR Progress Not Computed

Note: Grade E/PR is used for academic skills development courses only.
4.3.3 Posting of Grades

The only acceptable way grades can be posted is by assigning a random number code to each student using
a non-alphabetized class roster. Faculty members are not required to post grades.

4.4 Student Records

South Plains College is bound by the Texas Public Information Act, the Family Educational Rights and
Privacy Act of 1974 (P.L. 93-380 Education Amendments of 1974), and institutional procedures in
determining access to or the release of student records.

4.4.1 Release of Information

Other than directory information, which may be released to the general public without the written consent
of the student, the college generally will not permit release of educational records of students without the
student's written consent. The consent must be signed and dated by the student and must indicate which
records are to be released, the purpose of the release and the name of the agency to which the records will
be released.

A student may request that all or any part of the general information be withheld from the public by making
written request to the Office of Admissions and Records. This request will apply to only the current
enrollment period.
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4.4.2 Faculty Access

Only authorized South Plains College personnel should have access to student academic information, and
they may use it only for official purposes relating to the college.

Faculty and staff who have access to student records whether from student files in a department office, the
South Plains College computer or other sources are legally responsible for the security of student
information. Printed copies of student records should not be left on a desk, for example, and must be
shredded and disposed of when no longer needed. Computer screens should not be left on if the computer
is in a high-traveled area or if the operator is away from the terminal.

4.4.3 Further Information

The student record policy is explained in Section FAD of the Policy and Procedure Manual. A complete
copy of the Family Educational Rights and Privacy Act is on file in the Office of the Dean of Admissions
and Records.

4.5 Curriculum Revision
Revisions to the curricula offered at South Plains College must follow the process as outlined here:

a. The proposed course/program change (addition, deletion or revision) should be initiated at the
department level and must be approved by the appropriate chairperson/director.

b. A written request should be sent to the divisional dean on the correct form.
c. If the dean approves the change(s) she/he will forward it to the academic council.
d. The Academic Council will review the proposed change at the next scheduled meeting.

e. All proposed course/program changes are submitted to the Academic Council for official
institutional action. The Academic Council, chaired by the vice president for academic affairs, has
legislative authority and generally meets twice a year.

f.  All course/program changes approved by the Academic Council are presented to the Board of
Regents by the vice president for academic affairs. This is generally done at the April board
meeting.

4.6 Instructional and Office Hours
4.6.1 Instructional Hours

Faculty members are expected to be on campus Monday through Friday of each week for a total of 35
hours. It is also understood that several hours each week are required to comply with the duties and
responsibilities cited in Section 2.1. If faculty members teach one or more classes outside of the standard
work day, as a part of their regular load, corresponding time may be taken off each week. The same portion
of the day should be taken off each week and should be filed as a part of the faculty member's regular class
and office schedule. Travel time is deductible.

4.6.2 Office Hours

Each faculty member must file a schedule of classes, laboratories and office hours with the appropriate
chairperson and division dean shortly after classes begin each semester. It is expected that faculty members
will be available for student consultation and must adhere to their posted office hours (8 hours per week).
Office hours per week must be scheduled on Fridays if the faculty member’s teaching load does not include
a class scheduled on Fridays. Faculty should be available as needed on Fridays for office hours or meetings
as directed by each departmental chairperson. The departmental chairperson and when applicable, the
extension center director, must be notified of any cancellation or modification of office hours.
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4.6.3 University Interscholastic League (UIL)

Each spring semester South Plains College sponsors, on the Levelland campus, a University Interscholastic
League (UIL) Regional I-A meet for academic and athletic events. These events are very important to South
Plains College as many high school students are exposed to our faculty, staff and facilities. Many faculty
members are assigned to serve as officials for the contests and activities, and their cooperation is important.

4.7 Dismissal of Classes

In order to dismiss a class, a faculty member must check with the department chairperson who will report
to the divisional dean of the college. "Walks™" are not a part of the educational program at South Plains
College. Classes must not change time of meeting or room assignments without first reviewing the situation
with the appropriate chairperson and dean. All changes must be approved by the Registrar.

4.8 Instructional Load Policy

Instructional load is primarily based on instructional contact hours (ICH), student contact hours (SCH) and
program specific student enroliment. Fifteen instructional contact hours (14 for physical education activity
courses) or 510 student contact hours are considered a normal load for full-time faculty members.

4.8.1 Individual Instruction

A very limited number of courses are offered by individual instruction. The educational maturity and a
demonstrated ability of the student should be basis for enrollment in individual study.

Admission in this type of study just for the convenience of the student should not be considered. Individual
study is not encouraged by the administration. The departmental chairperson and divisional dean must
approve any individual study.

4.9 Faculty Advisors Program

The faculty advisors program is under the direction of the Director of Advising and Testing. In the faculty
advisors program, faculty members participate as advisors of students as assigned by departmental
chairpersons.

Each student enrolled at South Plains College is assigned an advisor to assist him/her in making educational
and occupational choices. Students are encouraged to visit their advisors regularly. All faculty members
will have regular office hours posted for the students' use.

4.10 Financial Aid
4.10.1 General Information

The objective of the South Plains College Financial Aid Office is to provide assistance to students in
obtaining the Federal and State financial aid for which they are eligible. The Financial Aid Sections of
MySPC/Texan Connect and the online catalog provide information regarding awards, eligibility factors,
and disbursement of funds.

4.10.2 Student Wishing to Withdraw
It is important to understand that the primary reason to withdraw from a course should always be an
academic one. However, there may be financial ramifications. Additionally, dropping courses always

affects student Financial Aid Satisfactory Academic Progress and may leave a student with a balance due
in the Business Office. It is recommended students meet with a Financial Aid Advisor if this is a concern.
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4.11 Attendance at College Activities

It is recommended that faculty members have sufficient interest in the college to attend a variety of
functions during the year (faculty are encouraged to support various functions by their appearances at
student dances, athletic contests, drama productions, musical presentation, etc.).

4.12 Faculty Meetings

General faculty meetings are called by the president or the vice president for academic affairs. All faculty
members are expected to attend these meetings. Faculty meetings will generally be limited to one hour in
length, which will necessitate careful scheduling of items to be presented. Reports and announcements must
be kept to a minimum but a free and open discussion of all items of business is encouraged at all times.

4.13 Faculty Development Program

In an effort to meet its mission to maintain and to enhance a dedicated and qualified faculty, South Plains
College encourages its faculty to develop professionally throughout their teaching careers. Both the
institution and the individual faculty member are responsible for faculty renewal and development. Each
faculty member should take the initiative for his or her own development and for having it documented.
The institution provides funds and opportunities to enable faculty to participate in development activities.
Such encouragement is made for full-time and part-time faculty.

Development is encouraged through, although not limited to, the following procedures: in-service
programs, attendance at professional meetings, teleconferences, summer projects, professional
development leave, continuing education, graduate study, business and/or industrial growth, and
consultation with the appropriate departmental chairperson, director, and/or dean.

4.13.1 Staff Development Programs

The institution will provide funds for appropriate staff development programs. A department, a division, a
campus or the institution may sponsor programs using available funds.

4.13.1.1. Sexual Harassment Training

South Plains College considers sexual harassment a serious offense that is subject to disciplinary action
including dismissal. Sexual harassment is counterproductive to the college's commitment to a productive
learning environment. Sexual harassment is illegal and will not be tolerated at South Plains College. To
help faculty members better understand this form of discrimination, South Plains College provides an on-
line training program for its employees as required by state law. The South Plains College Harassment
Policy is included in this program for the faculty member's review. Upon completion of the mastery test,
printed documentation should be directed to the Office of Human Resources for personnel files.

4.13.2 Professional Meetings

Through the budgetary process, all departments are allocated professional travel funds. Faculty may use
those funds for approved professional meetings. Approval is granted through the departmental chairperson
and the appropriate divisional dean.

4.13.3 Summer Projects

Faculty may apply for available funds for a summer project that will enhance the educational mission of
the institution. Such projects are granted through the departmental chairperson and the divisional dean.

4.13.4 Teleconferences

Various means of teleconferences are available for faculty development. The State of Texas has its own
network, Starlink that provides informative developmental programs for faculty. Departments may also
budget for teleconferences to meet specific needs.
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4.13.5 Professional Development Leave

Professional development leave provides for leave with pay as outlined in the Faculty Handbook section
5.4.

4.13.6 Continuing Education

Some faculty members, particularly those holding a license in a specialized area, periodically are required
to complete approved continuing education units in order to maintain licensure in their respective specialty.
Through the budgetary process, funds are made available to the faculty to participate in continuing
education courses to upgrade their knowledge and to maintain the required licensure.

4.13.7 Graduate Study

The institution works closely with faculty members who are pursuing additional graduate study. A faculty
member may pursue graduate study around one's teaching schedule with the approval of the departmental
chairperson and the appropriate dean. Faculty members receive pay incentives upon completion of specified
education levels.

4.13.8 Business and Industry Experience

Faculty are encouraged to work in business and/or industry in areas that directly relate to the teaching
discipline of the faculty member. Such work experience keeps the faculty member abreast of the
contemporary knowledge in their field of instruction. Details of scheduling the business and/or industrial
experience and any monetary incentives are approved by the appropriate dean after consultation with the
departmental chairperson, the involved faculty member, and the designated business and/or industrial
representative.

4.13.9 Consultation

Consultation with the appropriate chairperson, director, and/or dean is used primarily with part-time faculty.
Each chairperson of South Plains College is responsible for orientation and development of its part-time
faculty. Part-time faculties are welcome to attend on-campus staff development meetings. Departmental
funds can be used for part-time faculty to attend other professional meetings.

4.14 Intellectual Property Policy
4.14.1 Policy Purpose and Criteria

In compliance with Texas Education Code, Chapter 51, Section 51.680, the South Plains College District
adopts the following intellectual property policy, which addresses the following provisions:

a. disclosure of scientific and technological developments, including inventions, discoveries, trade
secrets, and computer software;

b. institutional review of scientific and technological disclosures, including consideration of
ownership and appropriate legal protection;

c. guidelines for licenses, scientific and technological developments;

d. clear identification of ownership and licensing responsibilities for each class of intellectual
property;

e. royalty participation by inventors and the institution; and

f. equity and management participation on the part of the inventor or inventors in business entities
that utilize technology created at the institution of higher education.

4.14.2 Ownership of Intellectual Property, Copyrighted or Invented Material (Board Policy DBD)

Employees of South Plains College are encouraged to publish, copyright, invent and patent materials and
objects of their own creation, which will contribute to the advancement of knowledge. It is the desire of the
College to encourage these activities and to protect the interest of its personnel in relation to disclosure of
scientific and technological developments, including inventions, discoveries, trade secrets, computer
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software and original works and ideas, which may have monetary value. It is also the responsibility of the
College to ensure that public funds and property are not used for personal gain. The author, creator, or
inventor is free to benefit from royalties and monies accruing from such publication or invention subject to
the following guidelines:

a. All classes of intellectual property, scientific and technological developments, including
inventions, discoveries, trade secrets, computer software and original works and ideas created on
the employee's own time, and without the use of College facilities, equipment, materials or support,
shall be the sole property of the creator.

b. All classes of intellectual property, scientific and technological developments, including
inventions, discoveries, trade secrets, computer software and original works and ideas created by
employees at College expense or on College time or using College facilities or equipment shall be
the property of the College. The College, in return for unrestricted license to use and reproduce
original work without royalty payment, shall transfer to the creator of that work full ownership of
any present or subsequent copyright/patent. However, in the event that intellectual property,
scientific and technological developments including inventions, discoveries, trade secrets,
computer software and original works and ideas are sold to entities outside the College, all income
will go to the College until all developmental expenditures incurred by the College for that project,
including stipends paid to the developer (over and above contract salary), prorated support staff
salaries, supplies, and other expenses related to the creation of the materials or objects, are
recovered. Thereafter all remuneration as a result of copyright publication or patented sale will go
to the creator(s) of the materials or objects.

c. When the production of intellectual property, scientific and technological developments including
inventions, discoveries, trade secrets, computer software and original works and ideas involve
College support, but the employee is not specifically assigned and paid for the work, the employee
will secure prior presidential approval before proceeding with the project.

d. The College or the employee may relinquish his/her rights at any time to the other party, or he/she
may offer his/her portion for sale to the other party.

e. All written agreements regarding intellectual property rights and royalty fees require the approval
of the President of the College.

f. The College will ensure equity and management participation on the part of the inventor or
inventors in business entities that utilize technology created at the College using College resources.

g. No College employee shall realize a profit from materials sold exclusively to South Plains College
students. When instructional materials developed by the faculty are sold in the bookstore for a
profit, the publisher of the material must be approved by the President.

4.14.3 Disclosure and Institutional Review

Any College employee who intends to create any intellectual property, scientific and technological
developments including inventions, discoveries, trade secrets, computer software and original works and
ideas developed wholly or partially using College time, equipment, materials, or facilities and who intends
to copyright, patent, or otherwise merchandise those materials or objects will inform the President of the
College through the appropriate vice president of that intent at least 60 days prior to start of the project. The
College will initiate an institutional review of scientific and technological disclosures, including
consideration of ownership and appropriate legal protection. The President of South Plains College shall
retain final approval right in the institutional review process.

If disclosure of intent to create intellectual property is not made as required, it will be presumed that the
intellectual property was developed on College time using College funds, facilities and equipment and is
College-supported work.

Once property rights are established through guidelines (a.) through (g.) listed above, the licensing rights
of intellectual property, scientific and technological developments including inventions, discoveries, trade
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secrets, computer software and original works and ideas developed under this policy shall follow those
established institutional procedures and require the final approval of the President. Faculty are responsible
for determining institutional policy and procedure prior to proceeding in each instance.

4.14.4 Creation of Educational Materials

Personnel of divisions or units whose function is to produce educational materials may not realize a profit
from the sale of those materials. In the case of any materials produced exclusively by these units, copyright
will be held by South Plains College. Materials produced under an externally funded grant will be guided
by the terms of the grant.

4.15 Harassment, Including Sexual Harassment Policy

Harassment, including sexual harassment, is contrary to basic standards of conduct between individuals and
is prohibited by Equal Employment Opportunity Commission and state regulations. Any employee who
engages in any of the acts or behavior defined below violates College policy, and such misconduct will
subject an employee to corrective action up to and including immediate discharge.

This policy applies to employees of South Plains College in their interaction with other employees and
students. Furthermore, executive management at each College location will establish appropriate
procedures to insure that non-employees (vendors, contractors, trades people, etc.) on College premises are
also made aware of the intent of this policy.

Employees who feel they have been discriminated against on the basis of gender, or sexually or in any other
manner harassed, should immediately report such incidents, following the procedure described below,
without fear of reprisal. Confidentiality will be maintained to the extent permitted by the circumstances.

4.15.1 Definitions

Harassment. Verbal, physical or visual conduct of a racial, ethnic or other type, which in the employee's
opinion impairs his or her ability to perform the job.

Sexual Harassment. Sexual harassment includes unwelcome sexual advances or visual, verbal or physical
conduct of a sexual nature. This definition encompasses many forms of offensive behavior, including
gender-based harassment of a person of the same gender as the harasser, conduct of a sexual nature that
creates an offensive, intimidating or hostile work environment; and coerced sexual conduct by a person in
a position of authority in the workplace. Examples of prohibited sexual harassment include:

a. unwelcome sexual flirtation or advances,
b. offering employment, promotions or other benefits in exchange for sexual favors,
c. making or threatening reprisals for refusing sexual advances,

d. visual conduct such as leering; making sexual gestures; displaying sexually suggestive objects or
pictures; cartoons or posters; suggestive or obscene letters, notes or invitations.

e. verbal conduct such as derogatory comments; epithets; slurs; sexual innuendo; sexual jokes;
graphic verbal commentaries about an individual's body; sexually degrading words used to describe
an individual, and

f.  physical conduct such as unwanted, suggestive or offensive touching; assault; impeding or blocking
movement.

Sexual or other forms of harassment of an employee or student by any College employee, regardless of
position, will not be tolerated. Sexual harassment by a non-employee, for example, a customer, vendor or
supplier, is also prohibited.

Employee: Any employee of the College.
Student: An individual enrolled in any credit or non-credit course at South Plains College.
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4.15.2 Procedure

Complaints of harassment of any type will be handled through the College's Grievance Procedure Policy,
which provides several options and a specific process by which an employee or student may initiate action
on a job or instructional related complaint.

5.0 ABSENCES AND TRAVEL
5.1 Faculty Absences

A faculty member should inform his departmental chairperson, who will report to the appropriate dean, of
any anticipated absence from an individual class so a substitute may be secured. It is thought to be to the
best interest of the students, the department and the faculty that the classes of absent instructors be taught
by members of the department if at all possible. The instructor who wishes to be absent from class for
personal or professional reasons should apply through the departmental chairperson to the appropriate dean.
Full pay is deducted from a faculty member's salary for unauthorized absences and such absences may
result in dismissal.

5.2 Faculty Leave
5.2.1 Sick Leave

All full-time employees are allowed one (1) day of sick leave for each month of full time service rendered
at South Plains College. This may accumulate to a total of sixty (60) working days. Full pay will be deducted
from each employee's salary for the days absent beyond accumulative sick leave.

When an employee returns to work after his sick leave, an absentee form should be completed, signed by
the departmental chairperson and the divisional dean and turned in to Human Resources.

5.2.2 Personal Leave

Personal leave for full-time employees for whatever reason and sick leave because of illness of dependents
or immediate family of the employee may be allowed up to three (3) days per year, with such leave charged
against the employee's sick leave.

South Plains College is covered by the federal Family and Medical Leave Act (the “FMLA”) and will
comply with the requirements of the Act. For details on this policy, please refer to Policy and Procedures
Manual DHDA. Family and Medical Leave of Absence or contact the Office of Human Resources.

5.2.3 Commencement Leave
The president of the college must approve permission for leave during spring commencement.
5.2.4 Bereavement Leave

All employees are allowed three (3) days bereavement leave each year because of death in the immediate
family. Immediate family is defined as spouse, mother, father, sister, brother, children, grandchildren,
grandparents, mother or father-in-law, and sister or brother-in-law. This type of leave does not accumulate
and full pay will be deducted after the first three (3) days.

5.2.5 Professional Leave

A request for absence from class for reasons of professional leave must be cleared with the departmental
chairperson, filed with the divisional dean and approved by the vice president for academic affairs.
Professional leave is defined as professional development activities, which directly contribute to
performance of duties as a faculty member.

5.3 Travel Request and Reimbursement

Travel expenses are limited to professional trips only and will be paid on the basis of the most economical
and practical means of transportation. A travel request form must be completed and approved by the
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department chairperson, divisional dean and vice president before the trip is started. Forms are available in
the business office and from your departmental chairperson.

Receipts for hotel or motel accommodations, registration or other expenditures must be obtained and turned
in for reimbursement. For more information on travel, please refer to the Policy and Procedures Manual,
under Employee Resources, CG 5.

Mileage will be reimbursed to full-time instructors who teach for the convenience of the college according
to established policy. Part-time instructors and overload assignments may be reimbursed mileage at the
option of the college.

5.4 Professional Development Leave

5.4.1 Objectives

a. To enhance the learning experiences of South Plains College students through professional
development of faculty and staff.

b. To encourage faculty and staff to explore methods for providing greater service to the community.
c. Toreward faculty and staff for meritorious service to the college and community.
d. To establish a mechanism to award professional development leave through a competitive proposal
system.
5.4.2 Eligibility Criteria

The applicant must have completed five consecutive years of full-time professional service with South
Plains College immediately prior to the beginning of the leave of absence.

An application for a leave of absence must be submitted no later than March 1 prior to the beginning of a
requested leave for the subsequent summer, fall, and/or spring semester.

5.4.3 Application Criteria
Application shall include, but not necessarily be limited to the following criteria:

a. Written Proposal: The applicant must submit a written proposal clearly detailing the purpose,
objectives, cost, and time frame of the leave of absence. Documentation supporting the request
should be incorporated into the proposal, and the applicant may add support from peers,
supervisors, etc.

b. Purpose of Leave: The applicant must demonstrate through his/her written proposal that the
primary purpose for the leave shall be to enhance the learning experiences of the students at South
Plains College and/or to help meet the community service responsibility of the college.

5.4.4 Selection Criteria
Applicants shall be judged upon, but not necessarily be limited to, the following criteria:
a. The merit of the proposal and its potential benefit to the college and the applicant.

b. Their demonstrated dedication of the applicant to the college, students and community, as reflected
by the applicant's past service. Meritorious service shall be a major factor in the approval process.

c. Capability of the institution to replace the services of the applicant during the leave. (The college
will make every effort to assist in this request.)

d. Availability of funds.
5.4.5 Funding Criteria
Funding for the leave of absence may include, but not necessarily be limited to the following:
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a. Up to full pay and benefits for a one-semester leave of absence.

b. Up to one-half pay with apportioned benefits for a two-semester leave of absence.

c. Project expenses when deemed appropriate and necessary to the objectives of the proposal.

d. Specific funding amounts will be determined upon recommendation of the selection committee and

approved by the president. Factors considered may include, but shall not be limited to, such items
as the necessity of project expenses, availability of other sources of financial support, personal
benefit to the applicant, etc.

5.4.6 Selection Committee
The selection committee shall be appointed by the president for each academic year.

The selection committee shall recommend to the president of the college approval or disapproval of the
request. If approval is recommended, the committee shall also recommend the conditions of the project,
including amount of financial support, time frame of the project, format for the reporting of results, and
other conditions as required.

5.4.7 Special Conditions

a. Persons who are approved for developmental leave must agree to return to South Plains College
for three academic years following their leave. Failure to comply with this condition will result in
required repayment of all salary received and all other approved expenditures on a prorated basis.

b. Likewise, persons who fail to comply with the approved developmental leave proposal will be
required to repay all salary received and all other approved expenditures. (i.e. Proposal states that
the candidate will pursue advanced graduate study, but instead uses the time for travel.)

6.0 COUNCILS
6.1 Council Definition

General Definition: A council is a permanent assembly, which meets at regular intervals and whose
membership is entirely ex-officio. A council may be legislative, advisory or consultative in nature.

6.2 Academic Council

I.  Purpose: The primary responsibility of the Academic Council is to review and coordinate all
curriculum and educational program revisions, including additions and deletions to the course
inventory, and to either approve or disapprove their adoption. Curriculum and program revisions
approved by the Academic Council are recommended to the Board of Regents for adoption.

Il.  Membership: The membership includes all departmental chairpersons, the Dean of Arts and
Sciences, Dean of Technical Education, Dean of Health Occupations, Dean of Dual Enrollment
and Distance Education and Director of Institutional Research and Reports, Dean of SPC Reese
Center, Vice President for Student Affairs, Dean of Admissions and Records, Director of Libraries,
Director of Advising and Testing, Director of the Teaching and Learning Center, and the Vice
President for Academic Affairs, who serves as chairperson for the council.

1. Meetings: The council meets twice a year and at other times as needed. Requests for special
meetings should be directed to the vice president for academic affairs.
6.3 Administrative Council

I.  Purpose: The Administrative Council services as the primary consultative body to the President of
the College and is responsible for the development and implementation of administrative policy
and procedures affecting the operations of the College. The council is also responsible for the
development, implementation and evaluation of the Institutional Plan of the College.
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Membership: The Administrative Council is composed of the following administrative officers; the
president, (who serves as chairperson), Vice President for Academic Affairs, Vice President for
Student Affairs, Vice President for Business Affairs, Vice President for Institutional Advancement,
Dean of Students, Dean of Arts and Sciences, Dean of Technical Education, Dean of Health
Occupations, Dean of Dual Enrollment and Distance Education and Director of Institutional
Research and Reports, Dean of Administrative Services, Dean of Students, Dean of Admissions
and Records, Dean of SPC Reese Center, Associate Dean of Information Services, Associate Dean
of Marketing and Recruitment, Executive Director of the Lubbock Center.

Meetings: The council meets at the call of the President.

6.4 Executive Council

Purpose: The Executive Council serves as the primary advisory council to the President of the
College and functions to coordinate the instructional and administrative operations of the College.
The Council is charged with reviewing and approving all administrative policies and procedures,
overseeing the planning and budgeting processes, and identifying and addressing challenges facing
the College. The Council serves to coordinate constituent, community and governmental relations
to the benefit of the College. There is no agenda for these meetings. Each person may discuss any
item of business that needs attention.

Membership: The Executive Council is composed of the President, Vice President for Academic
Affairs, Vice President for Business Affairs, Vice President for Student Affairs, and Vice President
for Institutional Advancement.

Meetings: The council meets each Monday morning. The only exception to this is when one or
more of the members cannot attend. There is no agenda for meetings. Each person may discuss any
item of business that needs attention. The President shall appoint a recorder for the purpose of
keeping minutes of business and decisions made.

6.5 Instructional Council

Purpose: The Instructional Council provides a primary communication link among the instructional
divisions of the College for the purpose of coordinating educational programs, curricula and
instructional policies.

Membership: The membership includes the Dean of Arts and Sciences, Dean of Health
Occupations, Dean of Technical Education, Dean of Dual Enrollment and Distance Education and
Director of Institutional Research and Reports, Dean of the SPC Reese Center, Director of
Libraries, Director of Instructional Technology, Vice President for Student Affairs, Director of
Institutional Effectiveness and Assessment, Executive Director of the Lubbock Center, Vice
President for Academic Affairs who serves as chairperson.

Meetings: The council meets monthly during the academic year and at other times as required.

6.6 Student Affairs Council

Purpose: The Student Affairs Council provides a primary communication link among student
support services for the purpose of coordinating student services, programs and policies.

Membership: The membership includes the Dean of Admissions and Records, Dean of Students,
Associate Dean of Students, Associate Dean of Marketing and Recruitment, Dean of Dual
Enrollment and Distance Education and Director of Institutional Research and Reports, Dean of
the Reese Center, Executive Director of the Lubbock Center and Workforce Development, Director
of the Plainview Center, Director of Advising and Testing, Director of Health and Wellness,
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Director of Student Life, Director of Financial Aid, Director of the Business Office, Coordinator
of New Student Programs and Vice President for Student Affairs who serves as chairperson.

Meetings: The council meets monthly during the academic year and at other times as required.

7.0 STANDING COMMITTEES
7.1 Committee Definitions and Rules

7.1.1 General Definitions:

Standing Committee - A standing committee is a permanent committee with a defined purpose whose
membership includes elected/selected persons and may include ex-officio persons. The establishment of
standing committees must be approved by the president of the college and be listed in the Faculty
Handbook.

Ad hoc Committee - An ad hoc committee is a temporary committee established to perform a given task
or activity for a specified period of time. Membership is usually determined by the person or group
originating the committee.

Ex-officio - Ex-officio refers to membership on a committee by virtue of position or office held.

7.1.2. General Rules for Standing Committees

a.

A quorum shall be a simple majority of the voting membership. Official business may not be
conducted without a quorum.

Ex-officio members of committees shall be voting members unless otherwise stated.

Members may send substitutes when personal attendance is not possible. Substitutes may
participate in all aspects of the meeting with the exception of voting.

If members consistently fail to attend scheduled meetings, the chairperson may institute measures
to have them replaced.

Elected/selected members who wish to resign from a committee should do so in writing to the
chairperson.

All meetings are open, and non-members are welcome to attend.

The committee shall have a recording secretary who is responsible for recording, distributing and
filing minutes of all meetings.

7.2 Admissions Committee

Purpose: The primary purpose of the Admissions Committee is to review admissions appeals from
students who have been either academically suspended or who do not meet regular admissions
standards. Upon review and/or personal interview, the committee determines acceptance or denial
of the appeal based on majority vote.

Membership: Since the primary purpose of the Admissions Committee is to review student appeals
for admission, the committee shall be composed of both faculty and administrative personnel. The
faculty is represented by four (4) individuals chosen by the Dean of Admissions and Records and
representative of the instructional areas of the college. Ex-officio members include: the Dean of
Admissions and Records (who serves as chair and secretary for the committee), Dean of Students,
Dean of Arts and Sciences, Dean of Technical Education, Dean of Health Occupations, Director of
Advising and Testing.

Length of Membership Term: The length of term for the faculty members is three (3) years, with
staggered appointments so that one (1) new member is selected each year. Members may not serve
consecutive terms.
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IV.  Meetings: All meetings are called by the chairperson and are based on submission of admissions
appeals.

7.3 ADN Admissions/Academic Standards Committee

I.  Purpose: The major purpose of the ADN Admissions/Academic Standards Committee is to
participate in the admissions process, to determine class membership, review academic and/or
clinical problems and acts on student disciplinary matters to determine re-admission to and
dismissal from the ADN program.

Il.  Membership: There are eight (8) members on this committee. The Director of Nursing Programs is
an ex-officio member. Members of this committee are selected by the Director of Nursing
Programs: four (4) members are selected from the ADN faculty, one (1) member is selected from
the Biology Department, one (1) member is selected from the Arts and Sciences Division, and one
(1) member is selected from the faculty at large. One (1) SPC advisor is selected to serve on the
committee and is mutually agreed upon by the Director of Advising and Testing and the Director
of Nursing Programs. The committee chairperson may request that the Vice President for Student
Affairs appoint a representative from student services to serve in an advisory capacity in cases
involving disciplinary action.

1. Length of Membership Term: Indefinite - Reviewed annually.
IV.  Officers: Chairperson - the Director of Nursing Programs serves as the chairperson.
V.  Meetings: The chairperson will call Meetings during the semester.

7.4 Athletic Committee

I.  Purpose: The purpose of the Athletic Committee is to review and approve athletic scholarships,
recruitment, and admission as proposed by the varsity coaches and athletic director.

Il.  Membership: There are four (4) faculty members, one (1) student representative and two (2) ex-
officio members on the Athletic Committee. The athletic director appoints the faculty members.
The athletic director selects the student representative. The President of the College and Athletic
Director are ex-officio members.

I1l.  Length of Membership Term: The length of term is four (4) years with one faculty member
terminating service each year. The student representative serves a one (1) year term and must be
selected after the fall semester begins. Members may not serve consecutive terms.

IV.  Officers: Chairperson - this office is elected by the membership at the first meeting each fall;
Secretary - this office is elected by the membership at the first meeting each fall.

V.  Meetings: The Athletic Committee meets at the beginning of each semester. Special meetings may
be called at the request of the athletic director or the committee chairperson.

7.5 Building and Grounds Committee

I.  Purpose: The Building and Grounds Committee serves as an advisory body, a communications link
for the Maintenance Department regarding the status of campus physical facilities and ensures that
South Plains College is in compliance with the Texas Hazard Communication Act and Rules. This
includes:
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a. Providing a means for communicating to the maintenance department breakdowns, needs,
problems, and differences regarding building/grounds maintenance, custodial status or
hazardous situations.

b.  Assisting with establishment of priorities for maintenance/custodial needs and dealing with
hazardous situations campus wide.

c. Assisting with establishment of maintenance and custodial standards and a system of
evaluation.

Membership: There are thirty-eight (38) members, including one (1) student representative, on this
committee, all of whom are selected by the Vice President for Business Affairs. Division leaders
and work place leaders who represent various buildings, departments and responsibilities are
among the membership.

Length of Membership Term: The length of term is indefinite, and is generally adjusted as needed
to cover all facilities on campus. The student representative serves a one (1) year term and must be
selected after the fall semester begins.

Officers: Chairperson - the Director of the Physical Plant shall serve as chairperson.

Meetings: The committee generally meets each fall and in the spring to review maintenance
requests. The chairperson may call special meetings when needed.

7.5.1. Campus Carry Committee

1.
V.
V.

Purpose: Assist the SPC President in decisions related to Campus Carry

Membership: Vice President for Student Affairs, Chairperson, Dean of Administrative Services,
Dean of the SPC Reese Center, Dean of Students, Director of Health and Wellness, Chief of Police,
Associate Dean Marketing and Recruitment, Director of the Plainview Center, Executive Director
of the Lubbock Center, Director of the Physical Education Complex, Faculty Senate President, one
administrative assistant from a vice president office, Student Government Association President,
and one faculty member from each of the following areas: law enforcement, emergency medical
services, government, education or reading, sciences (any area), paralegal studies, fine arts, nursing.

Length of Membership Term: TBD
Officers: Chairperson — Vice President for Student Affairs

Meetings: Annually and as called.

7.6 Distance Education Committee

Purpose: The Distance Education Committee serves as an advisory body to the Continuing and
Distance Education and Instructional Technology departments. Its primary purpose is to consider
policies, procedures and resources for distance education at South Plains College.

Membership: The Distance Education Committee is composed of the Dean of Dual Enrollment and
Distance Education and Director of Institutional Research and Reports, Continuing and Distance
Education Specialist, Dean of Admissions and Records or designee, Director of Instructional
Technology, Instructional Designer, Dual Credit Coordinator, two (2) faculty that are involved in
interactive television, two (2) faculty that are involved in web-based courses, and two (2) at large
representatives to be chosen by the Dean of Dual Enrollment and Distance Education and Director
of Institutional Research and Reports.

Length of Membership Term: Faculty will serve a three (3) year term. Members may not serve
consecutive terms.
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V.

V.

Officers: Co-Chairpersons - Dean of Dual Enrollment and Distance Education and Director of
Institutional Research and Reports and Director of Instructional Technology; Secretary- designated
by the co-chairpersons

Meetings: The Distance Education Committee meets once during the fall and spring semesters. The
co-chairpersons may call special meetings when needed.

7.6.1. ESP@SPC and Retention Committee

VI.

VIL.

VIII.

Purpose: The ESP@SPC and Retention Committee coordinates the overall implementation of
ESP@SPC and the retention plan for students at South Plains College. It provides leadership in
identifying strategies to improve student success and coordinating current ESP@SPC and retention
initiatives, and developing new initiatives. By reviewing and analyzing college and other student
success-related data, the committee develops and implements programs targeted to improve student
success. It is responsible for recommending policy development as it pertains to enroliment
management and retention activities of the college. The Committee shall report its findings and
recommendations to the Executive Council and the President of the College.

Membership: The committee includes ex-officio members including the Director of Advising and
Testing, Director of Institutional Effectiveness & Assessment, Dean of Dual Enrollment and
Distance Education and Director of Institutional Research and Reports, Director of Financial Aid,
Associate Dean of Students and Vice President for Student Affairs. Membership also includes
faculty representatives from the following divisions: Arts and Sciences, Technical Education
Division, and Health Occupations.

Length of Membership Term: For ex-officio members, the length of term is indefinite. Faculty
members shall serve alternating three-year terms. Student members shall serve one-year terms.

Officers: Chairperson - The Director of Advising and Testing and the Director of Institutional
Effectiveness & Assessment serve as the co-chairpersons.

Meetings: The committee meets at least twice during the fall and spring semesters. Special
meetings may be called at other times by the chairperson.

7.7 Evaluation Committee

Purpose: The major responsibility of the Evaluation Committee is to monitor the instructional
evaluation process. Important considerations include the evaluation instrument, the timing of the
evaluations, and the tabulation of results. Recommendations for modification of evaluation policies
or design of the instrument are directed to the Vice President for Academic Affairs. This
committee's responsibility for the evaluation process is limited to the instructional evaluation of
South Plains College faculty (full-time and part-time) by their students.

Membership: The Evaluation Committee is composed of departmental chairpersons, instructional
deans, Vice President for Academic Affairs. One (1) student representative serves on this
committee and is selected by the Vice President for Academic Affairs.

Length of Membership Term: The length of term is indefinite.

Officers: Chairperson — Vice President for Academic Affairs serves as the chair; Secretary - the
chairperson will designate the recording secretary for committee minutes.

Meetings: Regular committee meetings will be at the beginning of each fall and spring semester.
The chairperson may call special committee meetings.

7.8 Institutional Effectiveness Committee (IEC)
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I. Purpose: The purpose of the Institutional Effectiveness Committee (IEC) is to advise, facilitate and
monitor the program of institutional effectiveness at South Plains College. This committee is charged with
the responsibility to assure the systematic integration of planning and assessment at all levels; to coordinate
the collection, analysis and distribution of data useful for planning and decision-making; to develop and
monitor outcome measures of institutional effectiveness; and to facilitate and monitor compliance with
SACS accreditation requirements and standards.

I1. Membership: The IEC is comprised of 24 appointed members with representation from instructional
divisions (12 appointed members), academic and student support services (6 appointed members) and
administrative support services (6 appointed members). Members are appointed to the IEC by the President
of the College as recommended by the Administrative Council. The student representative is recommended
by the Student Government Association and the Director of Student Life. The Vice President for
Institutional Advancement, Vice President for Academic Affairs, Vice President for Student Affairs, the
Dean of Arts and Sciences, the Dean of Technical Education, the Dean of Dual Enrollment and Distance
Education and Director of Institutional Research and Reports, the Dean of Health Occupations, Dean of the
Reese Center, the Director of Institutional Research, Director of the Plainview Center, the Director of
Institutional Effectiveness and Assessment, and the President of the Faculty Senate are ex-officio members
of the committee.

I1l. Length of Membership: All appointed members serve staggered four-year terms. Members may be
appointed for consecutive terms.

IV. Officers: The Chairperson is appointed by the President of the College for a two-year term. The
chairperson may serve consecutive terms. The vice chairperson is selected by the membership of the
committee for a two-year term. The vice chairperson works with the chairperson in coordinating committee
projects and assignments. The Chairperson appoints the recorder.

V. Meetings: The IEC meets at least two times in the fall and two times in the spring. The chairperson may
call other meetings as needed.

7.9 Library Committee

I. Purpose: The Library Committee studies, evaluates, and makes recommendations regarding library
services, resources, and policies. This committee serves in an advisory capacity to the director of
libraries.

Il. Membership: The Library Committee is composed of one (1) faculty representative from each
instructional department chosen by the Departmental chairperson, one student representative
chosen by Director of Libraries, one representative from the Reese library, and the Director of
Libraries (ex-officio).

I1l. Length of Membership Term: The length of term is three (3) years and members may not serve
more than two consecutive terms. Membership terms are staggered so continuity can be maintained
on the committee. The student representative serves a one (1) year term and must be selected in the
spring for the following year.

IV. Officers: Chairperson - the chairperson is elected by the committee at the first meeting each
academic year. The chairperson may serve more than one (1) term; Secretary - the secretary is
selected by the chairperson.

V. Meetings: The Library Committee meets at the beginning of each semester. The chairperson may
also schedule special meetings as the need arises. An agenda will be prepared and minutes will be
kept of each meeting. Copies will be distributed to committee members and the director of libraries.
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7.10 Marketing and Recruitment Committee

Purpose: The Marketing and Recruitment Committee shall provide direction for the planning,
implementation, and assessment of institutional goals, objectives and strategies that ensure the
college of a stable and representative enrollment. As an advisory body, it is responsible for policy
development as it pertains to institutional marketing and student recruitment activities of the
college. It shall function as an information exchange network to facilitate decision-making and the
effective coordination of marketing and recruitment activities. It shall report its findings and
recommendations to the Executive Council and the President of the College.

Membership: The committee includes fifteen (15) ex-officio members, including the Dean of Arts
and Sciences, Dean of Health Occupations, Dean of Technical Education, Dean of Dual Enrollment
and Distance Education and Director of Institutional Research and Reports, Associate Dean of
Marketing and Recruitment, Dean of Admissions and Records, Associate Dean of Students,
Director of Advising and Testing, Director of Financial Aid, Director of Institutional Research,
Dean of the Reese Center, Director of the SPC Plainview Center, Executive Director of the
Lubbock Center and Workforce Development, Dean of Administrative Services, Director of
Student Life. Membership also includes four (4) faculty representatives from the Arts and Sciences
Division, three (3) faculty from the Technical Education Division and three (3) faculty from the
Health Occupations Division. Four (4) staff members from Marketing and Recruitment and New
Student Relations Offices shall be appointed as members by the Associate Dean of Marketing and
Recruitment. Two (2) student representatives, one from the Levelland campus and one from the
Reese Center shall be appointed by the committee chair based on recommendations from the
committee membership.

Length of Membership Term: For ex-officio members, the length of term is indefinite. Faculty
members appointed to the committee shall serve alternating two-year terms. Student members shall
serve one-year terms.

Officers: The Associate Dean of Marketing and Recruitment serves as the chairperson. The
recording secretary shall be appointed by the chairperson of the committee.

Meetings: The committee meets at least once during the fall and spring semesters. Special meetings
may be called at other times by the chairperson. Additionally, the chairperson of the committee
along with the respective divisional dean and faculty representatives will meet at least once a year
with the departmental chairpersons of that division for the purpose of exchanging information on
committee activities and decisions, soliciting input, advice and concerns from the departmental
chairpersons, and maintaining communication links with program faculty.

7.11 Professional Development Committee

Purpose: The Professional Development Committee serves as an advisory body, for the purposes
of assessing, planning and reviewing professional development activities for the employees of
South Plains College.

Membership: Members of the committee are Dean of Arts and Sciences, Dean of Technical
Education, Dean of the Reese Center, Dean of Admissions, Dean of Health Occupations, Dean of
Dual Enrollment and Distance Education and Director of Institutional Research and Reports,
Director of Human Resources, Director of the Teaching and Learning Center, Director of Advising
and Testing, Vice President for Academic Affairs, four faculty, one representative from classified
personnel, one representative from maintenance/grounds/custodial staff, one representative from
professional/non-faculty.

Length of Membership Term: The length of term of faculty members and staff shall be two years
with staggered terms for continuity on the committee. Members may not serve consecutive terms.

Faculty Handbook - 34



7.13

V.

Officers: Chairperson - the Vice President for Academic Affairs appoints the chairperson; Secretary
- the chairperson will designate the secretary.

Meetings: The committee will meet once during each fall and spring semester. The chairperson
may call special meetings when needed.

Registration Committee
Purpose: To review and evaluate registration processes and provide recommendations, as needed.

Membership: The Registration Committee is chaired by the Dean of Admissions and Records and
its membership shall consist of the Dean of Technical Education, Director of the Business Office,
Associate Dean of Marketing and Recruitment, Director of Advising and Testing, Associate Dean
of Information Services, Dean of Health Occupations, Director of Financial Aid, Dean of Arts and
Sciences, Registrar, Dean of Dual Enrollment and Distance Education and Director of Institutional
Research and Reports, Administrative Computing Specialist, Dean of SPC Reese Center, Director
of the Plainview Center and Executive Director of the Lubbock Center.

Length of Membership Term: None

Officers: Dean of Admissions and Records serves as chair of the committee and the Administrative
Assistant to the Dean of Students serves as secretary.

Meetings: The committee will meet once during each fall and spring semester. The chairperson
may call special meetings when needed.

Safety and Health Committee
Purpose: The purpose of the Safety and Health Committee exists to ensure reduce risk to

e To develop, monitor and promote a culture of safety, environmental health and security
consciousness throughout SPC.

e To conduct evaluations of campus facilities, equipment, and operations in accordance with
this manual and other standardized material as prescribed.

e To provide written recommendations and suggestions for corrective action, related to
safety and health, to the administration.

e To assist in the investigation of campus accidents as needed and to utilize findings for
further policy and procedure modifications.

e To review and revise this manual annually.

Membership: The Safety and Health Committee is chaired by the Vice President for Student
Affairs and its membership shall consist of the Vice President for Business Affairs, Vice President
for Academic Affairs, Dean of Students, Dean of Health Occupations, Dean of Arts and Sciences,
Dean of the Reese Campus, Dean of Technical Education, Dean of Administrative Services,
Associate Dean of Students, Associate Dean of Marketing and Recruitment, Executive Director of
the Lubbock Center, Director of Health and Wellness, Director of Campus Police, Director of
Human Resources, Director of Physical Plant, Director of the Plainview Center, Director of
Information Services, Disability Services Coordinator, selected members of the faculty, selected
student representatives and appropriate consultants as necessary.

Length of Membership Term: The length of term in indefinite, with exception of students who
may serve up to two years, or the duration of time enrolled at SPC.

Officers: The Vice President for Student Affairs serves as Chairperson
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V. Meetings: The chairperson will call meetings as needed.

7.14 Scholarship Committee

I. Purpose: The purpose of the Scholarship Committee is to serve as an objective body that reviews
and ranks applicants for college-wide scholarships. The committee also serves in an advisory
capacity to evaluate the scholarship selection process at the College and to recommend, as
necessary, changes to the policy and procedures that govern the process. The committee also assists
in establishing selection criteria for new scholarship programs, as needed.

Il.  Membership: The committee consists of at least eighteen (18) faculty members who are appointed
to at-large positions, the Scholarship Coordinator and the Director of Development. Faculty
membership is representative of the instructional departments of the College and the location of
programs. Recommendations for additional faculty membership are submitted by departmental
chairpersons to the Scholarship Coordinator who selects members as required for the evaluation of
scholarship applications.

I11. Length of Membership: Members of the Scholarship Committee are appointed to three-year terms
on a staggered basis (6-6-6). Members may not serve consecutive terms.

IV. Officers: Chairperson - the chairperson is selected by the committee on an annual basis. The
chairperson may serve more than one year; Secretary - the secretary is selected by the committee
membership at the first meeting each year.

V. Meetings: The committee will meet in August and March. The committee will also meet in April
to finalize the selection of scholarship recipients. Special meetings may be called at other times by
the chairperson.

7.15 Technology Committee

I. Purpose - The Technology Committee serves as an advisory body. Its primary purpose is to
establish priorities for a technology infrastructure, which will assist SPC in achieving its mission.
The committee will issue recommendations to the administration and maintain the South Plains
College Technology Plan.

Il. Membership: The membership includes: Vice President for Academic Affairs, Vice President for
Business Affairs, Associate Dean of Information Services, Dean of Arts and Sciences, Dean of
Technical Education, Dean of Students, Dean of Health Occupations, Dean of the Reese Center,
Dean of Dual Enrollment and Distance Education and Director of Institutional Research and
Reports, Director of Instructional Technology, Director of Libraries, Chairperson of The Business
Administration and CIS Department, Director of Institutional Research, Executive Director of the
Lubbock Center, the Director of the Plainview Center, and two faculty members.

I11. Length of Membership Term: The length of term is indefinite and is adjusted as personnel changes
occur on campus.

IV. Officers: Chairperson - the Associate Dean of Information Services serves as the chairperson;
Secretary - the chairperson will designate the secretary.

V. Meetings: The committee will meet during the fall and spring semesters. The chairperson may call
special meetings when needed.

7.16 Website Advisory Committee
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VI.

Purpose: The purpose of the Website Advisory Committee is to advise, monitor and coordinate the
continued development and maintenance of the South Plains College website, including its
structure, design, content, policies and procedures. This committee is charged with the
responsibility to study, review and recommend best practices in web content and design; to promote
author/user collaboration and support for this important resource by coordinating web-related
activities; to assist in evaluating the effectiveness and performance of the website and to
recommend appropriate improvements as needed,; to facilitate and monitor compliance with college
policies and procedures pertaining to the website; and to assist in creating an engaging, useful and
user-friendly site.

Membership: The Website Advisory Committee is comprised of 18 appointed members with
representation from instructional, student services and administrative support areas of the college,
one student representative and four ex-officio members for a total of 23 members. Members are
appointed to the Website Advisory Committee by the President of the College as recommended by
the Administrative Council. The student representative is recommended by the Student
Government Association and the Director of Student Life. The Associate Dean of Marketing and
Recruitment, Associate Dean of Information Services, Director of Instructional Technology and
the Web Content Coordinator are ex-officio members of the committee.

Length of Membership: All appointed members serve staggered four-year terms. Members may
be appointed for consecutive terms.

Officers: Chairperson: The Web Content Coordinator shall serve as committee chairperson. Vice
Chairperson: The vice chairperson is selected by the membership of the committee for a two-year
term. The vice chairperson works with the chairperson in coordinating committee projects and
assignments.

Recorder: The recorder is appointed by the chairperson

Meetings: The Web Advisory Committee meets at least two times in the fall and two times in the
spring. The chairperson may call other meetings as needed.

8.0 FACULTY SENATE PURPOSE, MEMBERSHIP AND ORGANIZATIONS

Purpose: The Faculty Senate is to provide representation for faculty and support services that have
concerns about the policies and procedures of their respective departments and/or SPC as a whole.

Membership: The membership is composed of representatives designated by each department and
is open to all full time faculty and support services.

Length of Membership Term: The length of the term is determined by Chairperson’s appointment.
Officers: President, Vice President, and Secretary are elected by the Faculty Senate members.

Meetings: Monthly.

Non-Discrimination Policy Statement

South Plains College does not discriminate on the basis of race, color, national origin, sex, disability or age in its programs and
activities. The following person has been designated to handle inquiries regarding the non-discrimination policies: Vice President
for Student Affairs, South Plains College, 1401 College Avenue, Box 5, Levelland, TX 79336. Phone number 806-716-2360.
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SOUTH PLAINS COLLEGE
SAFETY AND HEALTH PLAN

(Revised 10-5-18)

INTRODUCTION

The South Plains College Safety and Health Plan outlines general policies and procedures with
which all employees should be familiar. In the event of an emergency, it may be too late for this
plan to be consulted. All employees are encouraged to review this plan and be familiar with its
content. This plan is developed and maintained by the Safety and Health Committee. The
committee welcomes comments and suggestions from all parties to ensure that College
operations provide for a safe and healthy environment for work and study.

South Plains College recognizes its responsibility to maintain a safe and healthy environment for
employees, students and visitors. This document has been prepared under the premise set forth in
the College’s Statements of Institutional Commitments, which form the core beliefs of the
organization.

“Commitment to a Quality Campus Environment: We recognize the importance of providing a
safe, clean and accessible work and learning environment that is characterized by integrity, clear
communications, an open exchange of ideas, appreciation for personal worth, involvement in
decision-making and respect for all individuals.”

Safety is everyone’s responsibility and in most instances is rooted in one’s awareness of potential
hazards and common sense response to such hazards. The policies and procedures outlined in
this plan are based upon the latest information identified by the College and do not purport to be
or to include the latest or most definitive information. The College makes no such claim and
offers no assurance that this is the case. This material is informational only and not contractual.
Employees are responsible for keeping themselves informed and to taking necessary precautions
for their own safety and the safety of others.
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SOUTH PLAINS COLLEGE
SAFETY AND HEALTH PLAN POLICY STATEMENT

As an employee of South Plains College, you are the most valuable and important resource of
this College. The College cannot perform its vital public mission for the citizens of Texas
without the enthusiastic, energetic, professional, and dedicated work performed by every one of
our employees.

The safety and health of all employees, students and visitors is a major concern. I intend to make
every effort possible to provide a safe and healthy college. A safe and healthy workplace is
important for everyone and does not happen by chance. Safety is everyone’s responsibility, and
everyone, without exception, is personally accountable to help and support the safety and health
program. Everyone is asked to cooperate with the appointed Safety and Health Committee in the
implementation and continued success of the South Plains College Safety and Health Plan.

I personally am committed to this plan and will do everything I can to support, promote, and
participate in a safe and healthy workplace. This commitment is also expected of every
supervisor in our College. It is my intent that this institution, at a minimum, complies with all
applicable risk management laws, rules, regulations, and standards; takes no shortcuts when it
comes to safety and health; and, gives risk management priority consideration when it comes to
making decisions. If everyone does their part, we can maintain an organizational culture that
integrates safety and individual concern in our work practices and behavior whether at work or at
home.

South Plains College adopts, by reference, all applicable and appropriate safety-related
provisions of the Risk Management for Texas State Agencies (RMTSA) Guidelines, (Volume III,
Workers’ Compensation Exposures) as a comprehensive source for risk management programs.
In addition, risk management program elements and procedures specific to our College
operations are contained in the attached manual.

Dr. Robin Satterwhite, President
South Plains College
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SECTION I: STANDARD OPERATIONS

Administration of Health and Safety

Safety and Health Committee

The Safety and Health Committee Chairperson is appointed by the President to assume the
responsibilities identified in this plan and to chair and direct the activities of the Safety and
Health Committee.

Membership of the Safety and Health Committee shall consist of the Vice President for Student
Affairs (chair), Dean of Students, the Associate Dean of Students, Dean of the SPC Reese
Center, Director of the Plainview Center, Executive Director of the Lubbock Center, Dean of
Health Occupations, Dean of Arts and Sciences, Dean of Technical Education, Director of
Health & Wellness, Associate Director of Health & Wellness, SPC Police Chief, Director of
Human Resources, Director of the Physical Plant, Associate Dean of Marketing and
Recruitment, selected members of the faculty, selected members of the student body, and
appropriate consultants as necessary.

The committee has the following tasks:

« To develop, monitor, and promote a culture of safety, environmental health and
security consciousness throughout SPC.

« To conduct evaluations of campus facilities, equipment, and operations in accordance
with this manual and other standardized material as prescribed.

« To provide written recommendations and suggestions for corrective action, related to
safety and health, to the administration.

« To assist in the investigation of campus accidents as needed and to utilize findings for
further policy and procedure modifications.0  To review and revise this manual
annually.

Employee Responsibilities

Each supervisor is responsible for ensuring safe working conditions are provided for those
employees under their supervision and for investigating reports of unsafe working conditions.
Each supervisor is also responsible for knowing the safety and health guidelines, investigating
accidents, reporting accidents and properly advising the administration and the Safety and Health
Committee of appropriate situations. Similar responsibilities are expected of faculty members
and department chairs with respect to the students they instruct and supervise in clinical, shop,
laboratory and field trip settings. Similarly, supervisors and faculty should assist in maintaining
and improving campus safety, health and security. Each employee is to place safety and health
requirements as top priority in the performance of their work duties for South Plains College.
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The protection of students, fellow employees, and the public on the College’s property is a
shared responsibility of every employee.

All employees are responsible for notifying their immediate supervisor of a violation or
deficiency in safe and healthful working conditions and for recommending corrective measures,
if possible. Additionally, the employee’s immediate supervisor is to be notified of every injury or
accident regardless of how trivial such accidents may appear at that time.

Disciplinary Procedures for Violations

Students

Student behavior in violation of established safety policies may be considered a violation
of the Student Code of Conduct. In addition, a student’s grade may be downgraded as a
result of the student’s failure to properly observe safety procedures within the laboratory

or shop. Possible sanctions and appeal procedures are set forth in the current Student
Guide.

Employees

Employees who violate safety and health requirements may be disciplined though procedures

outlined in the SPC Policy and Procedures Manual. Depending on the facts and

circumstances involved in each situation, the College may choose to begin corrective action

at any step up to and including immediate discharge.

The following sections of the Policy and Procedures Manual provide further information
regarding this matter:

DC - Grievance Procedure

DDC - Due Process

DDD - Corrective Action

DDE - Employee Conduct and Work Rules

Inspections and Compliance Requirements

Annual Inspections

The Texas School Safety Audit is conducted every three years. This is an audit of the
College’s facilities and operations and is conducted under the direction of the Safety and
Health Committee. Each audit records pertinent safety violations, noncompliance items, and
observed deficiencies. Employee(s) directly involved in the use or operation of the facilities
or functions being inspected are asked to participate in the inspection process.

The physical plant is required by law to do annual inspections such as elevator, fire alarm,
fire extinguisher, and back flow inspections. The results of these annual audits are
housed in the physical plant.
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An Annual Fire Safety Report is mandated by the Higher Education Opportunity Act. A copy of
the SPC Annual Fire Report is available in the SPC Police Office on the Levelland Campus. In
addition, a copy of the annual fire report is available in the office of the Dean of Students.

Reporting Non-compliance

Safety concerns and violations of safety standards are reported on the Safety Concern form
at http://www.southplainscollege.edu/about/campussafety/complaints.php. Reports will be
received by the Dean of Students and appropriate steps to correct the situations will be
taken. The Safety and Health Committee will review all safety concerns and the
resolution of the concern at each Safety and Health Committee meeting.

Imminent Danger Action
Situations that require immediate attention due to an imminent danger will be brought to the
attention of the SPC Police department directly by the individual who sees the danger.

Rights of Employees

Employees are encouraged to report any safety concern on the Safety Concern form at
http://www.southplainscollege.edu/about/campussafety/complaints.php. Furthermore, any
employee may report, to the appropriate supervisory personnel, any observed violations or
deficiencies. An investigation of the complaint by appropriate supervisory personnel and
notification of the results is to be given to the employee originating the complaint. The rights of
employees will be exercised without retaliation on the part of any employee of the College.

Reporting of Accidents

General

The Accident/Injury Report Form should be completed anytime an employee, student or visitor
is involved in an accident/injury while attending classes, labs, clinicals, or participating in an
SPC activity. If the individual is an employee the form needs to be filled out when the employee
was performing work related duties.

The Accident/Injury Report Form can be located online at
http://www.southplainscollege.edu/about/campussafety/complaints.php .

The individual involved in the accident will normally complete the form, providing as much
detail as possible. In the event the injured party is unable to complete the form, an SPC
employee with knowledge of the situation will complete the form.

Pictures from the location where the accident/injury occurred can be attached to the
Accident/Injury Report Form.

Employee related accident/injury reports will be forwarded to the Director of Human Resources.
Student or visitor related accident/injury reports will be forwarded to the Dean of Students.
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All serious accidents, as defined below, will be investigated by the appropriate supervisory
personnel and the findings documented as soon as practical: O Serious injury to an
employee or student.

« Serious injury caused by College operations to another party.

«  Major loss of College equipment or property.

«  Major loss of equipment or property belonging to another party caused by College
operations.

Reports of the findings will be reviewed with the appropriate supervisory personnel and
appropriate administrative staff as soon as the investigation is complete.

Upon learning of a serious accident involving employees or equipment, an employee should
notify the College’s Vice Presidents and appropriate supervisory personnel immediately. The
Vice President will inform the Office of Marketing and Recruitment and the President’s Office.
Serious accidents will be investigated by the appropriate supervisory personnel and reviewed by
the appropriate Vice President.

The College is required to maintain a listing of all workplace illnesses and injuries and to
complete a summary report of the findings to the state annually. The Accident/Injury Report
Form is to be completed immediately following an injury, no matter how slight.

Accidents Involving SPC Students

If a student is involved in a serious accident, an employee must call 911 and have EMS evaluate
for further medical need. If a student is transported to a medical facility based on a serious
accident a urine drug screen will be required.

Release of Information

In the case of serious accidents, supervisors and employees may not release information to the
news media. Information to the media is to be provided by the Office of Marketing and
Recruitment College through a designated spokesperson. If contacted by the media please refer
these individuals to the Office of Marketing and Recruitment.

Reporting of Crimes on College Property

General Information

The College provides 24-hour law enforcement services for the Levelland Campus. Law
enforcement services are available while classes are in session at the SPC Reese Center and
Lubbock Center. The Plainview Center is served by contract police officers and the City of
Plainview Police Department. The SPC Police Department is responsible for investigating all
crimes and accidents occurring on College property. The SPC Police Department monitors the
buildings and grounds for breaches in campus security or potential threats to students,
employees, and visitors. SPC Police Officers are certified Texas Peace Officers with full law
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enforcement authority. SPC Police can be reached at the numbers listed in the Student Guide, or
the Emergency Response Guide.

Reporting Procedures
All crimes or suspected criminal activity occurring on College property or at any
Collegesponsored event should be reported immediately to the SPC Police Department.

Altercations and Other Disturbances

Contact the SPC Police Department or the Dean of Students at the Levelland Campus concerning
any altercation or disturbance by students on campus. At the Reese Center call the SPC Police or
the Dean of the SPC Reese Center. At the Lubbock Center or Plainview Center, contact the
police officer on site or the Center Director. If, in the opinion of the employee, the incident
warrants emergency service personnel, 911 may be called directly by the employee. The
employee should attempt to obtain the names of anyone who observed the incident or who might
be able to provide any information useful in the investigation of the incident.

Campus Police Services

Access to Campus Facilities
Campus security is a shared responsibility among all employees. Special arrangements can be
made for unlocking or locking buildings by calling the SPC Police Department.

Contractors may be provided temporary access to facilities to perform service or construction
work during periods the College is closed. Special arrangements should be made with the
Director of Physical Plant to assure that building security is provided during these periods. The
Director of the Physical Plant oversees the issuance of keys to employees for access to buildings
and rooms the employee might need to enter to conduct their duties.

An employee’s supervisor may provide access to other areas on a temporary basis when such
access is warranted. An employee may not lend any building key to another employee and is
responsible for any misuse or breach of security that results from this transfer. Keys are not to be
transferred from one employee to another nor any building key duplicated.

Police Escort Services

The SPC Police are available to accompany individuals to their cars or residence halls during
evening hours or when an individual feels that an escort is needed.
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Medical Emergencies, First Aid, and Medical Treatment

Requests for Emergency Medical Assistance

In cases where emergency medical attention is needed call 911 and ensure the injured individual
is cared for and evaluated. If possible have someone meet the ambulance and direct them to the
individual needing attention.

Student Medical Treatment for Accidents

Students who receive medical treatment as a result of an accident are covered under the Student
Accident Insurance Policy as outlined in the General Catalog and the Student Guide. The
student must fill out the online Accident/Injury Report form.

Information and claim forms for the Student Accident Insurance Policy will be provided to the
student after the student submits the online Accident/Injury Report form. The student is
responsible for completing Part II of the form and taking a copy to the treatment facility and
sending the original to the insurance agent.

Medical Return to Work Authorization

In some situations, a Return to Work Authorization may be required from the attending
physician before an employee may return to work. The employee’s supervisor is responsible for
seeing that this form is sent to the Human Resources Office allowing the employee to return.

First Aid Kit Location

It is recommended that each department or office maintain a first aid kit for non-emergency
medical care. The location of this kit should be communicated to all employees working in that
area.

Automated External Defibrillator (AED) Locations and Maintenance

AEDs are provided by the College in strategic areas and training offered to employees on how to
use AEDs. The Associate Director of Health and Wellness is responsible for ensuring batteries
on AEDs are replaced at the appropriate time intervals. If a battery starts chirping prior to being
replaced contact the Associate Director of Health and Wellness to have this attended to.

Levelland — Located in all buildings (except Smallwood & Magee residence halls) and
the SPC Police Car

Reese Center — Located in all SPC buildings
Lubbock Center — Eight units located throughout the building

Plainview Center— One located in main building & one located in welding technology
building
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First Aid, CPR and Stop the Bleed Training
Trainings are offered free of charge to SPC employees. It is recommended that each department
have at least one individual trained in these skills.

Power Losses

General Information

The College may experience power losses to one or more buildings due to storms, power
company disruptions, or damage to the service lines entering the campus or center. These
interruptions can lead to conditions that may result in personal injury or damage to equipment or
facilities. This section sets forth general procedures to be used in the event of loss of power.

Power losses greatly increase the likelihood of an accident due to the following:

« The loss of lighting increases the possibility of injury to those moving throughout the
building/campus.

- The attendant electrical surge accompanying the restoration of power may damage
electrical devices not switched off.

« The operation of electrical devices during a phase loss may result in damage to these
devices.

« The electrical loss may disrupt telephone service and emergency devices such as fire
alarms.

In the event of power loss, every effort should be made to immediately turn off all electrical
equipment within an employee’s work area before power is restored to protect the equipment
within their area. When sufficient lighting exists during day hours to work safely and the
building is comfortable without air conditioning, the building may remain open for operation.
During evening operations, the building may be evacuated. Further directions concerning class
schedules will be provided by the Vice President for Academic Affairs.

Reporting Power Losses

In general, the loss of power or the disruption in normal electrical service should be reported
immediately to the Director of the Physical Plant (806-893-2922) and the Maintenance
Supervisor (806-891-2363). Maintenance staff will investigate the scope and condition of power
loss and proceed to correct the matter accordingly.

In instances when power loss is due to the disruption of utility service, the electric company will
be called to restore services.

Emergency Lighting

During periods of power outages, emergency lighting will automatically come on in the hallways
and stairways of all buildings that have these devices.
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Weather Events

Weather Delays and Cancellations

The College will delay or cancel classes when inclement weather poses concern for the welfare
of students and employees. This decision is made by the President of SPC. Information about
delays or class cancellations will be communicated to employees via the Emergency Notification
System. Email, text and telephone messages will be sent to faculty, staff and students. When the
College is closed, information will be made available through local radio and television stations
for updates on the College’s schedule of operation.

Severe Weather

In the event of severe weather, the South Plains College Emergency Operation Plan (policy GB)
will guide the College in its response to the crisis situation.

Personal Protective Equipment

Policy

South Plains College recommends, and in some instances requires its employees to use, personal
protective equipment for eyes, face, head, and extremities, together with protective clothing,
respiratory devices, and protective shields and barriers when potential hazards exist. All required
personal protective equipment is provided by the College and is to be used and maintained in a
sanitary and reliable condition wherever it is necessary due to the hazards associated with a
process or the environment (e.g., chemical hazards, radiological hazards, or mechanical irritants).
Such hazards include the exposure to or performance of:

Hot solids, liquids, or molten metals

Milling, sawing, turning, shaping, cutting, or stamping of any solid materials
Heat treatment, tempering, or kiln firing of any metal or other materials

Gas or electric arc welding

Repair or servicing of any vehicle

Caustic or explosive chemicals or materials

IR A

Responsibility of Departments

The provision of necessary personal protective equipment and wearing of said equipment at all
appropriate times is the responsibility of each individual department head. The College has
furnished an initial stock of eye and face protective devices to departments that have indicated a
need. All subsequent needs and requirements for eye and face protection devices, as well as
needs for all other types of personal protective equipment and devices, should be met by
departments with their regular budget allocations.

The maintenance of personal protective equipment in a sanitary, usable, and reliable condition,
the issue and recovery of units of equipment, the replacement of worn or defective equipment,
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and the addition of inventory to meet current needs, is the responsibility of individual
departments.

Eye and Face Protection (Employees and Visitors)
Certain areas of the College may be considered areas where eye protection is warranted at all
times. These areas will be designated “100% Eye Protection Areas” by Department Head.

Employees and students are required to wear proper eye protection for all work that may expose
them to any of the hazards listed in Section 1-9.1. Employees and students with work
assignments in close proximity to the performance of these tasks and with a potential exposure to
eye injuries are required to wear appropriate eye protection. Any visitors who enter areas that
require the use of safety glasses must be provided with them for protection. Individuals who
require the use of corrective lenses and are required under this policy to wear eye protection will
wear safety glasses designed to fit over their corrective lenses.

Hand/Foot Protection
Maintenance employees must wear some type of glove when their job duties may subject their
hands to possible abrasion, cutting, or chemical exposure.

Sturdy work shoes are recommended for maintenance and shop work. Athletic shoes and canvas
loafers are not recommended as work shoes for individuals with shop responsibilities.
Employees whose duties involve the use of certain types of power equipment (e.g., lawn mower,
weed eater, edger) or the movement of heavy objects should use safety work shoes with metal
toes.

Academic Laboratory and Shop Practices

General

Instructors are responsible for the observance of industry accepted and government mandated
safety procedures within the laboratories and shops in which they teach. This manual does not
attempt to specify or mandate procedures for a particular area. The instruction of students in
proper safety practices must be incorporated into the content of each course requiring shop or
laboratory work. The observance of safe laboratory or shop practices in the developing
tradesperson or technician should be an expected outcome. Each instructor is responsible for:

« Understanding the proper safety practices appropriate to the procedures and machines
utilized within their area of instruction.
« Enforcing established or recommended safety rules within their area of instruction O
Correcting unsafe actions by students or part-time faculty
- Eliminating unsafe conditions within their areas or resolving them with the assistance
of their department chair or Safety and Health Committee.
- Participating in the safety program and providing information when requested.
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New Employee Safety and Health Orientation

Policy

South Plains College requires all new employees to attend a new employee orientation. This
orientation includes an awareness of safety importance and the employee’s responsibility for
maintaining a safe and healthy work environment. An overview of workplace safety basics is
also provided. The expected results are that SPC employees are more safety conscious
employees who are receptive to learning and practicing the specifics of a safe, healthy
workplace.

Safety Orientation for New Employees

All new employees of South Plains College will participate in a safety and health orientation
program within (2) two weeks of their first day of reporting to work. The orientation will consist
of the following information:

« General safety policies of the College

«  Fire reporting procedures

«  Fire extinguisher location and use

«  Fire prevention

« Safe lifting techniques

« Hazardous Materials Communications (MSDS)

« Communicable disease policies
The new employee’s supervisor will present safety procedures and policies specific to the new
employee’s position and any information the supervisor feels will provide the new employee
with a safe environment.

Smoking Policy

South Plains College prohibits the use of any tobacco product, electronic cigarette, or vapor
device throughout all indoor areas and within a 25 foot perimeter around all facility entrances,
exits and HVAC air intake vents under the control of SPC, including sporting facilities and SPC
vehicles. Included in this ban are tobacco products of all types (including, but not limited to,
cigarettes, cigars, pipes, chewing tobacco, snuff and all other kinds and forms of tobacco
prepared in such a manner to be suitable for spit tobacco use, smoking, or both). This ban also
includes herbal tobacco products and simulated tobacco products that imitate or mimic tobacco
products such as e-cigarettes, vapor cigarettes, pipes or other types of inhalation devices. (SPC
Policy and Procedure Manual section GFA.)

Handling of Suspicious Mail

Employees and the students of South Plains College are encouraged to use caution when
handling incoming mail. The Department of Homeland Security lists the following
characteristics of a suspicious package:

* Rigid or bulky

* Lopsided or uneven
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*  Wrapped in string

» Badly written or misspelled labels

* Generic or incorrect titles

* Excessive postage or no postage

* Foreign writing, postage, or return address

* Missing, nonsensical or unknown return address
* Leaks, stains, powders, or protruding materials

» Ticking, vibration, or other sound

The United States Postal Service states that if you receive a suspicious letter or package:

* Stop. Do not handle it.

» Isolate it immediately.

* Do not open, smell or taste it.
* Contact SPC Campus Police

The United States Postal Service states that if you suspect the mail or package contains a

bomb (explosive), or radiological, biological, or chemical threat:

» Isolate the area immediately
« Call911
*  Wash your hands with soap and water

SECTION 2: FIRE PREVENTION AND PROTECTION
REQUIREMENTS

Standard Operating Procedures

Fire Prevention Procedures
The following procedure must be followed in an effort to reduce the risk of fire:

« Sufficient waste receptacles should be provided and emptied on a daily basis.

« All oily cloths are to be kept in a covered metal can.

« Accumulations of paper and flammable materials are to be kept to a minimum.

« Combustible materials should be stored in a proper cabinet or container and away
from heating or electrical devices.

+  Finely divided material produced in shops or laboratories (e.g., sawdust or fabric)
should be frequently removed to prevent accumulation.

Exit ways

No obstructions may be placed in front of or upon any exit door. No aisle, exit access, or
stairway may be obstructed with furniture or other obstructions so as to reduce the required
width of the exit way during hours the facility is open to students or employees.
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Doors, Hallways, Stairways, and Landings

Fire doors separating stairwells from hallway or smoke partition doors must be maintained in
working order. They are never to be blocked, wedged, or tied open. The storage of any kind, or
the use of office or laboratory equipment in the hallways or stairways, is strictly forbidden.

Railings, Steps, Walks
The area immediately outside of building exits will be maintained free of material at all times.
Bicycles and vehicles are not permitted on sidewalks immediately adjacent to an exit.

Fire Extinguisher

Fire extinguishers, in appropriate sizes and types, are provided throughout the campus for normal
activities in each area. Extinguishers are inspected as required by a qualified contractor. The
theft

of or tampering with an extinguisher should be reported immediately to the SPC Police
Department.

Fire Evacuations

Fire alarms or other evacuation notification procedures will be sounded to evacuate the building
or buildings. Able individuals are encouraged to assist with the evacuation of disabled and
impaired persons when possible.

As soon as the fire alarm is activated, the faculty, staff and students will immediately exit the
building by the nearest exit. Any faculty teaching a class when an alarm is activated should
supervise an orderly exodus of students from the classrooms and buildings. All classroom doors
should be closed after everyone has exited. The faculty member will stay with the class until the
administrator in charge has made the all-clear announcement and normal activities can be
resumed. Under no circumstance is anyone allowed to re-enter the building until the reason for
the alarm has been determined and corrected.

Employees must know where all exits are in the buildings in which they work. The Safety and
Health Committee will provide information in an appropriate manner so that everyone has a
working knowledge of the evacuation procedures.

It is the responsibility of employees to make certain their areas are evacuated promptly and
properly.

The purpose of these procedures is to reduce the likelihood of injury or death in the event of a
fire or any other major catastrophe that would necessitate the evacuation of any of the buildings
on the College campus. Knowledge of the evacuation routes will reduce the possibility of panic
or unsafe action in the event of an emergency.
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Fire Log

The Higher Education Opportunity Act (HEOA) requires that all Title IV eligible institutions
that participate in any Title IV program and that maintain on-campus housing facilities publish
an annual fire safety report, maintain a fire log, and report fire statistics to The Secretary of
Education. A copy of the SPC fire log is available in the SPC Police Office on the Levelland
Campus. In addition, a copy of the annual fire report is available in the office of the Dean of
Students.

SECTION 3 — (POLICY GG) COMMUNICABLE DISEASE
POLICY

Objectives of the Policy

1. Minimize the risk of students or employees acquiring or transmitting communicable diseases
through an organized education program, which shall emphasize primary prevention. 2. Protect
the confidentiality of students or employees with a communicable disease.

General Policy Statement

South Plains College recognizes that students, employees, and other individuals with
communicable diseases may wish to engage in as many of their regular pursuits as their condition
and ability to perform their duties allows, including attending classes or working. As long as these
individuals are able to meet acceptable performance standards, and medical evidence indicates
that their conditions are not a threat to themselves or others, the administration of South Plains
College should be sensitive to their condition and ensure that they are treated consistently and
equally with other students and employees. At the same time, South Plains College has an
obligation to provide a safe environment for all students and employees.

General Guidelines

The following general guidelines apply to all communicable diseases listed on the Texas
Notifiable Conditions list distributed by the Texas Department of State Health Services
(https://www.dshs.texas.gov/idcu/investigation/conditions).

a. If an individual has, or suspects they have, a communicable disease, they should
consult with their physician to receive reporting requirements. If instructed by their
physician the individual should immediately report the matter to the Dean of Students
(for students) or the Director of Human Resources (for employees) who may provide
information on educational resources, counseling referrals and testing referrals.

b. As a general rule, those individuals who are diagnosed with a communicable disease
and who have been cleared by a physician not to be infectious to others, will be
permitted to attend classes/work and utilize college facilities in an unrestricted
manner.
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c. [Each case will be handled on an individual basis with the input of the Health
Response Team (HRT). The HRT may consist of the following college personnel:
Dean of Students, Director of Human Resources, the Associate Director of Health &
Wellness, the Dean of Health Occupations, with consultation from the State Health
Department, the SPC contracted physician, and the individual’s physician. The Dean
of Students (for student cases) or the Director of Human Resources (for employee
cases) is responsible for gathering the input of this group. The input of the HRT shall
be used to consider whether the individual diagnosed with a communicable disease
might pose a risk of transmission to others in the classroom and/or college setting.
Each case shall be reevaluated at reasonable intervals, so long as the individual has a
communicable disease and remains enrolled or employed or continues to perform a
service for the college.

d. A student, employee or other individual who has a communicable disease and who
desires to participate in college activities should be encouraged to provide current
reports from the treating physician concerning his/her condition, whether they should
be in contact with others, and if current health status permits him or her to attend
classes or college functions, or perform the essential functions of his or her job. SPC
reserves the right to require a medical examination of an employee by a physician
appointed by the college to determine fitness for duty and to ensure that the illness
does not pose a direct threat to others.

e. Ifa HRT member receives information from any source that an individual has a
communicable disease, they are to immediately report the information to the Dean of
Students (for students) or the Director of Human Resources (for employees).

f. The Dean of Students (in student cases) or the Director of Human Resources (in
employee cases) will convene the HRT to review the incident and develop an action
plan.

g. Should any disease reach an epidemic or pandemic state, the college will monitor the
situation by communicating with local and/or state health officials in order to provide
appropriate information to the college community and develop plans to minimize
exposure which may include the temporary closure of facilities or campuses if, after
consulting with local and/or state health officials, such closures are in the best interest
of the college and community.

h. An individual’s health condition is personal and confidential, and reasonable
precautions should be taken to protect information regarding an individual’s health
condition. All college personnel will respect the medical privacy rights of all
individuals and comply with all laws regarding the confidentiality of medical
information, including Health Insurance Portability and Accountability Act (HIPAA),
Family Educational Rights and Privacy Act (FERPA), and the Texas Health & Safety
Code. Information shall not be shared, published, or re-disclosed except as permitted
by law.

i.  The HRT shall monitor the medical status of all individuals identified as having a
communicable disease. Changes in the individual’s medical status may warrant
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reevaluation of the HRT’s previous recommendations and/or consultation with
medical personnel. The circumstances will be reviewed on a case by case basis and
will serve to provide the protection of the individual and the college population.

j. Recommendations for notification and decontamination will be provided by the local
health jurisdiction. The college will comply with these recommendations.

k. Students and employees in allied health programs are subject to additional
requirements in the event of exposure to a communicable disease. These protocols
are maintained at the departmental level.

Communicable Disease Review Committee

The Health Response Team (HRT) will review any case of communicable disease that may be of
public health concern on a continuing basis. The committee will issue recommendations to the
administration on the individual’s potential threat or danger to himself/herself and others in
South Plains College or its clinical affiliates. When considering recommendations of dismissal
of a student or discharge of an employee with a communicable disease, the HRT will consider
the interests of the affected individual, other students and employees, patients in clinical
affiliates, and the college.

The HRT will review this policy biannually on odd numbered years.

Date Revised: 3/18/2019 by Executive Council
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SECTION 4: BLOODBORNE PATHOGENS

Effective April 16, 2019 South Plains College adopted the Bloodborne Pathogens Exposure
Control Plan (June 2012 version) as issued by the Texas Department of State Health Services
[https://dshs.texas.gov/WorkArea/linkit.aspx?LinkIdentifier=id&ItemID=23853]. An

adaptation of the State plan will be reviewed and adopted for the 2019-2020 Safety and Health
Plan review.

Safety & Health Plan — Rev. 10/5/2018


https://dshs.texas.gov/WorkArea/linkit.aspx?LinkIdentifier=id&ItemID=23853
https://dshs.texas.gov/WorkArea/linkit.aspx?LinkIdentifier=id&ItemID=23853
https://dshs.texas.gov/WorkArea/linkit.aspx?LinkIdentifier=id&ItemID=23853

SECTION 5: POLICY FI - CARE TEAM
Campus Assessment, Response and Evaluation (CARE) Team

Policy/Procedure

South Plains College is committed to providing learning opportunities that are high quality,
accessible, flexible and affordable in a learning environment that is innovative, stimulating,
compassionate, safe, diverse and supportive of the community. On rare occasions the College
may be required to respond to students who may be in crisis or whose mental, emotional or
psychological health condition may directly threaten or disrupt the learning environment. The
CARE Team has been created to provide a caring, confidential program of identification,
intervention and response in order to provide students with the greatest chance for success.

Purpose
The CARE Team is established to:

* Monitor and/or provide a systematic response to situations involving students whose
behavior or mental, emotional or psychological health condition may be disruptive or
harmful to themselves or others in the College community or students who may pose a
direct threat to themselves or to the health and safety of the members of the College
community.

* Provide recommendations regarding reasonable accommodations that may be provided to
students with mental health issues to enable the student to remain safely in their
educational program.

* Provide a multi-disciplinary panel of medical, law enforcement and administrative
professionals to consider whether a student meets the standard to be involuntarily
withdrawn from the university.

Composition

The Care Team Committee consists of the Dean of Students, Dean of SPC Reese Center,
Associate Dean of Students, Associate Director of Health and Wellness, and the Director of
Health and Wellness. The composition of the CARE Team may be adjusted as needed based
upon the situation. This committee will meet bi-monthly and as needed.

Records

Records created by the CARE Team relating to individual students are educational records
protected in accordance with the Family Education Rights and Privacy Act (FERPA). Records
are maintained in the Office of the Vice President for Student Affairs and requests for access and
for release of information must be reviewed by the Vice President for Student Affairs.
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Referrals

Any employee of South Plains College who has concern for the well-being or safety of a student
or the College community, or who has reason to believe that a student may pose a direct threat to
themselves or the College community, may refer a student to the CARE Team for an
individualized assessment. To refer a student to the CARE Team, the employee should complete
and submit the Care Team Referral Questionnaire found on the employee page of MySPC.

Actions
The CARE Team will conduct an individualized, informal assessment of a referred student’s
present ability to safely participate in their educational program. This may include:
* Consultation with administrators, faculty, staff and other students who may have
witnessed or been impacted by specific behaviors of the student.
* Consultation with the student, as well as family members if appropriate.
* Consultation with mental health or other medical professionals as may be permitted by
law.

As a result of the assessment, action taken may include:
* Continue to monitor the situation
» Refer the student to appropriate resources

* Refer the student to the Dean of Students to consider possible violations of the Student
Code of Conduct

* Recommend changes to the student’s educational program or housing assignments

* Encourage the student to consider taking a voluntary leave of absence

* Administrative withdrawal of the student (The student will be afforded a hearing and
appeal procedures as with any other administrative withdrawal. A student who is
administratively withdrawn by CARE team recommendation may not seek to reenroll or
be readmitted to the College before the start of the next term. The student may only be
reenrolled or readmitted to the College after confirmation by the CARE Team that the
conditions that caused the withdrawal are no longer present. The CARE Team may
require any documentation or evaluation that it deems necessary to consider the possible
readmission or re-enrollment. The student is not entitled to a hearing on the
determination. )

Examples of Reasons for Concern
Abnormal behaviors are overt actions, omissions to act, or verbal or written statements, which
would not be consistent with the actions or statements of a reasonable, prudent person under
similar circumstances. This may include:
* Changes in behavior (i.e. withdrawn, irritable, confrontational, depressed, angry), O
Negative or disruptive attention seeking in the classroom that is viewed as problematic.
* Threats to harm self or others.
*  Openly confrontational with faculty, staff and/or other students.
» Passive / aggressive acting out
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Emergency Procedures

In dealing with students with emotional problems or abnormal behavior, there may be instances
that are dangerous to the student or others. If a situation appears to be life-threatening or
dangerous to others, Campus Police or 911 should be called. The police will determine if the
student must be restrained or hospitalized.

Review

This student affairs policy/procedure will occur by April 15 of each year by the CARE team with
recommendations for revisions presented to the Dean of Students by May 1.
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APPENDIX A: WORKPLACE SAFETY AND HEALTH
REQUIREMENTS

In order to maintain a safe and healthy workplace, the following checklists are provided to serve
as guides for conducting periodic workplace safety inspections by building supervisors and other
responsible personnel. Non-compliance of these basic requirements should be corrected at the
time of inspection if possible, or should be reported to the proper maintenance or supervisory
personnel for corrective measures.

OFFICE SAFETY and HEALTH INSPECTION CHECKLIST

DEPARTMENT/OFFICE:

General Office Safety

YES NO

Are aisles, doorways and corners free of obstructions to permit visibility and movement?
Are chairs in safe condition and are casters, rungs and legs sturdy?

Are there any sharp edges, burrs or splinters on furniture?

Is all equipment stored in its proper place(s)?

Do extra books and file boxes clutter office and areas? If yes, designate area

Are there loose materials and /or coverings on walls in offices? If yes, designate location
Are persons in this area designated for the administration of first aid? List employee(s) names: Ext:
Are carts, dollies, etc. available for use in transporting heavy objects and boxes?

Are entrances and /or exits to stairwells and offices blocked or obstructed? Is

the loading dock free of debris and clutter?

Tripping/Falling

YES NO

Are floor surfaces secure and free of hazards or posted Wet” floor if hazardous?

Are carpeted areas clean, carpets secured to floor and free of worn or frayed seams?

Are all emergency exits properly lighted and free of debris?

Are all emergency exits clearly marked and visible?

Is there adequate walking space approaching exits? (4 feet of each side of exit)

Are stairways in good condition with handrails available and covered with skid resistant materials?
Where stairs are carpeted, is the carpeting well secured?

Where one or two steps adjoin different levels, are they easy to see and are they marked?

Is the area equipped with a step stool or ladder so high objects can be reached safely?

Do doors open directly into pedestrian walkways? If so, are the doors equipped with windows and/or
warning signs?

Are restrooms marked and free of wet floors, boxes, etc.?
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Electrical
YES NO

Are all electrical appliances and equipment properly grounded or double insulated?
Are plugs and outlets overloaded and/or adapters being used?

Is all electrical equipment in proper working order?

Are there frayed and/or worn cords?

Are all phone cords and electric cords secured under desks or along baseboards?
Are temporary use cords taped to the floor for their entire length? Do

runners cover permanent use cords when crossing walkways?

Storage

YES NO

Are file cabinets and flammable storage closets and/or cabinets arranged so drawers and doors do not
open into walkways?

Where work is done with materials such as cleaning fluids, glues, correcting fluids, etc., are storage
places adequate?

Are flammable and/or hazardous materials stored in metal fireproof containers with airtight lids?

Is there storage above 6 feet? If yes, designate location Are the office areas equipped with

storage cabinets?

Are small or loose items boxed and labeled as to contents (i.e., biohazard, trash, file, flammable, etc.) and
properly stored?

Are all shower rooms/lockers in proper order - free of clutter, and sanitary? Is

the mailroom clearly marked and free of clutter?

Fire

YES NO

Are the locations of fire extinguishers and hoses posted?

Have fire extinguishers and hoses been inspected?

Are emergency and fire evacuation plans for the building posted?

Are fire extinguishers located near copying machines?

Are candles, candle warmers, plug-in scent devices present?

Is there excessive clutter or paper products?

Are there hot plates, coffee cup warmers present?

Are coffee makers in appropriate designated areas?

Are there space heaters? Only space heaters provided by Physical Plant should be utilized.

GENERAL WORKPLACE INSPECTION CHECKLIST

DEPARTMENT/OFFICE
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Exit and Access

YES NO

Are all exits visible and unobstructed?

Are all exits marked with a readily visible sign that is properly illuminated?

Are there sufficient exits to ensure prompt escape in case of emergency?

Are areas with limited occupancy posted and is access/egress controlled to persons specially authorized to
be in those areas?

Are there special precautions established to protect employees during construction and repair operations?

Fire Protection

YES NO

Are portable fire extinguishers provided in adequate number and type?

Are fire extinguishers inspected monthly for general condition and operability and noted on the inspection
tag?

Are fire extinguishers recharged regularly and properly noted on the inspection tag?

Are fire extinguishers mounted in readily accessible locations?

Are interior standpipes and valves inspected regularly?

Are fire alarm systems tested at least annually?

Are employees periodically instructed in the use of extinguishers and fire protection procedures? If
you have outside private fire hydrants, were they flushed within the last year and placed on a regular
maintenance schedule?

Are fire doors and shutters in good operating condition?

Are fusible links in place?

Is the local fire department well acquainted with the agency, location and specific hazards?

Automatic Sprinklers:

a. Are water control valves, air and water pressures checked weekly?

b. Are control valves locked up?

c. Is maintenance of the system assigned to responsible persons or a sprinkler contractor?
d. Are sprinkler heads protected by metal guards where exposed to mechanical damage?
e. Is proper minimum clearance maintained around sprinkler heads?

Housekeeping and General Work Environment

YES NO

Are NO SMOKING signs prominently posted in areas containing combustibles and flammables?
Are covered metal waste cans used for oily and paint soaked waste?

Are they emptied at least daily?

Are paint spray booths, dip tanks etc., and their exhaust ducts cleaned regularly?
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Are stand mats, platforms or similar protection provided to protect employees from wet floors in wet
processes?

Are waste receptacles provided, and are they emptied regularly?

Do the toilet facilities meet the requirements of applicable sanitary codes?

Are washing facilities provided?

Are all areas of the facility adequately illuminated?

Are floor load capacities posted in second floors, lofts, storage areas, etc?

Are floor openings provided with tow boards and railings or a floor hole cover?

Are stairways in good condition with standard railings provided for every flight having four or more
risers?

Are portable wood ladders and metal ladders adequate for their purpose, in good condition and provided
with secure footing?

If you have fixed ladders, are they adequate, and are they in good condition and equipped with side rails
or cages or special safety climbing devices, if required? For loading docks:

a. Are dockplates kept in serviceable condition and secured to prevent slipping?

b. Do you have means to prevent car or truck movement when dockplates are in place?

Machines and Equipment
YES NO

Are all machine operations that expose operators or other employees to rotating parts, pinch points, flying
chips, particles or sparks adequately guarded?

Are mechanical power transmission belts and pinch points guarded?

Is exposed power shafting less than 7 feet from the floor guarded?

Are hand tools and other equipment regularly inspected for safe condition?

Is compressed air used for cleaning limited to 30 psi static pressure?

Are power saws and similar equipment provided with safety guards?

Are grinding wheel tool work rests set to within 1/8 inch or less of the wheel?

Are grinding wheel tongue guards set to within 1/4 inch of the wheel?

Is there any system for inspecting small hand tools for burred ends, cracked handles, etc.?

Are compressed gas cylinders examined regularly for obvious signs of defects, deep rusting or leakage?
Is care used in handling and storing cylinders and valves to prevent damage?

Are all air receivers periodically examined, including the safety valves?

Are safety valves tested regularly and frequently?

Is there sufficient clearance from stoves, furnaces, etc., for stock, woodwork, or other combustible
materials?

Is there clearance of at least 4 feet in front of heating equipment involving open flames, such as gas
radiant heaters and fronts of firing doors of stoves, furnaces, etc?

Are oil and gas fired devices equipped with flame failure controls that will prevent flow of fuel if pilots or
main burners are not working?

Is there at least a 2-inch clearance between chimney brickwork and all woodwork or other combustible
materials?

For Welding or Flame Cutting Operations

Are only authorized, trained personnel permitted to use such equipment?
Have operators been given a copy of operating instructions and asked to follow them?
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Are welding gas cylinders stored so they are not subject to damage?

Are valve protection caps in place on all cylinders not connected for use?

Are all combustible materials near the operator covered with protective shields or otherwise protected?
Is a fire extinguisher provided at the welding site?

Do operators have the proper protective clothing and equipment?

Materials
YES NO

Are approved safety cans or other acceptable containers used for handling and dispensing flammable
liquids?

Are all flammable liquids that are kept inside buildings stored in proper storage containers or cabinets?
Do you meet OSHA Standards for all spray painting or dip tank operations using combustible liquids?
Are oxidizing chemicals stored in areas separate from all organic materials?

Do you have an enforced NO SMOKING rule in areas for storage and use of hazardous materials?
Are NO SMOKING signs posted where needed?

Is ventilation equipment provided for removal of air contaminants from operations such as production
grinding, buffing, spray painting and/or vapor degreasing, and is it operating properly? Are protective
measures in effect for operations involved with X-rays or other radiation?

Fork Lift Truck Operations:
Are only trained personnel allowed to operate forklift trucks? Is
overhead protection provided on high lift rider trucks?

For Toxic Materials:

Are all materials used in your facility checked for toxic qualities?

Have appropriate control procedures such as ventilation systems, enclosed operations, safe handling
practices, proper personal protective equipment (e.g. respirators, glasses, goggles, gloves, etc.) and
medical surveillance of employees being instituted for toxic materials?

Electrical Wiring, Fixtures and Controls
YES NO

Are the workplace electricians familiar with the requirements of the National Electrical Code (NEC)?
Do you specify compliance with the NEC for all contract electrical work?

Do the electrical installations in hazardous dust or vapor areas, meet the NEC for hazardous locations? Is
all conduit, BX cable, etc., properly attached to all supports and tightly connected to junction and outlet
boxes?

Is there evidence of fraying on any electrical cords?

Are rubber cords kept free of grease, oil and chemicals?

Are metallic cable and conduct systems properly grounded?

Are portable electrical tools and appliances grounded or double insulated?

Are all ground connections clean and tight?
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Are fuses and circuit breakers the right type and size for the load on each circuit?

Do switches show evidence of overheating?

Are switches mounted in clean, tightly closed metal boxes? Are

all electrical switches labeled to show their purpose?

Are motors clean and kept free of excessive grease and 0il?

Are motors properly maintained and provided with adequate over current protection?
Are bearings in good condition?

Are portable lights equipped with proper guards?

Are all lamps kept free of combustible material?

Is your electrical system checked periodically by someone competent in the NEC?

Employee Protection

YES NO

Is there an attending physician for medical care designated at your agency?

Do you have one or more employees trained in first aid?

Are your first aid supplies adequate for the type of potential injuries in your workplace?

Are there quick water flush facilities available where employees are exposed to corrosive materials? Are
hard hats provided and worn where any danger of falling objects exists?

Are protective goggles or glasses provided and worn where there is any danger of flying particles or
splashing or corrosive materials?

Are protective gloves, aprons, shields or other means provided for protection from sharp, hot or corrosive
materials?

Are approved respirators provided for regular or emergency use where needed?

Is all protective equipment maintained in a sanitary condition and readily available to use?

Where special equipment is needed for electrical workers, is it available?

When lunches are eaten on the premises, are they eaten in areas where there is no exposure to toxic
materials, and not in toilet facility areas?

Is protection against the effects of occupational noise exposure provided when the sound levels exceed
those shown in Table G-16 of the OSHA noise standard?

Is there a safety and health committee or group that allows participation of employees in the safety and
health activities?

Is safety and health training for all employees requiring such training been provided and documented? Do
employees have a copy of the agency’s safety and health rules and practices?

LABORATORY SAFETY and HEALTH INSPECTION CHECKLIST
DEPARTMENT/OFFICE
Hazardous Materials

YES NO
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Is this room used for research, teaching, chemical preparation, storage or some other purpose? Please
specify

Are radio nuclides, carcinogens, biologically hazardous agents or chemicals used in this room? Please
specify the specific agent. Also please note the disposal method presently used for all agents:

If disposal is through a public system, have all inherent hazards been neutralized?

Are emergency procedures established and posted for disruption of the operation in progress, e.g.
explosive gases or reactions, poisoning, chemical spill, vapor releases and personal contamination?
Are known toxic, caustic and other hazardous materials adequately labeled?

Are mechanical pipetting devices available on all situations where mouth suction would be hazardous?
Are smoking, eating, drinking and the application of cosmetics prohibited at the experiment area?

Are flammables properly stored in accordance with Flammable Policy Requirement?

Are storage areas and/or rooms where hazardous materials are used adequately ventilated?

Is there a current inventory of hazardous chemical, radioactive materials, and biological agents? If yes,
date

Is there a current safety and health manual that has been developed specially for this laboratory?
Waste

Disposal

Are adequate waste disposal containers provided?

Has the method of disposal of all solid and liquid wastes been evaluated?

Are solid wastes, such as discarded glassware, blood collection tubes, specimens and bacteriologic
wastes, safely disposed of?

Are acid bottle carriers used for all large containers (over 500 ml)?

Are all containers of corrosives, acids and caustic materials properly labeled with a warning as to the
hazardous content?

Are procedures adequate for the disposal of toxic and/or biologically hazardous materials?

Are there written procedures for the handling and disposal of contaminated specimens, used biologic
media and animal remains?

Are syringes, needles, broken glass and other sharp objects disposed of safely preventing exposure and/or
injury to housekeeping and waste handling personnel?

Physical Characteristics

Personal Protective Equipment Compressed Gases
Egress Electrical Hazards

Fire Protection Machine and Instrument Guarding
Ventilation Housekeeping

Signs

Personal Protective Equipment

YES NO

Is necessary protective equipment provided, used, and maintained in a sanitary, safe and reliable
condition?
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Are eye protectors provided where machines or operations present the hazard of flying objects, glass or
chemicals?

Are sufficient washing facilities (including eye washes and deluge showers) available for all persons
required to handle liquids that may burn, irritate, etc.? Is a respiratory protection program used

where needed?

If employees are allowed to lunch on the premises is an adequate space away from laboratory area
provided for that purpose?

Egress

YES NO

Are all exits maintained to provide free and unobstructed egress from all parts of the room or building?
Are all exits free of locks or fastening devices that could prevent free escape? Are

aisles maintained clear and unobstructed for movement to personnel?
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This Emergency Operations Plan (EOP) was established by the Emergency Planning Committee
commissioned by the office of the Vice President for Student Affairs and comprised of individuals with

knowledge of and expertise in Higher Education, Regional Planning, Emergency Coordination and Law
Enforcement.

EMERGENCY PLANNING COMMITTEE
Dr. Stan DeMerritt, Vice President for Student
Dr. Lynne Cleavinger, Dean of Students
Nickolis Castillo, Chief of Police
Nathaniel Feddes, MCRP, CFM, Hall Director

Ryan Fitzgerald, MA, Director of Institutional Research

ADDITIONAL CONSULTATION
David Corder, Hockley County Emergency Coordinator
Jay Parchman, City of Lubbock Emergency Management Coordinator

Clinton Thetford, Lubbock County Emergency Management Coordinator
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South Plains College’s (SPC) mission is to provide educational opportunities that improve the lives of its
students by establishing a foundation for lifelong learning. To accomplish this mission, SPC must ensure
its operations are performed efficiently with minimal disruption, especially during an emergency. The goal
of incident management is to ensure that mitigation, preparedness, response, and recovery actions exist
so that public welfare and safety is preserved.

The Emergency Operations Plan (EOP) and contents within is a guide to how South Plains College conducts
all-hazards response. The EOP is written in support of emergency management and is built upon the
National Response Framework as a scalable, flexible and adaptable document. Furthermore, this plan
aligns key roles and responsibilities within the college with regard to emergency management.
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This Emergency Operations Plan (EOP) was prepared by South Plains College to develop, implement, and
maintain a viable all-hazards response capability and to establish a comprehensive approach to providing
consistent, effective and efficient coordination across a spectrum of activities and events.

This plan shall apply to all college personnel participating in mitigation, preparedness, response, and
recovery efforts. Furthermore, the EOP may be applied to any College-sponsored events, whether on or
off campus, and all public or private College-sanctioned activities.

The EOP is enacted whenever a natural or induced crisis affecting the College reaches a duration or
severity that is beyond the control of the normal operating procedures and capabilities of the South Plains
College Police Department.

The Office of the Vice President for Student Affairs shall be responsible for plan oversight and coordination
with applicable stakeholders. All requests for procedural changes, suggestions, or recommendations
should be submitted in writing to the Vice President for Student Affairs. The Vice President for Student
Affairs is authorized to make minor changes not affecting the operation of incident management. Major
changes will be considered with consultation from a designated Emergency Planning Committee and
forwarded to the President of the College for final approval.

This EOP and its supporting contents are hereby approved, superseding all previous editions formerly
referred to as the Crisis Management Plan, and is effective immediately upon the signing of signature
authority noted below.

Approved: Date:

Dr. Robin Satterwhite, President

South Plains College
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PURPOSE

The purpose of the South Plains College Emergency Operations Plan (EOP) is to outline the College’s
approach to emergency operations. It provides general guidance for emergency management activities,
as well as enables local, state and federal coordination during emergencies or disasters. The EOP also gives
an overview of the College’s methods of mitigation, preparedness, response and recovery.

The EOP and its contents describe the College’s emergency response organization and assigns
responsibilities for various emergency tasks. Additionally, the EOP describes capabilities, lists resources
and provides operational processes to assist the College in the navigation of natural and manmade
disasters, if and when they occur.

The Plan is intended to be sufficiently flexible to accommodate incidents of all types, magnitudes, and
duration, and includes incident-specific procedures. The plan also provides a framework to enable the
management of cascading impacts and multiple incidents, as well as the prevention of and preparation
for subsequent events.

Specific support materials found in the EOP annexes and attachments provide details for specific
operations.

The objective of this Emergency Operations Plan (EOP) is to provide the following:

« Rapid response to critical incidents through more systematic and routine approach

» Maximized safety and protection for all students, employees, and stakeholders

« System for evaluating critical incidents with goal of providing improved plans to reduce liability
» Effective management of public information
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SCOPE

This document establishes the Emergency Operations Plan (EOP) for South Plains College and assigns
responsibilities for the development, implementation, and maintenance of the plan. This plan and all its
contents contained herein shall support the Hockley County Emergency Management Plan and any
supporting Memorandums of Understanding (MOU) and/or Mutual Aid Agreements (MAA).

The College’s EOP outlines:

«  Expectations of College personnel

» Roles and responsibilities

« Direction and control systems

» Internal and external communications

« Training and sustainability of EOP

« Authority and references as defined by local, state, and federal government mandates
» Common and specialized procedures

«  Specific hazard vulnerabilities and response/recovery

The primary responsibility of the EOP is to the South Plains College community; however, the models
within can be utilized to assist with emergencies in surrounding communities.
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SITUATION

South Plains College is a significant academic institution in the West Texas region. It also serves as a major
employer for Lubbock, Hockley and surrounding Counties.

The College is at risk for many hazards because of its geographic location, student/employee population
concentration, multiple campus locations, and other risk factors. Some of these risks have the potential
for disrupting the College community and causing widespread damage and casualties. A summary of our
major hazards is provided below in Figure 1.

HAZARD SUMMARY

Estimated Impact on

vz Tyoe Likelihood of public Health and Estimated Impact on
Occurrence Property
Safety
Natural
Disease Outbreak LIKELY MODERATE LIMITED
Drought HIGHLY LIKELY LIMITED LIMITED
Earthquake UNLIKELY LIMITED LIMITED
Epidemic UNLIKELY MAJOR MAJOR
Flood LIKELY MODERATE MODERATE
Hurricane UNLIKELY LIMITED LIMITED
Landslide UNLIKELY MAJOR MAJOR
Tornado HIGHLY LIKELY MAJOR MAJOR
Tsunami UNLIKELY MAJOR MAJOR
Wildfire LIKELY MODERATE MODERATE
Winter Storm HIGHLY LIKELY MODERATE MODERATE
severe Thunderstorms/ HIGHLY LIKELY MODERATE MODERATE
Damaging Hail
Technological
Airplane Crash LIKELY LIMITED LIMITED
Dam Failure UNLIKELY LIMITED LIMITED
Energy/Fuel Shortage OCCASIONAL MODERATE MODERATE
Hazmat/Qil Spill LIKELY MODERATE MODERATE
Major Structural Fire OCCASIONAL MODERATE MAJOR
Radiological Release UNLIKELY MODERATE MODERATE
Water System Failure LIKELY MODERATE MODERATE
Human-Caused

Civil Disturbance LIKELY MODERATE MODERATE
Cyber Incidents LIKELY MODERATE MODERATE
Sabotage UNLIKELY MODERATE MODERATE
School Violence LIKELY MODERATE MODERATE
Terrorist Acts UNLIKELY MAJOR MAJOR

Figure 1
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LIMITATIONS

GEOGRAPHY
South Plains College maintains campuses in rural communities and is restricted by the limitations
present in such an environment including but not limited to:

« Distance to trauma centers
» Distance between campuses
» Limited local resources

» Large geographic areas

POPULATION, ENROLLMENT AND BUILDING INFORMATION

South Plains College is a multi-campus system located within cities with populations ranging from
approximately 5,000 people to approximately 250,000 people. South Plains College maintains a total
student population of approximately 9,500 students. South Plains College also maintains multiple
buildings associated with each campus:

LEVELLAND CAMPUS (MAIN)

o 25 Instructional Buildings
* 9 Non-Instructional Buildings
« 12 Residence Halls

LUBBOCK CENTER
« 1 Instructional Building
REESE CENTER

e 4 Instructional Buildings
o 4 Non-Instructional Buildings

PLAINVIEW CENTER

o 2 Instructional Buildings

South Plains College operates within the following constraints:

» High student to employee ratio
« Limited community resources

» High number of facilities

« Distance between facilities

POLICE SERVICES
South Plains College maintains a police department of Texas Peace Officers licensed by the Texas
Commission on Law Enforcement. This department is restricted by the following limitations:

» Size of Department — 9 officers serving all campuses.
*  One-man Units — Only 1 officer per shift.
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«  Chief of Police Role/Responsibility — The SPC Chief of Police serves both an administrative and
a patrol/investigatory role during normal business hours. This can limit administrative
capability during early stages of an emergency as the Chief of Police may be the initial officer
on scene.

« Limited Coverage — The Levelland Campus has 24-hour police presence. Other campuses only
have police coverage while classes are in session.

« Operations beyond patrol, traffic, and criminal investigation require support from external
agencies.

THREAT AND VULNERABILITY

South Plains College is active in its participation of the hazard assessment process. The College has also
worked with Hockley and Lubbock County Emergency Coordinators in regards to Emergency Management
planning, implementation and coordination.

The Emergency Planning Committee conducts an annual assessment of the Emergency Operations Plan.

The College also conducts a Safety and Security Audit every 3 years through the Texas State, Texas School
Safety Center, pursuant to Texas Education Code § 37.108. The audit includes a section dedicated
specifically to Emergency Management.

PLANNING ASSUMPTIONS

The South Plains College EOP is based on the following planning assumptions and considerations in this
section.

« Any employee of South Plains College may be tasked by this EOP.

o Incidents are typically managed at the lowest possible geographic, organizational, and
jurisdictional level.

« External resources may be requested to assist the College if the nature of the incident overwhelms
local capability.

« Incident management activities will be initiated and conducted in accordance with the National
Incident Management System (NIMS).

o Local emergency response resources will be available in emergency situations affecting the
College, per Texas Government Code Chapter 418.

» Itis possible for a major disaster to occur any time and any place in or near the College. In some
cases, timely dissemination of warnings and increased readiness measures may be possible.
However, many disasters can, and may, occur with little or no warning.

» College officials and representatives recognize their responsibilities for the safety and well-being
of students, faculty, staff, and visitors, and assume their responsibilities in the implementation of
this emergency EOP.

» Proper implementation and understanding of these guidelines through training and exercise
should reduce or prevent disaster-related losses.

« Emergencies on the College campus may involve multiple responding departments and agencies
which could include, but not be limited to, SPCPD, Health and Wellness, Emergency Medical
Services, SPC Physical Plant, Marketing and Recruitment, Utility and Energy Services, and other
appropriate College, city, county, state and federal agencies.
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« Hazardous conditions may follow any major disaster thereby increasing the risk of injuries and
death.

» Casualties will be transported to local area hospitals.

« Other College agencies or system components operating on the campus shall coordinate their
emergency actions with this EOP.

« Regardless of the threat or type of emergency, it is possible that the following results may be
encountered:

o Death, injury, or illness of people and/or animals

o Interruption or disruption to transportation

o Interruption or disruption to normal communications

o Interruption or disruption to utilities and other essential services, shelters, etc.

o Congregation of large numbers of people at the scene, at central locations, at shelters,
etc.

o Significant numbers of people being displaced, requiring some, or all of the following:
evacuation, shelter, feeding, welfare, and other assistance

o Structural damage to streets, buildings, utilities, and other property substances

o Contamination of food, water, personnel, vehicles, property, and other substances

o Shortages of essential items

o Periods of civil unrest or disorder, including looting, rioting, mob scenes, violence, etc.

o Initial confusion of the affected population, with probable delays in response due to
disaster incidents

o Extensive need for public information

o Disruption of business activities
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GENERAL

The primary role of South Plains College is to provide for the welfare of its students, employees, and
stakeholders. Welfare and safety is never more threatened than during critical incidents or disasters. The
goal of incident management is to ensure that mitigation, preparedness, response, and recovery actions
exist so that public welfare and safety is preserved.

All members of the College community have the responsibility to prepare themselves and their families
to cope with emergency situations and manage their affairs and property in ways that will aid us in
managing emergencies. South Plains College is dedicated to assisting members of the College community
in carrying out these responsibilities by providing information and instructions prior to and during
emergency situations.

There is no procedure that can effectively handle every type of incident scenario imaginable. This
Emergency Operations Plan intends to address general functions that may need to be performed during
any emergency situation. Since any incident is a unique occurrence, a customized Incident Action Plan
must be created and enacted before and/or during the time of an emergency situation. For detailed
actions on incident-specific events, see OPERATIONS ANNEX.

South Plains College’s concept of operations is that the emergency functions of various
agencies/organizations/divisions/departments involved in emergency management will generally parallel
normal day-to-day functions or operations. To the maximum extent possible, the same personnel and
material resources will be employed in both cases. Day-to-day functions that do not contribute directly to
the emergency response may be suspended for the duration of any emergency. The efforts that would
normally be required for those functions may be redirected to the accomplishment of emergency tasks
by the department, division, or agency concerned.

KEY AREAS OF EMERGENCY PLANNING AND INCIDENT MANAGEMENT

In the event of an incident, the College will utilize the definitions below that are predicated on an all-
hazards approach. The College acknowledges that most responsibilities and functions performed during
an emergency are not hazard specific. Likewise, these guidelines account for activities pre-incident,
incident and post-incident; consequently, key areas are noted as the following:

MITIGATION

Mitigation is the effort to reduce loss of life and property by lessening the impact of disasters and
emergencies. It involves the structural and non-structural measures taken to limit the impact of
disasters and emergencies.

PREPAREDNESS
Preparedness activities serve to develop the response capabilities needed should an emergency arise.
Planning and training are among the activities conducted under this phase.

RESPONSE
Response is the actual provision of emergency services during a crisis. These activities help to reduce
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casualties and damage, and speed recovery. Response activities include warning, fire response,
evacuation, rescue, and other similar operations.

RECOVERY

Recovery is both a short-term and long-term process. Short-term operations seek to restore vital
services to the College and provide for the basic needs of students, faculty, and staff. Long-term
recovery focuses on restoring the College to its normal (pre-disaster), or an improved, state of affairs.
The recovery period is also an opportune time to institute future mitigation measures, particularly
those related to the recent emergency.

NATIONAL INCIDENT MANAGEMENT SYSTEM (NIMS)

According to Homeland Security Presidential Directive 5 (HSPD-5) and the U.S. Department of Education,
Institutions of Higher Education are among local agencies that must adopt NIMS if they receive Federal
grant funds. The National Incident Management System (NIMS) is a set of principles adopted by the
College. NIMS provides a systematic, proactive approach guiding government agencies at all levels,
nongovernmental organizations, and the private sector to work seamlessly to prevent, protect against,
respond to, recover from, and mitigate the effects of incidents, regardless of cause, size, location, or
complexity, in order to reduce the loss of life or property and harm to the environment. This system
ensures that those involved in incident response/recovery understand what their roles are and have the
tools they need to be effective.

OPERATIONAL GUIDANCE

In a major emergency or disaster, College facilities may be damaged or need to be evacuated, people may
be injured, and/or other incident management activities may need to be initiated. These activities must
be organized and coordinated to ensure efficient incident management. The Incident Command System
(1CS), a component of NIMS, will be used to manage all incidents and major planned events.

SUMMARY OF TYPICAL RESPONSE FLOW

South Plains College’s intent for operations is to respond quickly and efficiently to an emergency. The
graphic in Figure 2 shows a typical flow of response and dissemination of information to accomplish
the mission of reaching a successful and desired end-state.
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INCIDENT REPORT
In the event of any incident, a witness or victim generally makes initial contact with, but not limited
to, the following personnel:

o Resident Assistant

» Hall Director

« Dean of Students

»  South Plains College Police Department (SPCPD)
e Instructor/Professor

All incidents that require potential emergency services should be immediately reported to an active-
duty SPCPD officer.

INITIAL RESPONSE
In most instances, either the Chief of SPC Police or an on-duty officer within the department will act
as the first responder to an incident occurring on SPC’s campus.

If an on-duty officer acts as the first responder, they must notify the Chief of Police of the incident. If
the Chief is unavailable, the next highest-ranking supervisor must be notified.

The first responder will normally take charge of the incident until it is resolved or others who have
legal authority to do so assume responsibility. It is important to note that many incidents can be
resolved without initiation of the Emergency Operations Plan (EOP).
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INCIDENT COMMAND SYSTEM (ICS)
If the incident requires, the Chief or designee will implement the Incident Command System (ICS) and
assume the role as the Incident Commander (IC).

The ICS ensures that emergency response teams are organized.

The ICS also ensures that a timely and responsive communication with both public emergency services
and media outlets. For more information, refer to Functional Annex D: PUBLIC INFORMATION.

The IC will establish an Incident Command Post (ICP) within a safe proximity to the emergency site
and provide an assessment of the situation to SPC and local officials (if necessary), identify response
resources required, and direct the on-scene response. More detailed information on the ICS and ICP
can be found in the ICS section in Attachment 1: INCIDENT MANAGEMENT.

DETERMINATION OF EMERGENCY

If the Chief determines that the incident cannot be resolved in a timely manner by resources
immediately available to the South Plains College Police Department, or if risk of extensive damage
or injury exists, the Chief or designee shall contact the Dean of Students or, if unavailable, the Vice
President for Student Affairs with a recommendation to declares a State of Emergency.

The Dean of Students, or the Vice President for Student Affairs will recommend to the President of
the College that both the declaration of a State of Emergency and the activation of the EOP is required.

Should the President make a declaration, he/she will contact the Dean of Students to activate the
EOP.

Subsequently, the President will also contact the Associate Dean of Marketing and Recruitment to
send an All-Alert to all persons associated with the college. For more information, see Functional
Annex A: WARNING.

EMERGENCY OPERATIONS CENTER (EOC)

For major emergencies or disasters, an Emergency Operations Center (EOC) may need to be
established. When the EOC is established, it is essential to divide responsibilities between the ICP and
the EOC.

Upon activation, the EOC becomes the centralized communication and coordination facility for South
Plains College emergency response. The EOC is the key to successful coordinated efforts and
responsible for supporting the Incident Commander and consequent management operations. For
more information, see the EOC section in Attachment 1: INCIDENT MANAGEMENT.

OUTSIDE REQUEST FOR ASSISTANCE

Where possible, South Plains College will use their own resources to respond to emergency situations,
purchasing supplies and equipment if required. In the case that an incident requires outside
emergency services, SPCPD will notify those services as necessary.

Should an emergency reach proportions and/or duration beyond the management capability of South
Plains College or local agencies/services, the Chief of Police or designee shall contact the Emergency
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Coordinator for the County in which the facility is located.

Upon briefing, the County Emergency Coordinator shall establish a Unified Command (UC) consisting
of the County, Municipal, College, and community management personnel. The County’s Emergency
Operations Plan should then be followed as implemented by the UC with direction from the County
Emergency Coordinator.

If any additional state or federal aid or resources are needed, SPC must make their requests known
to the County Emergency Coordinator and the County Judge, in accordance with state and federal
emergency resource procurement processes.

COORDINATION OF MOUS AND MAAS

South Plains College maintains various Memorandums of Understanding (MOU) and Mutual Aid
Agreements to streamline the coordination of multiple jurisdictions, agencies and other community
organizations. More information can be found in Attachment 2: MOUs AND MAA:s.

NOTIFICATION AND WARNING

Timely warnings of emergency conditions are essential to preserve the safety and security of the
College community and critical to an effective response and recovery. Detailed information on
Notification and Warning may be found in Functional Annex A: WARNING.

EMERGENCY COMMUNICATIONS

Reliable and interoperable communications systems are essential to obtain the most complete
information on emergency situations and to direct and control the resources responding to those
incidents. Effective emergency communications will be the responsibility of the Incident Commander
and EOC Commander.

EMERGENCY PUBLIC INFORMATION

The Department of Marketing and Recruitment has primary responsibility for public information
efforts during an emergency involving South Plains College; however, the SPC Chief of Police may
provide additional support. The Associate Dean of Marketing and Recruitment will assume the role of
the Public Information Officer during an emergency. Further details on emergency public information
may be found in Functional Annex D: PUBLIC INFORMATION.

LIABILITY PROTECTION FOR RESPONDERS
[CONTENT CURRENTLY BEING REVIEWED]

SPECIAL NEEDS ASSESSMENTS
For information regarding students will special needs or circumstances, please see Attachment 3:
SPECIAL NEEDS ASSESSMENTS.
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RECOVERY

Recovery establishes the procedures, resources, and policies to assist an institution and its members to
return to functioning after an incident. The goal of the recovery phase is to restore the learning
environment. Recovery must also include an assessment of the Emergency Operations Plan (EOP) and the
success of its implementation. The administrative body of South Plains College is responsible for recover
including continue of operations. Crucial considerations include the following:

BUSINESS RECOVERY

«  Must activate Institutional Continuity Plan
- Must determine whether to cancel/ postpone/ or change location of classes. The President

has the final authority in this decision.

PHYSICAL AND STRUCTURAL RECOVERY
« Must work to support a Damage Assessment Team (DAT) operated by the County
Emergency Management Coordinator
«  Assess the physical and structural damage
«  Assess the availability of housing, transportation and food services

ACADEMIC RECOVERY
- It may become necessary to find alternate means to continue the learning environment.
Methods include, but are not limited to:
o Housing students and conducting classes in off-site locations
o Implementing online learning
o Implementing temporary procedures
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ORGANIZATION

Most departments and agencies have emergency functions in addition to their day-to-day duties. During
emergency situations, South Plains College’s normal organizational arrangements are modified to
facilitate emergency operations. SPC’s organization for emergencies is comprised of three main groups:

1. Executive Policy Group
2. Emergency Services
3. Support Services

EMERGENCY MANAGEMENT EXECUTIVE POLICY GROUP
The Emergency Management Executive Policy Group (EMEPG) provides guidance and direction for
emergency management programs and for emergency response and recovery operations.

The EMEPG is comprised of the following:

« President
« Vice President for Student Affairs
o Members of Executive Council (as President deems necessary)

EMERGENCY SERVICES

Emergency Services include the Incident Commander (IC) and those departments, agencies and
groups with primary emergency response actions. The IC will remain in charge at the scene of an
incident and will remain in charge until released or relieved by the appropriate authority.

Emergency Services includes:

o Dean of Students
e Chief of Police
« Officers of SPCPD

SUPPORT SERVICES

This group includes departments that support and sustain emergency responders and also coordinate
emergency assistance provided by organizational volunteer organizations, business and industry, and
other resources.

Support Services includes:

o Dean of Administrative Services
« Director of Physical Plant
o Members of Maintenance/Grounds

OTHER SERVICES (VOLUNTEER)
This group includes organized volunteer groups and businesses who have agreed to provide certain
support for emergency operations. This group will report to the Dean of Students and be assigned
responsibilities through the EOC.
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ASSIGNMENT OF RESPONSIBILITIES

For most emergency functions, successful operations require a coordinated effort from a number of
departments, agencies and groups. The following assignments are general responsibilities assigned to key
roles in emergency management.

EXECUTIVE COUNCIL

The President of the College will be responsible for a declaration of a State of Emergency. The
President and Vice Presidents of the college will monitor response activities, support Marketing and
Recruitment in media relations and lead recovery efforts as set forth in Functional Annex J: RECOVERY
— INSTITUTIONAL CONTINUITY PLAN.

VICE PRESIDENT FOR STUDENT AFFAIRS

The Vice President of Affairs, as well as the Dean of Students will be responsible for emergency
planning and operations for the College. This includes providing direction and support during an
emergency situation, as well as maintaining the EOP and facilitating proper training for campus
emergency management personnel.

VICE PRESIDENT FOR BUSINESS AND ADMINISTRATION
The Vice President for Business and Administrations will be responsible for facilitating the release of
funds and procurement of supplies as needed to support emergency operations.

DEAN OF STUDENTS
The Dean of Students will assume the role of Coordinator of the Emergency Operations Center (EOC).

SPC POLICE DEPARTMENT

The Chief of Police, with assistance from SPCPD officers will be responsible for determining and
recommending emergency management operations in response to incidents as they occur at South
Plains College facilities or sanctioned events. The Chief will also act as the Incident Commander (IC)
and will remain in charge until released or relieved by the appropriate authority.

SPCPD will also manage the incident scene, which includes but is not limited to:

+  Maintaining integrity of incident scene

«  Collecting evidence

«  Transitioning back to normal operations

«  Performing “Critical Incident Stress Management”

- Participating in After Action Reviews (AARs)

« Accounting for all personnel assigned to the incident
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ASSOCIATE DEAN OF MARKETING AND RECRUITMENT
The Associate Dean of Marketing and Recruitment will assume the role of the Public Information

Officer (P10).The Associate Director’s primary responsibility is to communicate information required
for public information and media relations.

DEAN OF ADMINISTRATIVE SERVICES

The Dean of Administrative Services will facilitate support services requiring the use of Physical Plant
personnel, supplies and transportation.

FACULTY AND STAFF

Faculty and Staff will provide “on-the-ground” support during and after an incident. Following an
incident, faculty and staff will help in assessing the impact of an incident to determine the ability to
resume classes including, but not limited to:

Checking for damage to property, projects and/or equipment
Advising recovery crews of potential hazards within designated classrooms and/or offices
Recovering intellectual property and records
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GENERAL
1. Vice President for Student Affairs is responsible for establishing objectives and policies for
emergency management and providing general guidance for disaster response and recovery
operations, all in compliance with NIMS.

2. The Incident Commander, assisted by a staff sufficient for the tasks to be performed, will manage
the emergency response at an incident.

3. The Dean of Students will provide overall direction of the response activities of all departments.
During major emergencies or disaster, they will normally carry out those responsibilities from the
EOC.

4. |If SPCresources are insufficient, or inappropriate to deal with an emergency situation, assistance
may be requested from other jurisdictions, agencies, or volunteer groups, in cooperation with the
County Emergency Management Coordinator.

EMERGENCY FACILITIES

INCIDENT COMMAND POST (ICP)

Except when an emergency situation threatens, but has not yet occurred, and those situations for which
there is no specific hazard impact site (such as a severe winter storm or area-wide utility outage), an
incident command post(s) will be established in the vicinity of the incident site(s). As noted previously,
the IC will be responsible for directing the emergency response and managing resources at the incident
scene.

EMERGENCY OPERATIONS CENTER (EOC)
When major emergencies and disasters have occurred or appear imminent, the EOC will be activated.

Authorized individuals for EOC activations are as follows:

1. SPC President
2. Vice President for Academic Affairs
3. Dean of Students

For more information on Emergency Facilities, see Attachment 1: INCIDENT MANAGEMENT.
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The South Plains College EOP was developed using FEMA’s Comprehensive Planning Guidelines (Nov
2010), as well as the principles of the National Incident Management System (NIMS).

The Office of Vice President for Student Affairs, as well as the Emergency Management Committee will be
responsible for an annual review of the EOP. The Vice President will also be responsible for
communicating the EOP content to any unit or department that is identified as having a role in the EOP.

The National Incident Management System (NIMS) and the Incident Command System (ICS) are both
largely complex systems that require some training. All employees that are expected to participate in
these systems must be qualified to perform the tasks necessary for efficient and effective emergency
management.

The Vice President for Student affairs may recommend and approve an employee of South Plains College
to serve as part of the Incident Command System. This selection can be based on the individual’s position
with SPC, as well as the individual’s level of expertise in a particular skill or trade.

Testing will be conducted online through FEMA.gov upon completion of the course.

Required training must be taken once every three years prior to the designated live scenario based full-
scale drill for that period.

REQUIRED TRAINING

Any employee selected by the Vice President for Student Affairs to formally fill a role within the Incident
Command System will be required to train and test in the following courses:

FEMA IS-700

This course provides an overview of the National Incident Management System (NIMS). The National
Incident Management System defines the comprehensive approach guiding the whole community -
all levels of government, nongovernmental organizations (NGO), and the private sector - to work
together seamlessly to prevent, protect against, mitigate, respond to, and recover from the effects of
incidents. The course provides learners with a basic understanding of NIMS concepts, principles, and
components.

FEMA IS-100
(1S-700 recommended prior to taking this course)

IS-100, Introduction to the Incident Command System, introduces the Incident Command System (ICS)
and provides the foundation for higher level ICS training. This course describes the history, features
and principles, and organizational structure of the Incident Command System. It also explains the
relationship between ICS and the National Incident Management System (NIMS). The Emergency
Management Institute developed its ICS courses collaboratively with:
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o National Wildfire Coordinating Group (NWCG)
e U.S. Department of Agriculture
e United States Fire Administration’s National Fire Programs Branch

FEMA IS-200
(Prerequisites: 1S-100 and I1S-700)

IS 200 is designed to enable personnel to operate efficiently during an incident or event within the
Incident Command System (ICS). ICS-200 provides training on and resources for personnel who are
likely to assume a supervisory position within the ICS. The Emergency Management Institute
developed ICS its ICS courses collaboratively with:

e National Wildfire Coordinating Group (NWCG)
e U.S. Department of Agriculture
e United State Fire Administration’s National Fire Programs Branch

Certain personnel may be required to take advanced training courses including but not limited to Position
Specific Training. Individuals selected to serve in the Command or General Staff of the Incident Command
System will be required to train and test in the above listed training and must also complete the following
courses:

FEMA 1S-800

This course introduces participants to the concepts and principles of the National Response
Framework. The goal of this course is to familiarize participants with the National Response
Framework and the ways it is applied in actual response situations.

POSITION-SPECIFIC TRAINING
Position-Specific Training will be recommended based on how an individual has been designated
within the ICS.

These courses are designed to provide State and local-level emergency responders with a robust
understanding of the duties, responsibilities, and capabilities of Command and General Staff
members. Exercises, simulations, discussions, and a final exam enable participants to process and
apply their new knowledge. Position-specific training courses include:

e E/L950: NIMS ICS All-Hazards Position Specific Incident Commander

e E/L952: NIMS ICS All-Hazards Position Specific Public Information Officer
e E/L954: NIMS ICS All-Hazards Position Specific Safety Officer

e E/L956: NIMS ICS All-Hazards Position Specific Liaison Officer

e E/L958: All-Hazards Position Specific Operations Section Chief

e E/L960: NIMS ICS All-Hazards Position Specific Division/Group Supervisor
e E/L962: All-Hazards Position Specific Planning Section Chief

e E/L964: All-Hazards Position Specific Situation Unit Leader

e E/L965: All-Hazards Position Specific Resources Unit Leader

e E/L967: All-Hazards Position Specific Logistics Section Chief

e E/L969: All-Hazards Position Specific Communications Unit Leader
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e E/L970: All-Hazards Position Specific Supply Unit Leader

e E/L971: All-Hazards Position Specific Facilities Unit Leader

e E/L973: All-Hazards Position Specific Finance/Admin. Section Chief

e E/L975: All-Hazards Position Specific Finance/Admin. Unit Leader Course

ACCESS AND COST

Training can be accessed at FEMA.gov. A FEMA ID is required. Registration for an FEMA ID can be
completed at FEMA.gov. The South Plains College Chief of Police can provide instructions and links to
training for ease of access.

Registration, training, and testing are at no cost to the employee.

EXERCISES

South Plains College will conduct table top exercises of scenario based incident specific emergency
management at least once per calendar year.

South Plains College will conduct a live full scale incident specific emergency management exercise at
least once in a three year period.
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These guidelines apply to South Plains College. The organizational concepts set forth in these guidelines
are promulgated under the following authorities:

AUTHORITY
FEDERAL
1) Disaster Relief Act of 1974, PL 93-288 as amended.
2) Emergency Management and Assistance, 44 CFR
3) Emergency Planning and Community Right-to-Know Act of 1986, 42USC Chapter 116
4) Higher Education Act of 1965 as amended by the Higher Education Opportunity Act (HEOA) of
2008, PL 110-31
5) Homeland Security Act of 2002
6) Homeland Security Presidential Directives: HSPD 3, 5 and 8
7) National Response Framework
8) National Disaster Recovery Framework
9) National Strategy for Homeland Security, July 2002
10) Public Health Security and Bioterrorism Preparedness and Response Act (42 CFR Part 73)
11) Resource Conservation and Recovery Act (RCRA).
12) Robert T. Stafford Disaster Relief and Emergency Assistance Act, 42 U.S.C. 5121
STATE
1) Administrative Code, Title 37, Part 1, Chapter 7
2) Education Code § 37.108 (Multihazard Emergency Operations Plan; Safety and Security Audit)
3) Education Code § 37.109 (School Safety and Security Committee)
4) Education Code § 51.217 (Multihazard Emergency Operations Plan; Safety and Security Audit)
5) Executive Order by the Governor Relating to Emergency Management (RP32 01/28/2004)
6) Government Code, Chapter 418 (Emergency Management)
7) Government Code, Chapter 421 (Homeland Security)
8) Government Code, Chapter 433 (State of Emergency)
9) Government Code, Chapter 791 (Inter-local Cooperation Contracts)
10) Health and Safety Code, Chapter 778 (Emergency Management Assistance Compact)
11) State of Texas Emergency Management EOP (Disaster EOP).
LOCAL

South Plains College Policy GB — Emergency Operations Plan
Hockley County Emergency Operations Plan
Lubbock Emergency Management Plan
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PLAN CONTACT INFORMATION

Dr. Stan DeMerritt, Vice President for Student Affairs
(806) 716-2380

sdemerritt@southplainscollege.edu
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RECORDS OF CHANGE

This article provides for documentation of changes approved and implemented in this plan.

Section Amended, Added, or
Removed

Date of approval

Authority of Approval
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EXPLANATION OF TERMS

ACRONYMS

AAR After Action Review

AC Area Command

CBO Community-Based Organizations

DAT Damage Assessment Team

EMEPG Emergency management Executive Policy Group
EOC Emergency Operations Center

EOP Emergency Operations Plan

FEMA Federal Emergency Management Agency
HSPD Homeland Security President’s Directive
IAP Incident Action Plan

IC Incident Commander

ICP Incident Command Post

ICS Incident Command System

IMT Incident Management Team

JIC Joint Information Center

NIMS National Incident Management System
NRF National Response Framework

PIO Public Information Officer

SPC South Plains College

uc Unified Command

VOLAG Volunteer Agency
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SECTION IX:  ATTACHMENTS

ATTACHMENT 1: Incident Management
ATTACHMENT 2: MOUs and MAAs
ATTACHMENT 3: Special Needs Assessment
ATTACHMENT 4: Support Documents
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The Functional Annex contains detailed descriptions of the methods that South Plains College follows for
critical operational functions during emergency operations. The purpose of the Functional Annex is to
provide support for the content found in the SPC Emergency Operations Plan, as well as with the
Operations Annex.

This annex is not intended to be a standalone document. However, the information found within the
annex can be used as a guideline of assignments and expectations at any moment during an emergency
or disaster.

The content areas found within the Functional Annex are aligned with both the State of Texas and Federal
policies and guidelines regarding Emergency Support Functions for an Emergency Operations Plan. The
content has also been modified to include certain language and requirements of Emergency Plans in
accordance with State requirements for safety and security reporting.
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1. GENERAL

Timely warnings of emergency conditions are essential to preserve the safety and security of the college
community. Therefore, this annex outlines the different warning systems available and suggested use of
each system, as well as provides operational guidance for issuing emergency warnings.

There is no one system that will enable the college to fully warn everyone in a timely manner because
each system has limitations.

All warning messages must be accurate, clear and consistent. Within the constraints of the available
messaging system(s), all messages should include accurate and detailed information about the situation
and what actions to take. During the course of the emergency event, regular updates to the campus
community are advisable.

The media also aids in the warning dissemination. Therefore, to maintain the accuracy of the warning
messages, the media should receive consistent information with the warning messages themselves. For
more details on media and information dissemination, refer to Annex D: PUBLIC INFORMATION.

2. CONCEPT OF OPERATIONS

REPORTS OF DANGEROUS CONDITIONS

Most reports on dangerous conditions are received by the SPC Police Department, Levelland
Communications Center, Plainview Communications Center, Lubbock Police Communications Center, and
Lubbock County Sheriff’s Office Communications Center.

Occasionally, emergency calls are received elsewhere. It is important for the communications hubs to be
notified of the emergency to ensure all appropriate notifications are made.

NOTIFICATIONS TO COLLEGE ADMINISTRATORS
Upon receipt, the South Plains College Police Department (SPCPD) shall ensure that initial notifications of
an emergency are made.

Each notification is specific to the nature of the emergency. However, some emergencies may require
the communications hubs to initially notify other College departme