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POWERS DUTIES, RESPONSIBILITIESBOARD L EGAL STATUS (LOCAL)
CeneralRowers The Board-has-three-generalfunctions:
Specific-Powersofficial title of the governing body of the College
District shall be the Lee College Board of Regents, herein referred
to as “the Board.”
Approve-the-employee-handbooklegally referenced policies, Board
members are referred to as Trustees or Board members, and the
presiding officer is called the President of the Board or the Board
President.
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BOARD LECAL STATLUSCOLLEGE DISTRICT GOVERNANCE BAA

POWERS. DUTHES-RESPONSIBILIHESBOARD LEGAL STATUS (LOCAL)
In local policy, Board members may be referred to as Board mem-
bers or Regents, and the presiding officer is called the Chairperson
of the Board or the Chairperson.
These terms in legally referenced policies and local policies are
synonymous. Local terminology shall be used throughout this man-
ual for locally generated material.
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POWERS, DUTIES, RESPONSIBILITIES (LOCAL)

General Powers

Specific Powers

The Board has three general functions:

1. Legislative or policymaking;

2. Appraisal or evaluation; and

3. Oversight of the College President’s administrative duties.

The Board employs the College President to serve as the adminis-
trative officer of the Board. The Board may delegate authority to
design its policies, but it may not delegate its accountability for its
policies.

In addition to other powers and duties specifically stated in law or
as otherwise provided in its policies, the Board shall:

1. Approve the cabinet-level organizational structure of the Col-
lege District;

2. Approve all contracts, except where such underlying authority
is delegated in its policies;

3. Keep the public informed through reports of the Board and the
administrative officers of the College District;

4. Prepare and maintain a detailed job description of the College
President;

5. Evaluate the performance of the College President up to 60
days prior to the College President’s anniversary date each
year and at such other times as the Board may deem advisa-
ble;

6. Review and approve the budget, adjust the budget as re-
quired, and review and approve expenditures;

7. Consider and act upon administrative recommendations con-
cerning appointment, retention, or dismissal of College District
contract employees;

8. Cause an annual audit of its accounts to be made and distrib-
uted as required by law; and

9. Approve the employee handbook.
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Board Authority

Transacting
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Individual Authority
for Committing the
Board

Individual Access to
Information

Limitations

Requests for
Records

BBE
(LOCAL)

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

Official Board action shall be taken only in meetings that comply
with the Open Meetings Act. When a proposal is presented to the
Board, the Board shall hold a discussion and reach a decision. The
affirmative vote of a majority of all Board members shall be re-
quired to transact business. [See BD] Although there may be dis-
senting votes, which are a matter of public record, each action of
the Board supported by the majority is binding on the whole Board.

Board members as individuals shall not exercise authority over the

College District, its property, or its employees. Except for appropri-

ate duties and functions of the Board President, an individual mem-
ber may act on behalf of the Board only with the express authoriza-
tion of the Board. Without such authorization, no individual member
may commit the Board on any issue. [See BCAB]

An individual Board member, acting in the member’s official capac-
ity, shall have the right to seek information pertaining to College
District fiscal affairs, business transactions, governance, opera-
tions, and personnel matters, including information that properly
may be withheld from members of the general public in accordance
with the Public Information Act. [See GCA]

If a Board member is not acting in the member’s official capacity,
the Board member has no greater right to College District records
than a member of the public.

An individual member shall not have access to information subject
to attorney-client privilege unless the attorney-client relationship
upon which the privilege is based applies to the member.

An individual member shall not have access to confidential student
records unless the member is acting in the member’s official ca-
pacity and has a legitimate educational interest in the records in

accordance with pelicies FJLEGAL)and-law and policy FJ(LO-
CAL).

Individual members shall seek access to records or request copies
of records from the College President or other designated custo-
dian of records. When a custodian of records other than the
College President provides access to records or copies of records
to individual Board members, the provider shall inform the College
President of the records provided.

A Board member who is denied access to a record under this pol-
icy may ask the Board to determine whether the record should be
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provided or may file a request under the Public Information Act.
[See GCA]

No individual Board member shall direct or require College District
employees to prepare reports derived from an analysis of infor-
mation in existing College District records or to create a new record
compiled from information in existing College District records.

Directives to the College President or other College District staff re-
garding the preparation of reports that will, in the opinion of the
College President, require excessive staff time or expense shall be
authorized by action of the Board.

Confidentiality If requested by the Board member, information that is confidential
Request fo under law shall be redacted from records provided to the Board
Redact member.

Confidentiality At the time Board members are provided access to confidential
Agreement records or to reports compiled from such records, the College

President or other College District employee shall advise them of
their responsibility to comply with confidentiality requirements and
the College District’s information security controls.
The Board member shall sign a confidentiality agreement requiring
that the confidential information remain undisclosed, be labeled as
confidential, and be kept securely. The agreement must also
require that any copies of the information or related notes be
appropriately disposed of or retained as confidential consistent with
the agreement.

Referring If employees, students, or citizens bring a concern or complaint to

Complaints an individual Board member, the Board member shall refer them to
the College President or designee, who shall proceed according to
appropriate Board policy. [See DGBA, FLD, and GB]
When the concern or complaint directly pertains to the Board’s own
actions or policy, for which there is no administrative remedy, the
Board member may request that the issue be placed on the
agenda.

Staff Authority Except as authorized by these policies, no employee or agent shall
have the authority to bind the College District contractually.
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The notice for a Board meeting shall reflect the date, time, and lo-
cation of the meeting.

Regular meetings of the Board shall be held as needed but not
less frequently than monthly on dates specified by the Board.
When determined necessary and for the convenience of Board
members, the Chairperson of the Board may change the date,
time, or location of a regular meeting with proper notice.

The Chairperson of the Board shall call a special meeting at the
Chairperson of the Board'’s discretion or on request by fourfour
members of the Board.

The Chairperson of the Board shall call an emergency meeting
when it is determined by the Chairperson of the Board or feurfour
members of the Board that an emergency or urgent public neces-
sity, as defined by law, warrants the meeting.

A Board member may request that a subject be included on the
agenda for a meeting. The deadline for submitting items for inclu-
sion on the agenda is the third calendar day before regular meet-
ings and the third calendar day before special meetings.

The College President shall compile for review by the Chairperson
of the Board all topics timely submitted by Board members, topics
requested by the Board, and topics suggested by the College
President.

The Chairperson of the Board and the College President shall con-
fer regarding the proposed topics, and the Chairperson of the
Board shall determine the topics for the official meeting agenda.
The Chairperson of the Board shall ensure that any topic the Board
or individual Board members have requested be addressed are ei-
ther on the meeting agenda or scheduled for deliberation within 60
days of the request. The Chairperson of the Board shall not refuse
to assign a topic requested by a Board member to an agenda and,
once assigned, shall not have the authority to remove the topic
from the agenda without that Board member’s specific authoriza-
tion.

When the agenda is prepared, the Chairperson of the Board shall
determine items, if any, that qualify to be placed on the consent
agenda. A consent agenda shall include items of a routine and/or
recurring nature grouped together under one action item. For each
item listed as part of a consent agenda, the Board shall be fur-
nished with background material. All such items shall be acted
upon by one vote without separate discussion, unless a Board
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member requests that an item be withdrawn for individual consider-
ation. The remaining items shall be adopted under a single motion
and vote.

Members of the Board shall be given notice of regular and special
meetings at least 72-heursthree business days prior to the sched-
uled timedate of the meeting and at least one hour prior to the time
of an emergency meeting.

Notice of all meetings shall provide for the possibility of a closed
meeting during an open meeting, as provided by law. The Board
may conduct a closed meeting when the agenda subject is one
that may properly be discussed in closed meeting. [See BDA]

The order of business for regular Board meetings shall be as set
out in the agenda accompanying the notice of the meeting. At the
meeting, the order in which posted agenda items are taken may be
changed by consensus of Board members present.

The Board shall observe the parliamentary procedures as found in
Robert’s Rules of Order, Newly Revised, except as otherwise pro-
vided in Board procedural rules or by law. Procedural rules may be
suspended at any Board meeting by majority vote of the members
present.

Voting shall be by voice vote or show of hands, as directed by the
Chairperson of the Board. Any member may abstain from voting,
and a member’s vote or failure to vote shall be recorded upon that
member’s request.

Board action shall be carefully recorded by the Board Secretary or
clerk; when approved, these minutes shall serve as the legal rec-
ord of official Board actions. The written minutes of all meetings
shall be approved by vote of the Board and signed by the Chairper-
son of the Board and the Board Secretary.

The official minutes of the Board shall be retained on file in the of-
fice of the College President and shall be available for examination
during regular office hours.

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

The Chairperson of the Board shall also halt discussion if the
Board has agreed to a time limitation for discussion of an item, and
that time limit has expired. Aside from these limitations, the Chair-
person of the Board shall not interfere with debate so long as
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members wish to address themselves to an item under considera-
tion.
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ADMINISTRATIVE ORGANIZATION BGC

COUNCILS AND FACULTY SENATES (LOCAL)

Faculty The faculty senate-assembly is the assembly of representatives of

SenateAssembly the full-time faculty at the College District. The faculty senate-as-
sembly shall serve only in an advisory capacity.

Membership Each academic unit-division of the College District shall be repre-
sented by three-two members_ nominated annually by their divi-
sions and elected by a vote of the full-time faculty. In addition, five
members One-member-shall be appointed by the College
President—end-theremaininermembeorschallbocleciod by avele
citnomenlbreriho mmombose rooonetive ceadomicunlin accord-
ance with procedures established by the College President or
designee.

Term Limits | A member of the faculty senateassembly appointed by the College
Appointed President may serve up to six consecutive one-year terms and
Faculty then may only be reappointed after the second anniversary of the
Members last day of the member’s most recent term.

Elected Facliity ~ An elected member of the faculty senateassembly shall serve a

Members two-year term, staggered in a manner that allows approximately
one-half of the elected members to be elected each year, and may
only be reelected after the second anniversary of the last day of
the member’s most recent term.

Removal A member of the faculty serateassembly may be immediately re-
moved from the faculty senateassembly for:

1. Violating applicable law, College District policy or regulations,
| or the faculty serateassembly governing documents;

2. Failing to attend meetings; or
3. Engaging in other similar misconduct.

A member may be removed on recommendation of the provost and
executive vice president, academic and student affairs and ap-
proval by the College President.

Officers The College President shall appoint a presiding officer from the
members of the faculty senateassembly to preside over faculty
senateassembly meetings and represent the faculty
senateassembly in communications with the College District
administration. The College President shall also appoint an
associate presiding officer and secretary from the membership.

Compensation A faculty member shall not be compensated for service on the fac-
ulty senateassembly.

Expense A member of the faculty serateassembly may be reimbursed for
Reimbursement reasonable expenses made on behalf of the College District and
DATE ISSUED: 12/12/2025 Adopted: 10f2
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approved by the College President or designee in accordance with
administrative regulations.
Governing | The faculty senateassembly shall adopt a constitution, bylaws, or
Documents other governing documents consistent with law, this policy, and as-
sociated regulations, including the rules for establishing a quorum.
Faculty The College President shall develop regulations addressing faculty
SenateAssembl senateassembly meeting procedures, in accordance with law.
Meetings
Notige No more than seven days before a meeting, the faculty
| senateassembly shall post on the College District’s website:
1. An agenda for the meeting indicating the items that will be
discussed or subject to a vote; and
2. Any curriculum proposals that will be discussed or voted on at
the meeting.
Open Meetings Meetings at which a quorum is present shall be open to the public.
Meeting | The faculty serateassembly shall broadcast a meeting online in
Broadcast accordance with law if more than 50 percent of the faculty
senateassembly members are in attendance.
Recording The faculty serateassembly shall record the names of members in
Attendance attendance at a meeting in which the faculty serateassembly

Communication

Harmony with Law

conducts business related to a vote of no confidence regarding a
College District administrator or policies related to curriculum and
academic standards.

The faculty serateassembly shall not issue any statement or pub-
lish a report using the College District’s official seal, trademark, or
resources funded by the College District on any matter not directly
related to the faculty senateassembly’s advisory duties.

Nothing in this policy or associated regulations may be construed
to limit a faculty member from exercising the faculty member’s right
to freedom of association protected by the U.S. Constitution or
Texas Constitution.
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Employment of

(LOCAL)

The Ceollege-PresidentCollege President or designee shall
establish guidelines for advertising employment opportunities and

posting notices of vacancies. These guidelines shall advance the
Board’s commitment to equal opportunity employment and to
recruiting well-qualified candidates. Current College District
employees may apply for any vacancy for which they have
appropriate qualifications.

All applicants shall complete the application form supplied by the
College District. Information on applications shall be confirmed
before a contract is offered for a contractual position and before
hiring or as soon as possible thereafter for a noncontractual
position.

The CellegePresidentCollege President has sole authority to make
recommendations to the Board regarding the selection of
contractual personnel.

The Board retains final authority for employment of contractual
personnel, including those serving as provost,-asseciate-vice
i ‘ \orric affairs. , ; dont_vi

position. Executive vice president, vice president, assistant vice
president, and dean. [See DCA]

The Board delegates to the College-PresidentCollege President

Noncontractual final authority to employ ard-dismiss-noncontractual employees on
Personnel an at-will basis. [See DCC]
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PERSONNEL-MANAGEMENT RELATIONS DGBA
EMPLOYEE GRIEVANCES (LOCAL)
Purpose The purpose of this policy is to provide a timely and orderly

process for the resolution of employee complaints. The Board
intends that, whenever feasible, complaints be resolved at the
lowest possible administrative level.
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final - ithin 60.d f the initiati ‘4 laint
‘
Complaints In this policy, the terms “complaint” and “grievance” shall have the
same meaning.
Other Complaint Employee complaints shall be filed in accordance with this policy,
Processes except as required by the policies listed below. Some of these poli-

cies require appeals to be submitted in accordance with DGBA af-
ter the relevant complaint process:

1. Complaints alleging discrimination, including violations of Title
IX (gender), Title VII (sex, race, color, religion, national origin),
ADEA (age), or Section 504 (disability). [See DIAA and DIAB]

2. Complaints alleging certain forms of harassment, including
harassment by a supervisor and violations of Title VII. [See
DIAA and DIAB]

3. Complaints concerning retaliation relating to discrimination
and harassment. [See DIAA and DIAB]

4. Complaints concerning a commissioned peace officer who is
an employee of the College District. [See CHACGF]

5. Complaints concerning an employment preference for former
foster children. [See DC]

6. Complaints arising from the dismissal of term contract faculty
members. [See DMAA]

7.  Complaints concerning the nonrenewal of term contract em-
ployees and those arising from the nonrenewal of term con-
tract faculty members. [See DMAB]

8. Complaints concerning the withdrawal of consent to remain
on campus. [See GDA]

Notice to Employees The College District shall inform employees of this policy through
appropriate College District publications and on the College Dis-
trict's website.

Guiding Principlds

Informal Process The Board encourages employees to discuss their concerns with
their supervisor or other appropriate administrator who has the au-
thority to address the concerns.

Concerns should be expressed as soon as possible to allow early
resolution at the lowest possible administrative level.
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Formal Process

Option to Contir

ue

Informal resolution shall be encouraged but shall not extend any
deadlines in this policy, except by mutual written consent.

An employee may initiate the formal process described below by
filing a written complaint form within 45-10 business days of the
date the employee knew, or with reasonable diligence should have
known, of the decision or action giving rise to the complaint or

grievance.
The complaint form shall be filed with the office of human re-

sources and lowest level administrator who has the authority to
remedy the alleged problem.

If the subject matter of the complaint requires a Board decision, is
a complaint about a Board member, or is a complaint about the
College President, the complaint shall be initiated at the Board
level. A preliminary hearing to develop a record or recommendation
for the Board may be conducted by an appropriate administrator.

If the complaint is not filed with the appropriate administrator, the

receiving-administrator-office of human resources must note the
date and time the complaint form was received and immediately
forward the complaint form to the appropriate administrator.

The process described in this policy shall not be construed to cre-
ate new or additional rights beyond those granted by law or Board
policy, nor to require a full evidentiary hearing or “mini-trial” at any
level.

Even after initiating the formal complaint process, employees are

Informal Proces

(2]

encouraged to seek informal resolution of their concerns. An em-

Freedom from
Retaliation

Whistleblower
Complaints

DATE ISSUED: 91
£EBU-2022.03UPD

DGBA(LOCAL)-X

ployee whose concerns are resolved may withdraw a formal com-
plaint at any time.

Neither the Board nor any College District employee shall unlaw-
fully retaliate against an employee for bringing a concern or com-
plaint or for participating as a witness or representative in the
processing of a complaint. However, nothing in this policy limits or
delays the College District’s right to take appropriate disciplinary
action, up to and including termination, when an employee’s
behavior warrants such action.

Whistleblower complaints shall be filed within the time specified by
law. Such complaints shall first be filed in accordance with Level
Two, below. Timelines for the employee and the College District set
out in this policy may be shortened to allow the Board to make a fi-
nal decision within 60 calendar days of the initiation of the com-
plaint. [See DG]
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Complaints Agaifst

Complaints alleging a violation of law by a supervisor may be

Supervisors

Definitions
Conference

Hearing

Representative

Immediate
Supervisor

General Provisions

made to the College President or designee. Complaint forms alleg-
ing a violation of law by the College President may be submitted di-
rectly to the Board or designee.

“Conference” means a meeting conducted at any level of the griev-
ance process for the purpose of discussing the employee’s com-
plaint, reviewing relevant information, and allowing the employee to
present concerns and supporting information.

A conference is an informal administrative meeting and does not
constitute a formal evidentiary hearing or trial.

“Hearing” means the presentation of a grievance to the Board at
Level Four of this policy. A hearing at Level Four is limited to the
presentation of the issues and information previously submitted
through the grievance process and is not a formal evidentiary hear-
ing or trial. The Board may establish reasonable time limits and
procedures for the presentation.

“Days” shall mean College District business days, unless otherwise
noted. In calculating timelines under this policy, the day a docu-
ment is filed is “day zero.” The following business day is “day one.”

“Representative” shall mean any person who or organization that
does not claim the right to strike and is designated by the em-
ployee to represent the employee in the complaint process.

The employee may designate a representative through written no-
tice to the College District at any level of this process. If the em-
ployee designates a representative with fewer than three days’ no-
tice to the College District before a scheduled conference or
hearing, the College District may reschedule the conference or
hearing to a later date, if desired, in order to include the College
District’s counsel. The College District may be represented by
counsel at any level of the process.

The term “immediate supervisor” means the administrator or other
College District employee responsible for the employee’s
supervision and evaluation.

Complaint forms and appeal notices may be filed by hand-delivery,

Filin
9 by electronic communication, including email and fax, or by U.S.
Mail. Hand-delivered filings shall be timely filed if received by the
DATE ISSUED: 912/26/202212/2025 Adopted: 4 of 14
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appropriate administrator or designee by the close of business on
the deadline. Filings submitted by electronic communication shall
be timely filed if they are received by the close of business on the
deadline, as indicated by the date/time shown on the electronic
communication. Mail filings shall be timely filed if they are post-
marked by U.S. Mail on or before the deadline and received by the
appropriate administrator or designated representative no more
than three days after the deadline.
Scheduling The College District shall make reasonable attempts to schedule
Conferences conferences at a mutually agreeable time. If the employee fails to
appear at a scheduled conference, the College District may hold
the conference and issue a decision in the employee’s absence.
Response At Levels One, Two, and Three, “response” shall mean a written
communication to the employee from the appropriate administrator.
Responses may be hand-delivered, sent by electronic communica-
tion to the employee’s email address of record, or sent by U.S. Mail
to the employee’s mailing address of record. Mailed responses
shall be timely if they are postmarked by U.S. Mail on or before the
deadline.
Da_y_s 113 ” -
Eosroechinie
lrarrediate
Supervisor
Consolidating Complaints arising out of an event or a series of related events

Complaints shall be addressed in one complaint. Employees shall not file sep-
arate or serial complaints arising from any event or series of events
DATE ISSUED: 812/26/202212/2025 Adopted: 5 of 14
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Untimely Filings

Costs Incurred |

Compilaint and
Appeal Forms

Record

that have been or could have been addressed in a previous com-
plaint.

When two or more complaints are sufficiently similar in nature and
remedy sought to permit their resolution through one proceeding,
the College District may consolidate the complaints.

All time limits shall be strictly followed unless agreed upon by both
parties with written consent.

If a complaint form or appeal notice is not timely filed, the com-
plaint may be dismissed, on written notice to the employee, at any
point during the complaint process. The employee may appeal the
dismissal by seeking review in writing within-ter48 5 business days
from the date of the written dismissal notice, starting at the level at
which the complaint was dismissed. Such appeal shall be limited to
the issue of timeliness.

Each party shall pay its own costs incurred in the course of the
complaint.

Complaints and appeals under this policy shall be submitted in
writing on a form provided by the College District.

Copies of any documents that support the complaint should be at-
tached to the complaint form. If the employee does not have copies
of these documents, theyeepies the original documents may be
presented at the Level One conference.— After the Level One con-
ference, no new documents may be submitted by the employee
unless the employee did not know the documents existed before
the Level One conference.

A complaint or appeal form that is incomplete in any material as-
pect may be dismissed but may be refiled with all the required in-
formation if the refiling is within the designated time for filing.
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Withdrawal A record of each complaint hearing shall be created and retained in
An-employee-may accordance with this policy. The record shall include documents
withdraw-a submitted by the employee who filed the complaint, documents de-
grievance-at-any termined relevant by College District personnel, and the decision.
time—Once
s
cmpleyeea The record shall include, but is not limited to:
cHcmnsoohallpet e The complaint and appeal forms and any attachments
Lorcooonodunfece e All documents submitted by the employee or considered by
frocrasleyes the administration
withdrew-the o Written responses issued at each level
cHcmnedun e on e Any audio recordings submitted in accordance with this pol-
SrACrECcRe rerathor icy
unforeseen e Any other information relied upon in reaching a decision
circumstance
cpprevod-baridng The administrator conducting the conference or hearing is encour-
College aged to ensure that an accurate record of the proceeding is main-
PresidentRecord tained, which may include audio recording or detailed written docu-

mentation.

Only information contained in the official record may be considered
at subsequent levels of review, except as otherwise provided by
law or this policy.

The office of human resources will retain official grievance records.

Remand A complaint or appeal form that is incomplete in any material as-
pect shall be refiled, if at Level One, and remanded at all other lev-
els in order to develop an adequate record of the complaint.

If an adequate record has not been developed, the appropriate ad-
ministrator may remand the complaint to a lower level. The Board
or Board committee may remand a complaint to a lower level if at
the Board level of review an adequate record has not been devel-
oped.

Resolution When an employee is granted the resolution he or she requested
in the complaint, the grievance shall be deemed resolved. A
resolved grievance shall not be eligible for an appeal to the next
level of the process.

Withdrawal An employee may withdraw a grievance at any time. Once
withdrawn by the employee, a grievance shall be deemed
resolved. A resolved grievance shall not be eligible for an appeal
to the next level of the process.
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The College District may conduct an investigation at any level in

the complaint process. If the College District and the employee mu-
tually agree, all deadlines shall be suspended during an investiga-
tion.

As provided by law, an employee shall be permitted to make an au-
dio recording of a conference or hearing under this policy at which
the substance of the employee’s complaint is discussed. The em-
ployee shall notify all attendees present that an audio recording is

taking place.
College District representatives participating in the conference or

hearing may also make an audio recording and shall notify all at-
tendees in advance that an audio recording is taking place.

A recording made by any party may not disrupt the proceeding.
The administrator conducting the conference or hearing may es-
tablish reasonable procedures to ensure the orderly conduct of the

meeting.

Any party who creates an audio recording and intends to rely on
that recording as part of the complaint or appeal shall provide a
copy of the recording to the office of human resources within 2
business days of the conference or hearing.

Adopted:
8/25/2022
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A recording that is not submitted in accordance with this provision
may be excluded from consideration at that level and in any subse-
quent appeal, unless the employee demonstrates good cause for

the delay.

Recordings submitted in accordance with this provision shall be
maintained as part of the official complaint record.

Complaint Levelss The employee shall file a complaint with the office of human re-
LevelOne sources and the lowest-level administrator with authority to resolve
the issue.

Level One The office of human resources shall acknowledge receipt of the
written complaint and provide the employee and Level One
administrator with the information regarding next steps and
applicable timelines.

The appropriate administrator shall schedule a conference with the
employee within 10 business days after receipt of the written com-
plaint. The administrator may set reasonable time limits for the con-
ference.

Absent extenuating circumstances, the administrator shall provide
a written response within 10 business days following the confer-
ence to the employee and the office of human resources. The writ-
ten response shall set forth the basis of the decision. In reaching a
decision, the administrator may consider information provided at
the Level One conference and any other relevant documents or in-
formation the administrator believes will help resolve the complaint.
maintained-with-the Level Onerecerds-All documentation and
recordings related to the Level One conference that are relied upon
by any party shall be provided to the office of human resources for
inclusion in the official grievance record.

Level Two If the employee did not receive the relief requested at Level One or
if the time for a response has expired, the employee may request a
conference with the next level administrator who has the authority
to remedy the alleged problem to appeal the Level One decision.

The appeal notice must be submitted in writing, on a form provided
by the College District, to the Level Two administrator or designee
‘ and Officeoffice of Human-Resourceshuman resources within 48 5

business days of the date of the written Level One response or, if
no response was received, within 40 5 business days of the Level
One response deadline.

DATE ISSUED: 912/26/202212/2025 Adopted: 9 of 14
LDU 2022 03UPDATE 50 8/25/2022
DGBA(LOCAL)-X



Lee College
101501

PERSONNEL-MANAGEMENT RELATIONS DGBA
EMPLOYEE GRIEVANCES (LOCAL)

Afterreceiving-neticeUpon receipt of the appeal, the office of
human resources shall acknowledge the request and provide the

employee and Level Two administrator with information regarding
next steps and applicable timelines.

+{The LevelOne-administrator-office of human resources shall
prepare and forward a record of the Level One complaint to the
Level Two administrator or designee. The employee may request a
copy of the Level One record.

The Level One record shall include:

1. The original complaint form and any attachments;

2. All other documents submitted by the employee at Level
One;

3. The written response issued at Level One and any
attachments; and

4. All other documents relied upon by the Level One
administrator in reaching the Level One decision.

The Level Two administrator or designee shall schedule a

| conference within 10 business days after the appeal notice is filed.
The conference shall be limited to the issues and documents

| presented-by-the-employeeconsidered at Level One and identified
in the Level Two appeal notice. At the conference, the employee
may provide information concerning any documents or information
relied upon by the administration for the Level One decision. The
Level Two administrator or designee may set reasonable time limits

| for the conference.

The Level Two administrator or designee shall provide a written
response to the employee and Officeoffice of Human
Reseoureeshuman resources within 10 business days following the
conference. The written response shall set forth the basis of the
decision. In reaching a decision, the Level Two administrator or
designee may consider the Level One record, information provided
at the Level Two conference, and any other relevant documents or
information the Level Two administrator or designee believes will
help resolve the complaint.

documentation and recordings related to the Level Two conference
that are relied upon by any party shall be provided to the office of
human resources for inclusion in the official grievance record.

Level Three If the employee did not receive the relief requested at Level Two or
if the time for a response has expired, the employee may request a
DATE ISSUED: 912/26/202212/2025 Adopted: 10 of 14
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| conference with the Cellege-PresidentCollege President or de-
signee to appeal the Level Two decision.

The appeal notice must be sent to the College President or
designee and the Officeoffice of Human-Resoureceshuman
resources and filed in writing, on a form provided by the College
District, within-40 5 business days afterreceiptefaof the date of
the written Level Two response or, if no response was received,

within-40 5 business days of the respense-deadline-at-Level Two
response deadline.

L ho | L] trrin T I
requesta-copy-ofthe Level Two-record—Upon receipt of the appeal,

the office of human resources shall acknowledge the request and
provide the employee and College President or designee with
information regarding next steps and applicable timelines.

The office of human resources shall prepare and forward a record
of the Level Two complaint to the Level Three administrator or
designee. The employee may request a copy of the Level Two
record.

The Level Two record shall include:
1. The Level One record;
2. The written response issued at Level Two and any
attachments; and
3. All other documents relied upon by the Level Two
administrator or designee in reaching the Level Two
decision.

The Level Three administrator or designee shall schedule a

| conference within- 10 _business days after the appeal notice is filed.
The conference shall be limited to the issues and documents
considered at Level Two. At the conference, the employee may
provide information concerning any documents or information
relied upon by the administration for the Level Two decision. The
Level Three administrator or designee may set reasonable time
limits for the conference.

The Level Three administrator or designee shall provide a written
‘ response to the employee and the Officeoffice of Human
Reseoureceshuman resources within 10 business days following the
conference. The written response shall set forth the basis of the
decision. In reaching a decision, the Level Three administrator or
designee may consider the Level One and Level Two records,
DATE ISSUED: 912/26/202212/2025 Adopted: 11 of 14
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information provided at the Level Three conference, and any other
relevant documents or information the Level Three administrator or
designee believes will help resolve the complaint.

All documentation and recordings related to the Level Three
conference that are relied upon by any party shall be provided to
the office of human resources for inclusion in the official grievance
record.

Level Four If the employee did not receive the relief requested at Level Three
or if the time for a response has expired, the employee may submit
a written request to place the matter of appealing the Level Three
decision on the agenda of a future Board meeting.

The appeal notice must be sent to the College President or
designee and the Officeoffice of Human-Reseureeshuman
resources and filed in writing, on a form provided by the College
District, within 408 5 business days after receipt of athe written
Level Three response or, if no response was received, within 40 5
business days of the Level Three response deadline.

Upon receipt of the appeal, the office of human resources shall
acknowledge the request and provide the employee and College
President or designee with information regarding next steps.

The Cellege-PresidentCollege President or designee shall inform
the employee of the date, time, and place of the Board meeting at
which the complaint will be on the agenda for presentation to the
Board.

The College PresidentCollege President or designee-office of hu-
man resources shall provide the Board_or designee with-athe rec-

ord of the Level Three complaint. The employee may request a
copy of the Level Three record.

The Level Three record shall include:
1. The Level One record;
2. The Level Two record;
3. The written response issued at Level Three and any
attachments; and
4. All other documents relied upon by the Level Three
administrator in reaching the Level Three decision.

DATE ISSUED: 912/26/202212/2025 Adopted: 12 of 14
LDU 2022 03UPDATE 50 8/25/2022
DGBA(LOCAL)-X



Lee College
101501

PERSONNEL-MANAGEMENT RELATIONS DGBA
EMPLOYEE GRIEVANCES (LOCAL)

Closed Meeti
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The appeal shall be limited to the issues and documents
considered at Level Three, except that if at the Level Four hearing
the administration intends to rely on evidence not included in the
Level Three record, the administration shall provide the employee
notice of the nature of the evidence at least 3three days before the
hearing.

The presiding officer may set reasonable time limits and procedural
guidelines for the complaint presentations, including an opportunity
for the employee and administration to each make a presentation
and provide rebuttal and an opportunity for questioning by the
Board. The Board shall hear the complaint and may request that
the administration provide an explanation for the decisions at the
preceding levels.

The Board is not required to respond or take any action on the
matter, unless at its sole discretion, the Board determines some
response is warranted.

The Board may give notice of any decision orally or in writing at
any time up to and including the next regularly scheduled Board
meeting. If for any reason the Board chooses not to respond, the
lack of a response by the Board upholds the administrative
decision at Level Three.

In addition to any other record of the Board meeting required by
law, the Board shall prepare a separate record of the Level Four
presentation. The Level Four presentation, including the
presentation by the employee or the employee’s representative,
any presentation from the administration, and questions from the
Board with responses, shall be recorded by audio recording,
video/audio recording, or court reporter.

All documentation and recordings that are relied upon by any party
at Level Four shall be provided to the office of human resources for
inclusion in the official grievance record.

The College District shall determine whether the complaint will be
presented in open or closed meeting in accordance with the Texas
Open Meetings Act and other applicable law. [See BD]
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Complaints involving the appointment, employment, evaluation,

reassignment, duties, discipline, or dismissal of an employee shall
be heard in closed meeting unless the employee who is the subject
of the complaint requests an open meeting and such request is
permitted by law.

Complaints involving complaints or charges against another
employee shall be heard in closed meeting unless the employee
who is the subject of the complaint requests an open meeting and
such request is permitted by law.
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Eligible employees may be permitted to telework in accordance
with procedures developed by the College President. [See Admin-
istrative Regulation DJ-Telework and On-Campus Work Expecta-
tions.]
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At-Will Employee’s The Board delegates to the College President final authority to
dismiss noncontractual employees on an at-will basis. At-will em-
ployees may be dismissed at any time for any reason not prohib-
ited by law or for no reason, as determined by the needs of the

| College District.

At-will employees who are dismissed may request review of that
decision through DGBA(LOCAL) and shall receive pay through the
end of the last day worked.
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Low-Enrollment
Certificate Program

The Board shall determine the types of degrees and certificates to
be awarded by the College District. The degrees and certificates
offered by the College District and the associated recommended
course sequences and student learning outcomes developed by
the College District administration shall be described in the College
District catalog and on the College District website.

The College President shall develop procedures for reviewing cer-
tificate programs with low enrollment that may require consolida-

Review

tion or elimination. The criteria for review must require that certifi-
cate programs have specific industry data to substantiate
workforce demand to avoid consideration for consolidation or elimi-
nation. The College President shall conduct a review once every

five years.
The Board shall approve or deny any decision made by the

College President to consolidate or eliminate a certificate program
as a result of the review.
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