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8. Suspension from the College—
Suspension from the College prohibits, during the period of suspension, the student on whom it is imposed from being enrolled
in or from registering for any credit or non-credit scholastic work at or through the College. Additionally, it prohibits the
student from entering the College campus except in response to an official summons.

9. Not Eligible for Re-Admission—
This penalty is equal to suspension, or in some cases expulsion. This penalty may apply to persons not registered in the College
at the time the penalty is imposed.

10. Expulsion from the College—
Expulsion is permanent severance from the College.

11. Referral to Authorities-
Provide authorities with information.

Operational Procedure-Discipline Policy
Any alleged violation of College rules and regulations should be brought to the attention of the Vice President of Educational Services,
who will make an investigation into the matter. The investigation shall include a discussion or an attempt to discuss the case with the
student. Upon completion of the investigation, the Vice President of Educational Services will determine the course of action to be
followed. The options include:

1. Dismiss the allegation as unfounded.

2. Disciplinary settlement with the accused without any further deliberation.

3. Consultation with additional administrators/faculty before determining disciplinary settlement with the accused student.

4. Referral of complaint to the College Discipline Committee for their its determination of the innocence or guilt of the accused

student and their recommendation for punitive measures, if found guilty.

Grievance Procedure
Purpose and Scope: These procedures are established for two purposes:

1. To provide the individual student opportunity to be heard in grievances involving alleged acts of unlawful discrimination on
the basis of gender, disability, race, color, age, religion, national origin or veteran status. (Type I Grievance)

2. To provide individual students the opportunity to be heard in grievances involving alleged errors in the interpretation
interpretation, application or lack of application (or lack of ) of stated policy or violations of stated policy. (Type II grievances)

All other grievances will be handled through regular administrative and organizational channels or in accordance with other formal
policies (See Academic Appeals in Student Handbook and Calendar).

Interpretation of Coverage. Where a dispute exists concerning the application of these procedures, the President of the College will
make final judgment on the question.

Eligibility:

Type I Grievances: Any student believing that he/she has been discriminated against unlawfully based on gender, disability, race,
color, age, religion, national origin, or veteran status through the action of an employee, a supervisor, or other person acting for the
Institution may bring a grievance under these procedures.

Type II Grievances: A student believing that an error has occurred in the interpretation or application of stated policy or that a
violation of stated policy has occurred may bring a grievance under these procedures.

These procedures are not intended to change or to establish new policy. They are only to establish whether or not an error has occurred,
and if so, what might constitute appropriate redress for the aggrieved.

Procedure
Informal Procedure

1. Prior to filing a written grievance, the student (grievant) may first wish to attempt to resolve his/her grievance by
discussing the matter with the person (respondent) alleged to be responsible for the discrimination or error. This discussion
shall occur within 20 business days of the alleged grievance (day here and elsewhere in these procedures means business days
excluding Saturdays, Sundays, and holidays definition: “business days” refers to days the college administrative offices are
official open).

2. Ifthe grievance is not resolved at this level, the grievant must submit a formal grievance in writing to the respondent’s
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Department Chair for in order to initiate the grievance process to continue. False and/or malicious allegations made by the
grievant may result in disciplinary action against the grievant.

Formal Procedure
L. Grievance Filing

A. Grievances shall be filed in writing with the appropriate Department Chair within business 10 days of the attempted resolution
of the grievance with the respondent. The written grievance shall provide the following information:

1. Name(s) and address(es) of the grievant;

2. Nature and date of the alleged violation;

3. Name(s) of the person(s) responsible for the alleged violation (where known);

4. Requested relief or corrective action (redress).(The grievant has the option of not specifying
this information); and

5. Other background information the grievant believes to be relevant, e.g., names of others affected by the alleged
violation or error.

I1. Initial Processing of Grievances

A. Notification of Respondent: Within 5 business days of the filing of a written grievance, the Department Chair shall notify the
respondent of the grievance and of his/her responsibility for submission of a written reply to the grievance. Respondent will
have 5 business days after receipt of the grievance notification or return date of certified letter to Temple College to reply. While
the respondent is to be informed of the actual grievance or grievances being filed, the respondent is not allowed access to the
grievant’s official written statement prior to submission of his/her own initial written account of the facts surrounding the
grievance.

B. Respondent Grievance Answer: The respondent’s answer shall be as follows:,
1. Confirm or deny each fact alleged in the grievance;
2. Indicate the extent to which the grievance has merit; and
3. Indicate acceptance or rejection of the corrective action sought by the grievant, or outline an alternative
corrective action.

C. Department Chair’s Determination and Ruling

1. After receiving reply from respondent, Department Chair will within 5 business days issue a written decision either
affirming or denying the grievance to the grievant and the respondent;

2. The grievant can either accept the decision or appeal to the next level of the grievance process. If the grievant does not
accept the written decision of the Department Chair, the grievant can appeal the grievance in writing to the next level
of the grievance process. The grievant will have 5 business days after receipt of the decision or return date of certified
letter to Temple College to appeal the Chair’s decision;

3. If no appeal has been received within 5 business days after issuance of the Department Chair’s decision, the Division
Director shall issue a notice of non-response to the grievant, respondent, Vice President of Educational Services if

grievance is at the Division Director Level and the President of the College and the grievance will be recorded as closed.

4. If an appeal is received within 5 business days after issuance of the Department Chair’s decision, the Division Director
or Vice President of Educational Services will initiate the hearing panel process and conduct a hearing within 10
business days after receipt of the grievance appeal.

II1. Processing of Grievance at the Levels

A. Conducting the Hearing

1. A hearing panel will convene within 10 business days of receipt of the appeal. The hearing panel will consist of the
Division Director or Vice President of Educational Services, who will serve as the chair of the panel and will be a non
voting member, one student (the president of the Student Government, if available), and three faculty members selected
at random from the faculty, excluding the respondent’s discipline.

2. Copies of any written materials sent to the hearing panel chair should also be sent to the grievant, the respondent, Vice
President of Educational Services, and the President of the College.

3. Persons present at the hearing shall include
« the grievant,
» the respondent,
» any individual(s) requested by either party to provide information relevant to the grievance,
+ the hearing panel.
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4. Hearings shall not be open to the public unless requested by the grievant.

B. Hearing Procedures
1. Equal time will be allocated to each party for the presentation of information. Time used for questions and answers
asked by the hearing panel is not charged to the grievant or the respondent.
2. Both the grievant and the respondent shall have the right to present witnesses and ask questions of these witnesses. The
time so used is to be counted as part of their allocated time.
3. The hearing panel chair shall appoint a timekeeper and recorder.

C. Grievance Decisions
10 days after the receipt of the appeal by the grievant.
1. Within 5 business days after the hearing, the chair of the panel shall issue a written decision which
includes:
a. A statement regarding the validity of the grievance allocation;
b. Specification of any corrective action to be taken; and
c. The specific reasons for the decision.
2. Copies of the decision shall be sent to the grievant, the respondent, Division Director, Vice President of Educational
Services, and the President of the College.

D. Acceptance or Rejection of a Hearing Decision

1. Ifthe grievant rejects the hearing decision, he/she shall within 10 business days of the receipt of the decision or return
date of certified letter to Temple College notify the hearing panel chair of his/her intent to appeal the grievance to the
next level. The grievant must submit a formal letter of appeal of the hearing decision in writing to the President of the
College with copies being sent, by the grievant, to the hearing Panel Chair.

2. If no such notification is received by the Hearing Officer within this time period, any corrective action specified in
the decision shall be taken, and the grievance will be recorded as closed by the hearing panel chair and notice will be
sent to grievant, respondent, Division Director, Vice President of Educational Services, and the President of the College.

E. Final Appeals Procedure
1. The President is the final institutional authority on grievances.
2. The President must issue a decision within 10 business days after the receipt of the appeal by the grievant.
3. No new information may be introduced unless the parties can show cause as to why it was not introduced
at the hearing.

F. Time Extensions
1. Any time limits set by this procedure may be extended by mutual consent of the grievant and the respondent.
2. Inthe event any of the days falls on a College holiday, the extension will be the same number of days as the holiday.

G. Other Courses of Action
1. Ifthis is a discrimination complaint, the defendant may also file a complaint of illegal discrimination with the Office for
Civil Rights, Department of Education [1200 Main Tower, Suite 2260, Dallas, TX 75202] at the same time, during, or
after use of this grievance procedure. Such complaints must be filed in writing no later than 180 days after the
occurrence of the possible discrimination.

Adopted Fall 1999
Revised Summer 2000

Policy for Student/Employee Complaints Involving Faculty

(Note: This policy is to be used for any complaint that does not fall within the Type I or Type II grievance definitions outlined under the
Grievance Procedure section of this handbook. For sexual harassment issues, please see the Sexual Harassment Policy in the Temple
College Personnel Handbook).

This policy must be adhered to regarding time issues. Every effort should be made to resolve this issue.
Note: Working Business day is defined as any day the college is officially open.
STEP 1:
The student/college employee (complainant) must first discuss any complaints, iei.e., issues, concerns, or academic appeal with the
respective faculty member within 30 working business days of the occurrence.
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STEP 2:
If the complaint is not resolved in Step I, a written statement with documentation describing the complaint must be presented to the
supervisor and the faculty member within 5 business days following the discussion with the respective faculty member.

STEP 3:

An all-inclusive conference composed of the student/college employee, faculty member and faculty member’s supervisor shall be
called by the supervisor within 5 business days following receipt of the written statement. This conference shall be convened as an
attempt to resolve the complaint.

STEP 4:
A written record of the conference with the decision made by the supervisor shall be provided to all parties involved within 5 business
days following the conference in Step 2.

STEP 5:

If the complainant or faculty member does not accept the decision in Step 4, he/she must submit to the next level supervisor a
written Statement with a copy of all documentation regarding this complaint within 5 business days following receipt of the decision in
Step 4.

STEP 6:
The next level supervisor shall schedule an all-inclusive conference (complainant, faculty member, and supervisors). This conference
should be completed within 5 business days after the supervisor receives the written complaint in Step 5.

STEP 7:
The supervisor shall provide a written record of the conference and the decision to all parties involved within 5 business days
following the conference in Step 6.

STEP 8:

If the complainant or faculty member still does not accept the decision, he/she must submit to the final authority, the Vice President
of Educational Services, a written statement with a copy of all documentation regarding this complaint within 5 business days following
receipt of the decision in Step 7.

STEP o:
The Vice President of Educational Services shall schedule an all-inclusive conference (complainant, faculty member, and
supervisors) within 5 business days following receipt of the written statement in Step 8.

STEP 10:

The Vice President of Educational Services will provide a written record of the conference with the decision to all parties involved
within 5 business days. (If the final complaint is filed against the Vice President of Educational Services, the President of the College will
assume the duties of the Vice President of Educational Services beginning with Step 8).

Note:

In the event there are complaints involving administrative personnel who are also teaching a class, this policy will follow the same
procedure, except omission of the respective administration level. Any individual teaching a class, regardless of position on the chain of
command, will fall under the supervision of the department chair of the subject being taught.

PRIVACY INFORMATION

Institutional Policy for Compliance with the Family Educational Rights and Privacy Act of 1974

Annual Notice to Students

The Family Educational Rights and Privacy Act (FERPA) affords students certain rights with respect to their education records. These
rights include:

(1) The right to inspect and review the student’s education records within 45 calendar days of the day Temple College receives a
request for access. Students should submit to the Director of Admissions and Records, Vice President of Educational Services, head of
the academic department, or other appropriate official, written requests that identify the record(s) they wish to inspect. The College
official will make arrangements for access and notify the student of the time and place where the records may be inspected. If the
records are not maintained by the College official to whom the request was submitted, that official shall advise the student of the correct
official to whom the request should be addressed.

(2) The right to request the amendment of the student’s education records that the student believes is inaccurate. Students may ask
Temple College to amend a record that they Dbelieve is inaccurate. They should write the College official responsible for the record,
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