OPPM 1000 – Executive
Table of Contents

Section 1010
Role of the College President and Delegation of Authority by the Board of Trustees

Section 1020
Naming College Facilities

Section 1030
Fundraising in the Name of the College

Section 1040
Limitation of Liability for Public Media

Section 1050
Conduct of Research

Section 1100
Safety

Section 1110
All Hazards Emergency Response Plan

Section 1120 
Crimes on Campus

Section 1130
Suspended Operations

Section 1200
Ethical Standards

Section 1210
Open Public Records

Section 1220
Use of College Resources
Section 1230
Political Activity

Section 1240
Whistleblower Policy

Section 1300
Use of Facilities

Section 1310
Alcohol Beverage Service

Section 1320
Parking

Section 1330
Smoking on Campus

Section 1340
Sustainable Transportation

Section 1350
Vending Machines

SKAGIT VALLEY COLLEGE 

POLICY/PROCEDURE

FOR 
Role of the College President and Delegation of Authority 
by the Board of Trustees

	Section: 1000
Subsection:  1010
	Initial Date of Approval:  1/30/09
Revision Date(s): 




PURPOSE

The College President’s duties are defined by the Board of Trustees.  In addition, the Board of Trustees delegates to the President specific legal authority for the administration of the College.

REFERENCES


Board Policy Manual (Board-Staff Linkage BSL-1 and BSL-2)

RCW 28B
POLICY

The ultimate responsibility for Skagit Valley College rests in its state appointed Board of Trustees.
The Skagit Valley College Board of Trustees may delegate appropriate areas of authority to the College President with the implicit and sometimes explicit condition that the Board reserves the right to question, challenge, and occasionally override decisions or proposals it judges to be inconsistent with the mission, goals, integrity, or financial position of the institution.

It shall be the responsibility of the Board of Trustees to establish policy and to evaluate the success of the college operation.

      
PROCEDURE

To administer the college, the Board of Trustees shall employ a College President and hold him/her responsible for the administration of the College in general.

The Board of Trustees may delegate such powers, duties, responsibilities and authority to the College President in accordance with his/her job description and as outlined in board policy BSL 2: Operational Responsibilities.

The College President shall establish an administrative organization designed to support the instructional program and to provide orderly and efficient management of the college district in accordance with generally accepted management principles and Board of Trustee policies.
The President may delegate such delegated authority to Skagit Valley College employees in accordance with job descriptions which reflect specific duties and functions.

	Administrative Responsibility:  President




SKAGIT VALLEY COLLEGE 

POLICY/PROCEDURE

FOR 
Naming College Facilities 

	Section:  1000 

Subsection:  1020
	Initial Date of Approval:  1/30/09
Revision Date(s): 




PURPOSE

The purpose of this policy is to provide guidelines and processes when naming facilities, rooms, and special sub-areas of Skagit Valley College campuses and centers.  
REFERENCES

Board Policy Manual GP-1
POLICY

It is the intention of Skagit Valley College to select names that will represent the college’s mission and vision, its best interests, and the many communities and constituencies it serves.


PROCEDURE

Facilities and specific sub-areas of Skagit Valley College campuses and centers will be named after full and careful deliberation and the use of appropriate procedures.  The following are examples of facilities and features considered suitable for naming:

1. Campus buildings 
2. Areas within buildings such as conference rooms, cafeterias, lounges, etc. 

3. Plazas 

4. Landscape features

Types of Names Open for Consideration
Skagit Valley College has a history of recognizing important persons in the development of the college by naming buildings for them.  When individuals such as these are nominees for building names, building sub-areas, plazas, or landscapes, they should be persons that have made significant contributions to the college, been a notable advocate of the college, or contributed substantial financial support to the college. The Naming Committee shall also give careful consideration to nominees with the following characteristics:  a) the person has made an outstanding contribution to Skagit Valley College exemplifying commitment to community service and dedication to student learning and success; (b) active participation in the life of the college (c) a level of contribution and/or length of tenure consistent with the facility or space to be named; (d) a reputation that brings credit to Skagit Valley College.
Other appropriate names to consider:

1.  Descriptive names that identify the facility, function, or location.

2.  Historical or generic names that have local meaning or significance.
3.  Names that honor or recognize an individual, family, group 

or organization that have played an important role in the history of the college.

An ad hoc Naming Committee will be appointed by the president of the college.  The committee will be composed of a representative group of district-wide persons who are sensitive to the geographical location and history of the place or facility to be named.  
The committee will generally consist of faculty, classified staff, administration, a student, and a member of the Board of Trustees, though the composition will be decided by the President and may also include community members.  

Persons from the communities-at-large in Skagit, Island, or San Juan Counties and/or college employees may make nominations.  
After careful deliberation by the Naming Committee, the recommended name and rationale is forwarded to the President who shall then refer to the Board of Trustees.

Final authority for naming rests with the Board of Trustees of Skagit Valley College.

	Administrative Responsibility:  President




SKAGIT VALLEY COLLEGE 

POLICY/PROCEDURE

FOR 
Fundraising in the Name of the College

	Section: 1000
Subsection:  1030
	Initial Date of Approval:  1/30/09
Revision Date(s): 




PURPOSE

To maintain control and coordination of fundraising agents for Skagit Valley College and its various programs and functions.

REFERENCES

Not applicable.

POLICY

Without written authority from the President, no person shall request, solicit or collect funds from any other person, business, or organization in the name of Skagit Valley College, whether by solicitation of contribution, sale of goods, or by any other action, 
PROCEDURE


Proposals to the President for permission to request, solicit or collect funds in the name of Skagit Valley College must be in writing and include the following information:
· The identity of every individual who is contacting any person to request, solicit or collect funds in the name of Skagit Valley College;

· The identity of the individual(s) who is responsible for accounting for all funds collected in the name of Skagit Valley College;

· The location where the funds are deposited, held, or otherwise safeguarded;

· The identity of the person who is responsible for authorizing expenditure of the funds;

· The purpose for which the funds are expended; and

· A statement of endorsement from the Executive Vice President of Instruction and Student Services and the Vice President of Administrative Services.

	Administrative Responsibility: President


SKAGIT VALLEY COLLEGE 

POLICY/PROCEDURE

FOR 
Limitation of Liability for Public Media

	Section: 1000
Subsection:  1040
	Initial Date of Approval:  1/30/09
Revision Date(s): 




PURPOSE

The purpose of public information is to communicate information about Skagit Valley College programs, events, and offerings to the public, in a timely manner and in a variety of media.  
REFERENCES

Not applicable.

POLICY

Every effort will be made to assure the accuracy of the information contained in all media information produced by the college for public use and subject to change without notice. 
The college’s total liability for student claims related to classes or programs shall be limited to the tuition and expenses paid by the student to the college for those classes.  In no event shall the college be liable for any special, indirect, incidental or consequential damages, including but not limited to, loss of earnings or profits.

    
PROCEDURE


Skagit Valley College catalogs, class schedules, web site, fee schedules, etc., do not create binding contracts between Skagit Valley College and its students. The college and its divisions reserve the right at any time to make changes in any regulations or requirements governing instruction in and graduation from the college and its various divisions. Changes shall take effect whenever the proper authorities determine and shall apply not only to prospective students but also to those who are currently enrolled at the college. Except as other conditions dictate, the college will make every reasonable effort to ensure that students currently enrolled in programs, and making normal progress toward completion of any requirements, will have the opportunity to complete any program which is to be discontinued. 

Students are advised, however, that such information is subject to change without notice, and advisors should, therefore, be consulted on a regular basis for current information. 

The approved limitation of liability statement regarding programs, academic policies, and schedules shall appear on the college website, Quarterly Schedules and the Catalog. 

	Administrative Responsibility:  President



SKAGIT VALLEY COLLEGE 

POLICY/PROCEDURE

FOR 
Conduct of Research

	Section: 1000
Subsection:  1050
	Initial Date of Approval:  1/30/09
Revision Date(s): 




PURPOSE

To establish policy and procedures for the conduct of surveys and other research by any person, group, or entity at any Skagit Valley College campus, center, or other location.

REFERENCES

Protection of Human Subjects (45CFR46)
POLICY

Surveys and research studies will be conducted in a manner that ensures the research is sound and does not violate board policy, college operating procedures, or federal regulations concerning protection of human subjects. 

    
PROCEDURES

The College’s Office of Institutional Research will maintain and manage a Research Review Committee composed of staff members performing the functions of institutional research and evaluation.  Additional faculty and staff members may serve in an advisory capacity where appropriate.  All survey and other research requests must be reviewed by the Research Review Committee, and, in some cases, the appropriate administrator, except as noted below.

It is the intent of the college to minimize the number of surveys and studies, and therefore the potential for over-surveying students, faculty and staff, by conducting regularly scheduled surveys, combining studies or surveys when possible, or other means.  To that end, surveys and research studies must be coordinated through the SVC Office of Institutional Research.

Authorization Requirements
Any individual or group of persons who wish to use SVC employees, students, records, or facilities as part of any research project, study, or survey must complete an Authorization to Conduct Research form.  This requirement applies to studies or surveys that:
1. involve staff members in more than one instructional department or program area, 

2. involve classes in more than one instructional department, or 

3. directly affect and/or address activities in more than one department or program area.

Exception:  If the research involves only one department or program area, the researcher(s) need not file an Authorization to Conduct Research Form, but must obtain permission from the appropriate instructor(s) and department or division chair.  However, the survey or study should be conducted in consultation with the Office of Institutional Research.

Approval Process

After receiving the Authorization to Conduct Research form, the Research Review Committee will verify that:
1. All information requested on the Authorization to Conduct Research form has been provided,
2. The appropriate signatures have been obtained by the requestor, 

3. The proposed research is compatible with Skagit Valley College's mission and purpose and is education-related,
4. The proposal meets the requirements of Protection of Human Subjects (45CFR46), and
5. The results will be disseminated in a fashion which would protect the identity of the subjects and, if appropriate, the college.
The Research Review Committee will base approval or denial of the proposal on the following criteria: 

1. Ability of researcher(s) to conduct the research proposed,

2. Compatibility of the research with the college's mission and purpose,
3. Soundness of rationale for conducting the research project, including sampling, methodology, instrumentation, and treatment of data,  

4. Acceptability of the potential effects the collection of data and the dissemination and use of results may have on SVC students, personnel, operations, and the community, and 

5. Evidence of support from other involved individuals or groups internal or external to SVC. 

Under certain circumstances, the Research Review Committee will submit the request to the appropriate Vice President or the President for approval.  This submission will occur if the project meets any of the following: 
1. Has political or broad community implications for the college,
2. Involves Board of Trustee policy, 

3. Involves all or a significant portion of the staff,
4. Involves all or a significant portion of the students, or 

5. Involves established operating procedures and/or policies (e.g., SVC Board of Trustee Policy or Operational Policy and Procedures). 

The requestor will be contacted by the Office of Institutional Research concerning the status of the request within 30 days of receipt of the proposal.  

If a research request is denied, the notification will include the reason(s) for the denial.  A revised proposal, or sections thereof, may be submitted for reconsideration. 
Reporting of Results

The results of the study or survey must be submitted to the Director of Institutional Research prior to being made public. This document may also be reviewed by the Research Review Committee.

The names of individuals will not be used in the study unless permission is granted in writing by the individuals.  The name of Skagit Valley College will be used only if permission is granted by the Research Review Committee.
	Administrative Responsibility: President




SKAGIT VALLEY COLLEGE 

POLICY/PROCEDURE

FOR 
Safety

	Section:  1000 
Subsection:  1100
	Initial Date of Approval:  1/30/09
Revision Date(s): 




PURPOSE

Provide guidelines for the safe operation of the college and the safety of employees, students, and the general public as well as the prevention of accidents on Skagit Valley College (SVC) Campuses and Centers.
REFERENCES

All Hazards Emergency Response Plan

RCW 70.100
WAC 296-24 
WAC 296-

HYPERLINK "http://apps.leg.wa.gov/WAC/default.aspx?cite=296-62"
62
POLICY

SVC shall comply with standards and systems of education for safety as shall be, from time to time, prescribed by the Director of Labor and Industries through the Division of Safety, by other state agencies with authority for emergency response planning, or by statute.

It is also the responsibility of SVC to establish and supervise: 

1. A safe and healthful working environment. 

2. Training programs to improve the skill and competency of employees in the field of occupational safety and health.
PROCEDURES


Safety Committee

The Director of Physical Plant is the designated Safety Officer.

1. The SVC Safety Committee is organized to advise the Safety Officer and assist in the detection and elimination of unsafe conditions and work procedures.

2. The Safety Committee shall consist of the following: Safety Officer (Director of the Physical Plant), the VP of Administrative Services, (1) administrator 
3. selected by the President, (1) faculty member selected by the faculty union, (1) classified staff representative selected by the classified staff union, (1) exempt staff representative, (1) student representative selected by Student Government, and (1) Whidbey Campus representative. (Committee members shall serve one-year terms). Should a vacancy occur, a new member shall be selected prior to the next scheduled meeting. 

4. The Safety Committee will operate according to the procedures specified in WAC 296-800-130-20. The Safety Committee shall prepare and maintain written procedures covering accident prevention, chemical hazards, accident investigation and reporting, and all other hazards requiring emergency planning and response. 

5. Source documents for safety and health procedures will be maintained in the office of the Safety Officer (Director of the Physical Plant) and the Maintenance Supervisor at the Whidbey Campus. 

6. As required by WAC 296-900-130-15, SVC shall maintain a safety bulletin board for the purpose of displaying safety bulletins, newsletters, posters, accident statistics and other safety educational materials.

Reporting Injuries and Unsafe Conditions
In the event of an injury on its property, all persons are asked to make reports of the injury so that the college may take steps to evaluate any potentially unsafe conditions.
1. Guidelines for responding to an emergency situation on campus are contained in the All Hazards Emergency Response Plan. This guide is distributed to staff and is available through the office of the Safety Officer (Director of the Physical Plant) or the Administration Office at Whidbey Campus.  It is also posted on both the college website and intranet site. 

2. In the event of an emergency, the President or her/his designee should be contacted immediately.  In the event of an accident, an Accident Report form should be completed and turned in to the Safety Officer (Director of Physical Plant) 

Apparent unsafe conditions should be reported, in writing, to the Safety Officer (Director of the Physical Plant).
Any person who has sustained an injury on Skagit Valley College property may report the injury to the Security Office.

Skagit Valley College employees must report injuries sustained on Skagit Valley College property to the Security Office or to Human Resources.
Eye Safety

Skagit Valley College has an eye safety program for all persons under the jurisdiction of the college. Deans/Vice Presidents and the Director of Physical Plant are responsible for the eye safety program, which conforms to the standards established by RCW 70.100.010.
All employees and students working in laboratories and/or shops will periodically review eye protection safety guidelines and be aware of safety devices such as eye and body wash stations.

Chemical Hazard Communication
 Skagit Valley College has  a chemical hazard communication program.. The purpose is to give workers information on hazardous chemicals in the work place so that they can use chemicals safely, protect themselves from harmful exposures, and monitor their own health.
In order to ensure that information concerning the hazards of chemicals is transmitted to employees and other affected persons at SVC, the Washington Administrative Code require that the College: 

1. Develop and implement a written hazardous communication program for labels and other forms of warning, material safety data sheets, and employee information and training, including: 

a. A list of hazardous chemicals known to be present. 

b. Methods used by SVC to inform employees of hazardous tasks. 

c. Methods used to inform contractors on SVC premises of hazardous chemicals their employees may be exposed to in performing their work. 

2. Make the written hazard communication program available, upon request, to employees and others in accordance with state and federal regulations.
Hazardous materials training will be made available to appropriate staff as needed.

	Administrative Responsibility: President




SKAGIT VALLEY COLLEGE 

POLICY/PROCEDURE

FOR 
All Hazards Emergency Response Plan

	Section:  1000 

Subsection:  1110
	Initial Date of Approval:  1/30/09
Revision Date(s): 




PURPOSE

Provide guidelines for emergency situations for the college district.

REFERENCES

All Hazards Emergency Response Plan 

FEMA/NIMS
POLICY
The College will provide detailed response guidelines for emergencies on any campus or center of Skagit Valley College.

PROCEDURE
The All Hazards Emergency Response Plan has been developed to follow the National Incident Management System (NIMS) followed nation-wide by community first responders to emergencies including fire departments, police departments, and EMT personnel.

Procedures for responding to all types of campus emergencies can be found in the All Hazards Emergency Response Plan.  The plan is available to students, employees, and the general public on the college’s website at www.skagit.edu.  Hard copies of the plan are located in the offices of all deans, vice presidents, and the president.
	Administrative Responsibility:  President



SKAGIT VALLEY COLLEGE 

POLICY/PROCEDURE

FOR 
Crimes on Campus

	Section:  1000 

Subsection:  1120
	Initial Date of Approval:  1/30/09
Revision Date(s): 




PURPOSE

To make the general public aware of categories and numbers of crimes committed on the campuses and centers operated by Skagit Valley College.

REFERENCES

Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics

Act

POLICY

Skagit Valley College complies with the Campus Crime Statistics Act.  

PROCEDURE

Information on Campus Security for all campuses and centers is published in quarterly class schedules.

Members of the college community are encouraged to follow standard crime prevention practices such as locking their motor vehicles, parking and walking in well-lighted areas, and being aware of people and surroundings when entering or exiting their vehicles or college buildings.
Emergency phones are designated and visible in certain parking areas for use in any emergency situation.  Security escort services are also available by contacting the Security Office.

	Administrative Responsibility: President




SKAGIT VALLEY COLLEGE 

POLICY/PROCEDURE

FOR 
Suspended Operations

	Section:  1000 
Subsection:  1130


	Initial Date of Approval:  1/30/09
Revision Date(s): 




PURPOSE

The purpose is to provide guidelines for communication of suspended operations for Skagit Valley College campuses and centers.

REFERENCES

WAC 357-31-260
SVCFT Negotiated Agreement

WPEA Collective Bargaining Agreement

POLICY

The President or designee of may suspend the operations of any portion or all of the institution whenever he/she determines that public health, property, or safety may be jeopardized due to emergency conditions

PROCEDURE

In the event of an emergency delay or closure (due to snow, earthquake, wind, fire, etc.), every effort will be made to announce a decision to close or delay day classes prior to 6:00 AM.  Every effort will be made to announce a decision to close evening classes by 3:00 PM.
A message will be placed on the college website www.skagit.edu and at www.schoolreport.org, radio and television stations and on these phone numbers when the college is closed or delayed:  
Whidbey Island Campus 360-675-6656

Mount Vernon Campus 360-416-7600
San Juan Center 360-416-3720

South Whidbey Center 360-341-2425 
	Administrative Responsibility:  President




SKAGIT VALLEY COLLEGE 

POLICY/PROCEDURE

FOR 
Ethical Standards

	Section: 1000

Subsection:  1200
	Initial Date of Approval:  1/30/09
Revision Date(s): 




PURPOSE

To ensure that public officers, employees, and trustees conduct their duties and responsibilities in the public interest.

REFERENCES

WAC 292-100
RCW 42.52
Washington State Executive Ethics Board
POLICY

No employee or officer (hereafter “employee”) of Skagit Valley College may have a financial interest or engage in any activity that is in conflict with the proper discharge of the employee’s official duties.. 


PROCEDURE

Confidential Information 
No employee may accept employment or engage in any business or professional activity that the employee might reasonably expect would require or induce him/her to make an unauthorized disclosure of confidential information acquired through the employee’s official position. 

No employee may disclose confidential information to any person not entitled or authorized to receive the information. 

Special Privileges 
Except as required to perform duties within the scope of employment, no employee may use his/her position to secure special privileges or exemptions for him/herself, family members, or other persons. 

Compensation for Outside Activities 
No employee may receive anything of economic value under any contract or grant outside of his or her official duties. The prohibition in this section does not apply where the employee has complied with each of the following conditions the: 

· contract or grant is bona fide and actually performed; 

· performance or administration of the contract or grant is not within the course of the employee’s official duties, or is not under the employee’s official supervision;

· performance of the contract or grant is not prohibited by RCW 42.52. or by applicable laws or rules governing outside employment for the employee;

· contract or grant is neither performed for nor compensated by any person from whom such employee would be prohibited from receiving a gift;

· contract or grant is not one expressly created or authorized by the employee in his or her official capacity; 

· contract or grant would not require unauthorized disclosure of confidential information. 

Honoraria No employee, including student employees, may receive honoraria, unless specifically authorized in advance, in writing by the appropriate appointing authority. 

Gifts 

An employee may not accept or solicit a gift, if it could reasonably be expected to influence the performance or nonperformance of the employee’s official duties. 

An employee may not accept a gift from any person with a value in excess of $50 a year. 

Use of Persons, Money, Property or Equipment for Private Gain 

No employee may employ or use any person, money, property or equipment owned by SVC for the private benefit or gain of the employee or another. 

Off-Duty Activities 
Off-duty activities that are a conflict of interest under chapter 42.52 RCW and/or this procedure, detrimental to the employee’s work performance or district programs, bring discredit upon the institution or otherwise constitute a violation of college policies may be cause for disciplinary action.
1. In matters where the possibility of conflict exists, the employee’s supervisor shall conduct an investigation of the situation and report the findings to the President.
2. Employees shall report all arrests and any court-imposed sanctions or conditions that affect his/her ability to perform assigned duties to their appointing authority within twenty-four (24) hours of occurrence or prior to their scheduled work shift, whichever occurs first.

	Administrative Responsibility:  President




SKAGIT VALLEY COLLEGE 

POLICY/PROCEDURE

FOR 
Open Public Records

	Section: 1000

Subsection:  1210

	Initial Date of Approval:  1/30/09
Revision Date(s): 




PURPOSE

The purpose of this policy is to comply with the provisions of the Washington State public disclosure laws governing access to public records, while at the same time preserving the right to privacy for college students and employees and minimizing disruption to the operation of college programs and services.

REFERENCES
RCW 42.56 
RCW 34.05,
RCW 40.14.060
Family Educational Rights and Privacy Act of 1974 20 USC 1232(G)
POLICY

Skagit Valley College shall comply with the provisions of the Washington State public disclosure laws governing access to public records.
DEFINITION

“Public Record” as defined by RCW 42.56.010 means “any writing containing information relating to the conduct of government or the performance of any governmental or proprietary function prepared, owned, used, or retained by any state or local agency regardless of physical form or characteristics.”  All public records of Skagit Valley College, Community College District 4, are considered to be available for public access except as exempted or limited by WAC 132D-276-100 and RCW 42.56.


PROCEDURE

The Public Records Policy is contained in the RCW’s cited above.  These documents may be accessed via internet search or by request at the Office of the President.
Requests for Access

Requests for access to and/or copies of public records maintained at Skagit Valley College shall be made in writing to the Public Records Officer/President’s Office, 2405 E. College Way, Mount Vernon, Washington, 98273.  Requesters should submit a written request for public records to the public records officer.  The college encourages the requester to provide:
· requester’s name, full mailing address, and telephone number;

· a specific and detailed description of the record being requested;

· states whether the requester wishes only to examine the record and will come to the college to do so or, instead, wishes to obtain a copy of the record;

· certifies that the requester

· will not use any list of individuals requested through the request for public records for commercial purposes,

· has read and understood WAC 132D-276, and

·  agrees to return the record in its original condition if the requester examines the record on campus or to pay the cost of having the copy made.
Those seeking access to any student address lists or other personal information should be referred to the Admissions and Registration Office.  College policy does not allow for such disclosure without a Court Order or other compulsory legal action.
Response to Requests

· The public records officer or his/her designee will respond to the request within five business days after receiving it.

· Depending on the nature of the request and of the record concerned, the public records officer will respond in one of the following ways:

· make the record available or provide a copy as requested;

· state that the record as described does not exist at Skagit Valley College at this time;

· acknowledge the request and ask for additional descriptive information, in cases where the description provided is incomplete or unclear;

· acknowledge the request and state a date by which the record(s) will be provided;
· deny the request in whole or in part and indicate the specific reason for the denial.

Appeal after Request Is Denied
· Any person who objects to the denial of a request for a public record may petition for prompt review of such decision by submitting  a written request for review. The written request shall specifically refer to the written statement by the public records officer and/or his or her designees which constituted or accompanied the denial.

· Immediately after receiving a written request for review of a decision denying a public record, the public records officer and/or his or her designee denying the request shall refer it to the college president. The College President or his or her designee shall immediately consider the matter and either affirm or reverse such denial or consult with an Assistant Attorney General to review the denial. In any case, the request shall be returned with a final decision, within two business days following the original denial.

· Administrative remedies shall not be considered exhausted until the college has returned the petition with a decision or until the close of the second business day following denial of inspection, whichever occurs first.

· Once the college denies a request for public records, the requester may request the Attorney General to review the denial. Pursuant to RCW 42.56, the Attorney General will provide the requester with an opinion whether the record is exempt from disclosure.

Exemptions and Limitations

· Certain public records are exempt from public access according to RCW 42.56. Access to these records will not be granted unless the public records officer determines that disclosure would not affect any vital governmental interest or a person’s right to privacy. If these interests can be protected by deletion of personal references or other identifying information, access shall be granted following deletion of such material, and a reasonable time shall be allowed for deleting the material.

· Student educational records are available only in accordance with the federal Family Educational Rights and Privacy Act (FERPA)(20 USC 1232g § 34 CFR Part 99), which establishes that the education records of students attending or having attended the college are confidential and can be released only with written permission of the student.

· Records concerning applicants to and employees of Skagit Valley College are available only to such faculty and staff members, including supervisory personnel, who must have access to certain records in order to carry out the business of the college. The only information contained in an individual’s employee file which shall be available for public inspection shall be records that do not violate the employee’s right to privacy. The employee, however, shall have full access to his/her personnel file as provided by the pertinent bargaining unit agreement.

Notification of Affected Persons

If the requested record is not exempt from release and contains information which could identify an individual or agency, Skagit Valley College may notify the individual or agency thus identified that release of the record has been requested. In such cases the college’s initial response to the request will allow a reasonable time for the identified individual or agency to seek court protection from release of the record.

Requests for Review Only

A requester may choose to review the public record in person. In this case, a mutually-agreeable time and place will be arranged, during normal business hours on the college campus. The requester is expected to handle the materials carefully and return them undamaged and in order. In certain instances, at the discretion of the public records officer, a staff member must be present as the requester reviews the materials.

Request for Copies

A requester may choose to ask for a copy of the public record. In this case, the requester shall reimburse Skagit Valley College for the cost of reproducing the record before receiving the record. In certain instances, at the discretion of the public records officer, the reproduction charge may be waived.

No Obligation to Create Records

Public records are generally available for public review, except as exempted or limited under RCW 42.56. Skagit Valley College is under no obligation to gather data or organize information to create a record which does not exist at the time of the request.

“Writing” as defined by RCW 42.56.010 includes all means of recording any form of communication or representation, including documents, pictures, computer tapes or disks, and sound recordings
	Administrative Responsibility:  President 




SKAGIT VALLEY COLLEGE 

POLICY/PROCEDURE

FOR 
Use of College Resources

	Section:  1000
Subsection:  1220

	Initial Date of Approval:  1/30/09
Revision Date(s): 




PURPOSE

To establish appropriate use of college resources. 

REFERENCES

RCW 42.52
Washington State Executive Ethics Board
POLICY

The purpose of this policy is to assure the legal use of state property and resources by all persons, including employees and officers of the college.


PROCEDURE

Any use of college facilities or equipment (see also OPPM Section 7020) outside the normal operation of educational programs, classes, and activities must be specifically approved by an appropriate administrator and fall within the laws specified above.
Use of facilities and equipment outside the employee's normal work area or work hours may be permitted with the approval of the appropriate administrator provided that such employee has demonstrated satisfactory familiarity with the operation and safety features of the equipment and further that such use shall comply with the state ethics law, rules and advisory opinions of the state Executive Ethics Board, and district rules, policies and procedures.
	Administrative Responsibility:  President



SKAGIT VALLEY COLLEGE 

POLICY/PROCEDURE

FOR 
Political Activity

	Section:  1000
Subsection:  1230
	Initial Date of Approval:  1/30/09
Revision Date(s): 




PURPOSE

It is the purpose of this policy to regulate College use, activities, and actions in compliance with Washington State law and to maintain the neutrality of the college regarding political advocacy.
REFERENCES

RCW 41.06.250
RCW 42.17.130
RCW 42.52.180
POLICY

It shall be the policy of the College to conform to the requirements of the applicable state and federal laws, concerning the rights and obligations of college employees relative to political and campaign activity, and the use of state property for such purposes.

PROCEDURE
Nothing in this policy shall prohibit college employees from exercising their right to vote or expressing opinions on political subjects and candidates, participating in campaigns, or to hold office in a political party.

This policy shall not prohibit or restrict faculty, staff or students from participating or organizing events or activities designed to advise or educate students and the general public on matters concerning our educational institution. 
Employees of Skagit Valley College may not: 

· Use  work time to solicit support, opposition, signatures or money for ballot measures; 

· Use  work time to campaign for or against a candidate for public office; 

· Use  public property to campaign for or against a candidate or measure; except that ‘neutral forum’ public property otherwise open to public use can be used for campaigning; 
· Use  public facilities or supplies  for campaigns or measures, which includes  office space, email,  word processing,  paper, and other publicly owned property, for campaigns, whether during or after work hours; 

· Display or distribute political material in or on publicly owned vehicles or facilities; 

· Use  publicly owned facilities to instruct or urge public employees to campaign for candidates or measures, or implying that job performance might be judged according to willingness to use their own time on a campaign; and 

· Use public time or facilities to draft or pass a resolution by an appointed committee or board, taking an official position regarding a pending ballot measure or endorsement of a particular candidate.  See RCW 42.52 on limitations to use of public facilities in campaigns. 
Legally permissive activities for employees of Skagit Valley College: 

· Allowing de minimis use of public facilities 

·  by statewide elected officials, legislators, and candidates 

·  to communicate views on ballot measures and political campaigns in public forums 

· by means to keep peace and fairly allocate space among competing users 

· at  times and locations to allow for public reception without disrupting classes or worksite 

· Wearing campaign buttons to work or placing such material in personal assigned space 

· but balancing that free speech right against the obligation to not use visible public facilities to post such material, which might leave the impression that the campaign is favored by the institution, its leadership or staff 

· Participating in campaigns on personal time, so long as participation is not tied to assessment of job performance.  Personal time is: 

· time outside the individual’s normal work day, or 

· vacation or other approved leave status 

In accordance with Washington State law, state facilities (including space, stationery, postage, machines and equipment, and telephone lines) may not be used for the following purposes:
A. Solicitation of funds for partisan political purposes.

B.
Assisting in political campaigns.
C.  Carrying or displaying campaign material in or on state vehicles.
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PURPOSE

The purpose of the Whistleblower Policy is to provide an avenue for disclosure and protection from retribution for those state employees who have knowledge of potential wrong-doing by those in authority over state agencies. 

REFERENCES

RCW 42.40, State Employee Whistleblower Protection 

POLICY

It shall be the policy of Skagit Valley College to conform to the requirements of RCW 42.40 concerning the rights of employees within the context of the Whistleblower Act.

PROCEDURE
The College will notify employees on a yearly basis of the requirements of the Whistleblower Act.

Whistleblower procedures are contained in RCW 42.40.
	Administrative Responsibility:  President
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PURPOSE
Provide guidelines related to the use of SVC facilities.

REFERENCES
 Not applicable.
POLICY
          Skagit Valley College believes that facilities should be available for a variety of uses which are of benefit to the general public.  
PROCEDURE

The buildings, equipment, and grounds of Skagit Valley College (hereinafter to be referred to as College) are primarily for educational purposes. No other use shall be permitted to interfere with this primary purpose.  Furthermore, a state agency is under no obligation to make its public facilities available to the community for private purposes.


However, opportunity will be provided for use of some College buildings, equipment, and grounds (hereinafter referred to as facilities), provided that the purpose of such use is in harmony with the public interest and welfare, and subject to the laws of the State of Washington and all other College policies, rules, and regulations.
Guidelines for the use of McIntyre Hall Performing Arts and Conference Center are available from the Hall and are entitled “Theater Rental Guidelines”
A.  Use by College Groups for Non‑Instructional Purposes

College facilities are generally available for use by officially recognized or   chartered College groups (faculty association meetings, student government and club meetings, etc.) at no charge, provided that such use occurs during normal College operating hours and does not incur additional costs (custodial, setup, etc.) above and beyond those associated with routine operations.  

    
Usage fees may be charged where extra costs are incurred and will usually         reflect the actual costs involved.
B.  Use by Other Educational Agencies

Some College facilities may be used, on a rental basis, by other public or private educational institutions only insofar as they meet a community educational need not being fulfilled by the College and where they do not interfere with the normal operation of College programs and services.

C. Use by Others


Other organizations, including non-profit organizations, may be allowed to use college facilities on a time and space available basis. They will be charged usage fees. 


Use by other organizations shall be on an intermittent basis only.  College facilities should not become such a group's permanent place of meeting under any circumstances.

D. Conditions for Denial of Use
Applications for use of College facilities may be denied for any of the following reasons:
· The requested use appears to, in the judgment of the College, be in some way prejudicial to the best interest of the College and its educational program or to be lacking in satisfactory sponsorship and/or adequate supervision.

·  The applicant and the College are unable to reach agreement on terms and conditions for the requested use.

· The requested use would violate State or local law or College policy.

· The requesting groups or individual has, in the College's judgment, previously abused or failed to meet the conditions of a facilities use agreement.

· The requested use would be likely to materially and substantially disrupt the normal operation of the College. This includes, but is not limited to, weddings and receptions.
· The requested facilities (and/or necessary personnel to operate them) are unavailable for use at the requested time.

· Public and private groups competing with the College in course offerings will not be eligible for use of College facilities.

E.  Non‑Discrimination Requirement


The College reserves the right to prohibit the use of College facilities by groups which restricts membership or participation in a manner inconsistent with the College's commitment to non‑discrimination as set forth in its written policies and commitments.
F.  Prioritization System for Usage Scheduling

Scheduling applications for College facilities will be accepted from either College or community users at any time during the year and acted upon as promptly as possible.  However, it is necessary that planning be done as far in advance as possible by all potential users of College facilities.  

The prioritization system established for the scheduling of facilities is:
          1.      College instructional programs.


2. 

Official College‑sponsored events (e.g. registration, trustee meetings, faculty‑administrative workshops, new student orientation, etc.).  These events are essential for the smooth operation of the total College program.


3.

Major public events sponsored by the Student Activities Program (e.g. symposiums, lectures, cultural programs, etc.).  These events are a mainstay of student programs and are intended to attract large public attendance in addition to student and staff participation.


4.
All‑College or public events sponsored by student programs or campus clubs or College offices or divisions (e.g. ethnic awareness week, business education day, etc.).  These events are intended to be open and of interest to the entire student body and staff.


6.
Space use by  non-college organizations.  These events help to fulfill the community service goals of the College.


5.
Meetings of campus clubs or College offices or departments or functions of these groups which are not of general interest to the entire student body and staff.  These events are routine in nature and often may be scheduled in almost any quiet location where adequate seating is available.

Because one event is lower on the prioritization criteria than another does not necessarily mean that it cannot be scheduled.  Compromises can often be worked out to the satisfaction of all parties.  However, the prioritization criteria will serve as a major guideline in decisions involving facilities use applications for the same dates and times.  In addition, the potential effect of an event on one of a higher priority will be considered before approval of the lower priority event.

Requests for space at the Whidbey Island Campus, South Whidbey and San Juan Centers need to be made at the respective site.

	Administrative Responsibility:  President
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PURPOSE

Skagit Valley College routinely hosts events in certain designated facilities on its campuses or centers where alcoholic beverages can legally be served.  In keeping with Washington law, the college has obtained a liquor license so that these beverages may be sold when dispensed at approved events by trained college employees.

REFERENCES

Washington State Liquor Control Board
POLICY

Alcoholic beverage service may be provided and consumed within SVC facilities when approved by college authorities and served within all legal guidelines of the College’s Liquor License.

PROCEDURE

All spirits, beer, and wine must be provided by Skagit Valley College Culinary Arts/McIntyre Hall Catering;

Liquor must be served by an employee with a Class 12 Mandatory Alcohol Server Training Permit;

A copy of the Master License showing the liquor license class must be on display where liquor is being sold or served;

If a college group holds an event at a location off campus (not owned by the college) and Skagit Valley College Culinary Arts/McIntyre Hall Catering are not involved in the event, the group may seek written permission from the President and meet appropriate Washington State Liquor Control Board Rules.

	Administrative Responsibility:  President
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PURPOSE

The purpose of parking policies is to provide spaces and rules for the orderly and safe parking of vehicles for Skagit Valley College (SVC) employees and students on campuses and centers.

REFERENCES

RCW 46.16.381 

Americans with Disabilities Act of 1990
SVCFT Negotiated Agreement

WPEA Negotiated Agreement

POLICY

 SVC shall provide parking for faculty and staff in areas designated for faculty and staff as provided in appropriate collective bargaining agreements.  


PROCEDURE

Staff and Faculty must procure a valid parking sticker from the Campus Security Office.

SVC shall also provide parking for students in designated areas upon payment of designated fees and the display of the provided parking sticker.  Collected parking fees will be used to provide funding for the maintenance of parking, which is not provided by other state funding.
Students must procure a valid parking sticker from the Cashiers Office.  
A valid state placard is required for disabled parking.
	Administrative Responsibility: President
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PURPOSE

The purpose is to provide guidelines related to smoking on the grounds and within the buildings of Skagit Valley College (SVC) campuses and centers.
REFERENCES

RCW 70.160, Smoking in Public Places
POLICY

It is the intent of SVC, as an educational institution, to follow state law. 

PROCEDURE

Smoking is permitted only in designated smoking areas. 

Smoking is never permitted within 25 feet of entrances, exits, windows that open, and ventilation intakes .

Violations of the smoking policy may be referred to the college security office for enforcement. Students and employees who violate this policy and the Washington Clean Indoor Air Act are subject to reprimand and disciplinary proceedings according to appropriate policy.

	Administrative Responsibility:  President
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PURPOSE

To establish the importance of sustainable transportation at Skagit Valley College (SVC) Campuses and Centers.

REFERENCES

WAC 173-420-090 Transportation improvement program conformity

WAC 458-20-180 Motor transportation, urban transportation

WAC 468-60-010 Trip reduction performance program
POLICY

Skagit Valley College promotes adoption of sustainable approaches to meeting SVC’s transportation needs.
PROCEDURE 
SVC encourages the adoption and use of more sustainable approaches to transportation both with respect to infrastructure and behavior over which the SVC has direct control, but also where it has partial control or can exert influence through education, professional development, awareness-building, community partnerships and incentives.
	Administrative Responsibility: President
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PURPOSE

The purpose is to provide guidelines for the installation or operation of vending machines at a Skagit Valley College campus or center.

REFERENCES
Not applicable.
POLICY

The installation or operation of any vending machine at a Skagit Valley College facility must be approved in advance by the college president. 

      
PROCEDURE

Requests to install or operate a vending machine at a Skagit Valley College facility must be submitted in writing to the Office of the President.  The President will approve or disapprove the request.
	Administrative Responsibility:  President
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