











15-1445. Administrative powers of district governing boards

A district board shall:

1. Adopt policies for the government of the community colleges under its jurisdiction.

2. In conjunction with other district boards, set standards for the establishment, development,
administration, operation and accreditation of community colleges in the district.

3. Fix tuitions and graduate the tuitions and fees between institutions and between residents,
nonresidents and students from foreign countries. The district board may waive tuitions and fees and
graduate tuitions and waivers for an employee or the spouse or dependent child of an employee of the
district, or for a nonresident student enrolled in the district if the district board determines the waiver is in
the best interest of this state and the student.

4. In conjunction with other district boards, submit to the economic estimates commission before
January 10 of each year the estimated number of full-time equivalent students for the district as prescribed
in section 15-1466.01.

5. Establish curriculums and designate courses that in its judgment will best serve the interests of
this state.

6. Determine academic classes that qualify as open entry, open exit classes and prescribe policies for
the operation of open entry, open exit classes.

7. In conjunction with other district boards and the state board of education, review and adopt,
within the scope of the statutory definitions of vocational and technological education, program and staff
standards with modifications as necessary for courses taught in community colleges. The district board shall
base the standards on vocational and technological competence.

8. In conjunction with other district boards, establish qualifications of the instructional staff that, at
a minimum, shall be equal to those required to meet accreditation guidelines and establish standards of
vocational and technological competence required to instruct in occupational as well as academic subjects.

9. In conjunction with other district boards, prescribe guidelines providing for the transferability
between community college district vocational and technological education programs and in conjunction
with the state board of education prescribe guidelines for the interrelationship of secondary programs and
postsecondary programs.

10. In conjunction with other district boards, prescribe the manner in which the self-evaluation of
vocational and technological education programs is conducted as provided in section 15-1452.

11. If requested by the state board of education, assist in the preparation, publication and
distribution of an annual state plan and a comprehensive five year state plan.

12. In conjunction with other district boards and the state board of education, develop a process to
determine program funding priorities for state aid purposes. Each district board shall submit state aid
recommendations to the legislature. The recommendations shall be based on the process and on existing cost
studies of vocational and technological education in this state.

13. In conjunction with other district boards, prescribe qualifications for admission to community
colleges for honorably discharged veterans who served on active duty in the armed forces for a minimum of
one year and who were previously enrolled at a community college or university in this state. For the
purpose of determining the qualifications, the district board may not consider prior failing grades received
by the veteran at a community college or university in this state.

14. Require the publisher of each literary and nonliterary textbook used in the community colleges of
the district to furnish computer software in a standardized format, when software becomes available for
nonliterary textbooks, to the district board from which braille versions of the textbook may be produced.

15. Identify students simultaneously enrolled in a course for both high school and college credit by
using the same student level data element required by section 15-1042, subsection A. The auditor general
shall have access to this information when certifying the full-time equivalent student enrollment pursuant to
section 15-1466.01, paragraph 4.

16. Beginning July 1,2007, purchase United States flags that are manufactured in the United States
and that are at least two feet by three feet and hardware to appropriately display the United States flag and
purchase a legible copy of the Constitution of the United States and the Bill of Rights that is manufactured in
the United States, and display the flags in each classroom in accordance with title 4 of the United States Code
and display a legible copy of the Constitution of the United States and the Bill of Rights adjacent to the flag.
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Maricopa Governance

overview

This manual contains the policies and regulations of Maricopa Governance, a leadership model
adopted by the Governing Board of the Maricopa County Community College District in 1996
that establishes a framework for accountability to our constituents. One of the most important
roles of the Governing Board is to identify goals for the purpose of better serving the people of
Maricopa County, students, private and public sector employers, universities, and primary and
secondary schools.

The manual is comprised of two distinct sections—Governance Policies and Administrative
Regulations. The Governance Policies are policies adopted by the Governing Board that address
such areas as Outcomes, Chancellor Limitations, Board-Staff Relations and Governance Process
of the Maricopa County Community College District. The Administrative Regulations are rules
adopted by the Chancellor for managing the District and address the areas of Fiscal Management,
Students, Instruction, Auxiliary Services, Equal Employment Opportunity and Affirmative Action,
Board Resources as well as various guidelines and procedures.

The Online Policy Manual is maintained by the Manager of Public Stewardship, 480-731-8880.
Additional information related to the Governing Board is available at www.maricopa.edu/gvhd/.
In addition, Employee Policy Manuals that are maintained by the Human Resources Department
are posted at www.maricopa.edu/employees/divisions/hr/managing/policies.

The Office of Public Stewardship (OPS) website provides readers with information on the process
for adopting, amending or deleting an administrative regulation; drafts of proposed regulations
that employees of the Maricopa Community Colleges are invited to comment upon; and recently
adopted regulations. The OPS website is http://www.maricopa.edu/publicstewardship/.

Although this publication is continually updated, the version on the
web at www.maricopa.edu/publicstewardship/governance/index.
php is considered the most current version.
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Maricopa Governance

glossary of definitions

board policies

board policy types

administrative regulation
guidelines and procedures

practice

Principles set forth by the Governing Board to guide itself with regard to Board operations and to
guide the Chancellor with regard to management of the District. Six types of policies that the Board
adopts: Governance Process, Executive Duties and Responsibilities, Board-Staff Relationship, Goal
Statements, General, and Board Auxiliary.

Outcomes
Policies that determine benefits that will occur for the Boards constituents. These are prioritized
and reflected in the budget.

Chancellor Limitations

Policies that provide the prudent and ethical boundaries of acceptable Chancellor acts, practices,
and circumstances.

Board-Staff Relations

Policies that describe the Board’s relationship and accountability linkage (generally through the
Chancellor)

Governance Process

Policies that clarify the Board’s own job and rules, including how it plans to connect with others.
A rule adopted by the Chancellor for managing the District.

The means by which an Administrative Regulation is carried out.

A repeated or customary action. A practice is usually established in the absence of an adopted
Administrative Regulation or procedure.
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Maricopa Governance

p OI iCie S One of the most important roles of the Governing Board is to identify outcomes for the purpose of better
serving and being accountable to its constituencies. These constituencies include the People of Maricopa
County, Students, Private and Public Sector Employers, Universities and Primary and Secondary Schools.

outcomes Policies that determine benefits that will occur for the Boards constituents. These are prioritized
and reflected in the budget.

1.0 Global Ends / Broadest Outcome Statement......c.ccvvvvceieivciveseiceeeseeeeee s A-1
1.1 University Transfer Education and General EdUCation..........cccccevevveveeiievecnieeicenene A-2
1.2 Workforce and Economic DevelopmMENt........ccvciviiieieiiereeeeceeeee e A-3
13 Developmental EJUCATION ......c.ciiiririiniiccicccccs s A-4
1.4 Community Development and Civic and Global Engagement.........cccoceeveveeinininenne A-5

OULCOMES AN IMIELTICS 1ottt sneaenens A-6

chancellor limitations Policies that provide the prudent and ethical boundaries of acceptable Chancellor acts, practices,
and circumstances.

2.0 General Chancellor CONSTIrAINt........ccccvieirieeiereeeee e B-1

2.1 Treatment Of STUAENTS........ccciiieiececee e B-2

2.2 Treatment of Faculty and Staff ... B-3

2.3 Interactions With the Public / Other CONStItUENTS ......cueveveviiviciecceee e B-4

2.4 Financial Condition and ACHIVItIES.......ccuevieeriiicicesecce e B-5

2.5 ASSEE PrOtECTION ..ottt s st

2.6 Financial Planning and Budgeting

2.7 Staff Compensation and Benefits

2.8 Communication and Counsel to the Board.........cccccceevveenineciniseniseerseerse e B-9

2.9 Operational SUCCESSION PlaNNING.......cccveiviiieirieciieee e B-10

2.10 PUBIC SAfELY 1.ttt B-11
Chancellor INterpretations.......ccuccieeeeirieeiseese e B-13

Policies that describe the Board's relationship and accountability linkage (generally through the Chancellor)

board-staff relations 3.0 CANCRIIOIS ROIE ...ttt ettt e et e et e et e st e s e e eaeeeaeeseneseeees C-1
3.1 UNItY OF CONEIOL...uvivitiicicieeeeee ettt et C-2
3.2 Accountability to the Chancellor ........c.cccrriicccce e C-3
33 Delegation to the ChanCellor........coocicicicie s C-4
3.4 Monitoring Chancellor PErformance.........ccceeerrirnnsieieiceeicrrsrsee s C-5
3.5 Access to the Internal AUAITOr ......ccccirieeicce e c-7
3.6 Board / General Counsel RelationShip........ccccveviiiiecereriieeeee e C-8

Policies that clarify the Board’s own job and rules, including how it plans to connect with others.

governance process 4.0 Governance Commitment
4.1 GOVEINING VAIUBS....cuvetictiieitetieietettete ettt sttt st aessebe b e e e e stennans
4.2 MaNNEr Of GOVEIMING .....oveviuiieriieieeee ettt ettt s bt
4.3 Board JOb DeSCiPHON....ccciiiiieiieicteeeee et
4.4 Board Planning and Agenda Preparation.........cccovvreerereeeeiineninnssieie s D-7
4.5 BOAId MEETINGS . ..vviviriiisisirie ettt
4.6 PreSident’s ROIE .....cueuieveeiieieireeise ettt
4.7 Board Linkage With the Community
4.8 Board CommIittee PriNCIPIES .....cvvveveeieeeieieers s
4.9 Board COMMILLEE SLIUCLUIE....cveveveiiiiiiriririrteie et
4.10 Board Members Code of CONAUCE ....coovviviriririeieieiciitie et
411 Awarding of EMEIItUS STAtUS ......ceeeeveriieieiieeesee et
4.12 Governance Investment

With the adoption of Maricopa Governance, former Governing Board policies that once governed
day-to-day operations of the Maricopa County Community Colleges are now administered by the
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Maricopa Governance

ad m i nist raﬁve Chancellor and are titled “administrative regulations.”

regUIatlonS 1.1 EXEEINAI FUNGS ...eooveeeeeeeeeeeesecs s -1
1.2 Financial Stability......c.ccvciiiieiccec e -2
fiscal management (section 1) 1.3 Prior Year OBlIZations .........cceveviviiieeiieieeeeee ettt ettt I-3
1.4 SUrplus Property DiSPOSAl........cccucuiuiirinirinirinieieieieiciettese et I-4
1.5 Use of College Facilities (1.5.1-1.5.7).c.ccceeeiereririririeieiereresereseeesssessssesesesesssssesesnnns I-5
1.6 Authority to Assess FINES (1.6.1) c.ccueveeveririririeieieiereerereeese s sesens 1-10
1.7 Acceptance of Public Gifts - Personal or Real Property (1.7.1-1.7.3)c.ccceeeirirernnns I-11
1.8 Current Auxiliary Funds (Fund 2) Budgets (1.8.1-1.8.2) ..ccocvevvrveervreeeereeesieiennes I-13
1.9 Procurement of Goods and Services (1.9.1-1.9.6) ....c.ccceevveirereirineriseesieeeeiens I-15
1.10 Budget Transfers for Current Unrestricted Fund 1 (1.10.1-1.10.2) c.coovevvvevevrverenene. I-19
1.11 Off Premise Property Loan (1.11.1-1.11.2) cc.ccooveiiiiciieeeeeeeeeeee e
1.12 Sale of Products or Services (1.12.1-1.12.3) c...cceovireiiriciieeece e
1.13 Internal Audit (1.13.1-1.13.2) coroiiiceeeeeeeee e
1.14 Capital Development Project (1.14.1-1.14.4)
1.15 Travel (1.15.1-1.15.10) . .cciiririririeieieieiereereesesess sttt s et nens
1.16 OFfiCial FUNCHIONS ...ttt
1.17 CaSh HAaNAIING ....vvieiiiiii bbb
1.18 Gifts, Gratuities and Unrelated COMpPensation...........ceeeeveeeeenninnnisieeeeeeeens I-41
students (section2) 2.1 GeNeral REGUIGTION ......cuiiiceiiecce et enn -1
2.2 Admission/Registration/Enrollment/Vaccinations (2.2.1-2.2.12) .....cceeveverererererennne. -2
2.3 Scholastic Standards (2.3.1-2.3.12) c.ccvceivieeieieeieeese e 1-31
2.4 College Environment (2.4.1-2.4.13) c....cciieciieeisieetse et 1-41
2.5 Students Rights and Responsibilities (2.5.1-2.5.6)..c.cccccvivieeviiieeieieiiseeeeeennn 11-49
2.6 Hazing Prevention REUIAtION........c.ccuveuiiiieiicice e
2.7 Sign Language INTerpreter ..o e
2.8 Students with Disabilities (2.8.1-2.8.2)
29 VBEEIANS SEIVICES.....cvitenieiiitirteieitete sttt sttt sttt st sttt st st e e sbenaan
2.10 Parking and TraffiC .......cooviirreecce e
instruction (section3) 3.1 FIEI STUTIES ©.vvvveeicieieieieis ettt -1
3.2 Copyright REGUIATIONS. .....vcveeieeiiieese e eenas -3
33 ACAAEMIC AQVISING...cvevireriieteeiietet ettt ettt b et ee -4
3.4 Taping Of FACUILY LECLUIES ...c.cuvveviesietiececeeese ettt e I1-6
3.5 Course Substitution for Students with Documented Disabilities.........cccccveerirnrrinas -7
3.6 Distribution of Course SYllabus...........ccueiiieeiiieceeces e 111-8
3.7 ENrollment IrregUIATHES. .....cccvcviiieeeeeeeee et 11-9
3.8 MCCCD Institutional Review Board (IRB)........cccceieiereieiereiiiereecieree e l-11
39 Domesticated ANiMals 0N CAMPUS......ceeiiirieieiireieee et l-13
auxiliary services (section4) 4.1 Emergency Management Planning GUIde ..........cccovueeeierininiiceeinneceees
4.2 Employee Safety and Health Program ..........cceeeeinininnnninseeeccenenesesesseeeenee
43 Electronic CommuNIiCationsS.......cvverirrrresierereieeceesese e .
4.4 Technology Resource Standards.........ccceevvveeeeriereeriesnesiernnnenns
4.5 COMPULET SOTEWAIE .evevieieiceieete ettt e
4.6 Concealed Weapons POLICY.......couvveeriiieiriseiieeestees et
4.7 SECUNitY REGUIATION......cviviiceiicc et as
4.8 Artin PUDIIC PIACES ..vviiiiiiriiirisisie et
4.9 Commemorative and Dedication Plaques on Buildings.........c.cccceeveveecrceecicrenennee.
4.10 Naming of Facilities for Individuals and Organizations...........cccccceeeeveevieeesierennas
411 Distribution of Commercial Products ..........ccccuveirineinneinseseese e
4.12 Tobacco-free ENVIFONMENT ....c.viveiiiiieiisieirsie ettt
4.13 Alcoholic Beverage - Usage ReguIation...........cceueeirinininnninieieieiccenenesesseevenee
4.14 MOLOr VENICIE USAEE ...eueuieiieieieeicttrtstres e
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administrative
regulations

auxiliary services (section 4)
cont’d

non-discrimination policy (section 5)

board resources (section 6)

4.15
4.16
4.17
4.18
4.19
4.20
4.21
4.22
4.23
4.24

511
512
513
514
5.1.5
5.1.6
5.1.7
5.1.8
5.1.9
5.1.10
5111
5.1.12
5.1.13
5.1.14
5.1.15
5.1.16

6.1
6.2
6.3
6.4
6.5
6.6
6.7
6.8
6.9
6.10
6.11
6.12
6.13
6.14
6.15
6.16
6.17
6.18
6.19
6.20
6.21
6.22
6.23

Retrieval, Disclosure and Retention of RECOrds.........ccevverivrevveiiricrerieeiriirereeneennne IV-30
Maricopa Integrated Risk ASSESSMENT.........cccvvieirieeiiierei e IV-35
Voluntary Payroll DedUCHON ........cccveiiiieiececeee e IV-37
Consensual RelationShips .....c..cvivieieieiiiceiecec e IV-39
USE Of MCCCD IMAIKS. ...cveuieveveirieieieieiesieieesiee st e st ettt sese e s e sassensssesens IV-41
SOCIAI IMEBAIA 1ottt sttt a et nes IV-43
Breathe Easy Tobacco Free | SMOKE FIree.......uvuvvrieeeeeieirriceeiesse e IV-47
GUIEIINE ON PrIVACY ...veviviieeiieieitee ettt a s IV-48
Written Information SECUrity PIan........ccvvveevieeircceseeeeeese e IV-52
Maricopa Community College District Information Security Response Plan.......... IV-58

Maricopa County Community College District (Maricopa) (5.1.1-5.1.17)
Maricopa EEO Policy (5.1.1-5.1.2)

EEQ Policy StatemeNt .....c..cvcvevieieiieicieeerceeeeeee e

EEO ClaUSE ..ttt sttt skttt sttt sb b e
Use of the EEO Policy Statement or EEO ClausSe.......c.cceeveveriviecieececeseeeeee e
Policy Statement Declaration .......cocovvvereeueieieeniirrireee s
Notice of Americans with Disabilities ACt (ADA)......cvvvevererereeeiireresisissesereveseans -
Sexual Harassment Policy for Employees and Students ..........cccovvvveerccccincnennne -
Examples of Policy VIOIatioNns ........cccvvveerivieinisiccsseescses e
Additional Policy VIolations ........cccceeveeresieirisieisieeese e
Responsibility for Policy ENfOrcement .........ccoveeeveeescciieee e
COMPIAINES vttt ettt bbbt e e bebe et ese st etese s esensoe
CONFIAENTAIILY 1veviveieeee e reaea
VIOIAtION OF LAW ..vvvieicieiiiiiiisiis st
False Statements Prohibited........cccvvviririiirinieieeeeecee e
Retaliation Prohibited.........cccveiiieiniiieireieeee e

ADMINISLFATIVE LEAVE ...ttt naebens
Arizona Student Loan Code of Conduct
Awarding of Emeritus DistinCtion .........ccccevrverernninieeeeieeenenes

BaCKEIOUNT ChECKS.....cveueieveeiieieisieeeesteteee et nes
College Course MaterialS........cvuerieeerieeeerieeeseees et e
Data Assets and Information Technology RESOUICES.........ceevrvrveireereririeeririeeeseine VI-9
EMpPloyment Standards .........ccceerieeereicsceis e VI-10
ENnrollment Management .........ccccecveereeieiiereesie ettt snerens VI-12
EXECULIVE STEWAIASNIP ....cveveviiciciictcce ettt VI-13
FaCility RENTAIS ....cuviveviicieeieeetece ettt VI-14
Identity Theft Red Flag and Security Incident Reporting .........c.cccceveeevieveesierennnas VI-15
INEEINAI CONEIOL ..eiiiiiiic et
INtErNAtioNAl TraVeL...cvcueeiieeireee e
NON-Credit COUrSE Charges ......ccvuiueriririririsieieieieieitetsese sttt
PUDBIIC SAfELY v
Public Stewardship and ELhiCS .........cccvviriririririeeieeceeennrr s
Requests for PUBIC RECOITS ......ccvcveireereiieeese e

Special Services EMployments.......cccvceereeeereeeinrieesseesisienens

USE OF FOTCE ..ottt
Whistleblower ProteCHON. .....ccviiriiririricietee e eens
Workplace Violence Prevention
College Course MaterialS........coieicvieirieeieieeietee et rea VI-40
International EdUCAtION. .....ccoveuiririeiiric e VI-41
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administrative
regulations

appendices—fiscal management FM-1 Charter: MCCCD Internal Audit and Management Advisory

SErVICES DEPAMTMENT ...ecviiiieiieirierietet sttt e seenbens Vil-1
FM-2 Guidelines for COMPELTION .....ccovveriirecisecres e Vil-4
FM-3 Student Employee Contracts and FOrMS ......ccoveevivieeriiieeriseeseeese st VII-5
FM-4 Procedures for Prior Year COMMItMENTS.....c.cveeriririririninieieieeeeeesesesesessesesesenens VII-6
FM-5 Property LOan ABreemMENT .....ccuivieiiriereeiesiese ettt s nae s en VII-8
FM-6 Use of MCCCD Facilities Proposed Rental Rate Guidelines..........ccccoeevvvreeeverenennen. VII-9
FM-7 Official Function Instructions and FOIM .....cccvivivririiieieieeneninirinesesseeeesseenns VIl-11
FM-8 Membership Payment WOrksheet..........coveeiieiiiiincceseceee s VII-13
FM-9 Annual Travel Acknowledgement FOrmM ... VII-15
FM-10  Payroll DEAUCHIONS.......ccuiiriiririeieieieieititetsi ettt VII-16
FM-11  International Travel Proposal FOIM ........ccveeeieueeininenirisssisieieeieeee e VII-17
FM-12  MCCCD Internal Audit & Management Advisory Services
AUIt INTAKE FOIM .eiviiiiceieicie ettt VII-18
FM-13  Employee Return of Property and Assets Procedures and Form...........c.cceveuevenee. VII-19
FM-14  Facilities USe GUIEIINES .....oveveueueieieieiriririrrisie et VII-20
FM-15  MCCCD International Ground Transportation LOg.........cccevveeerverirenrenreereesierennnns VII-21
appendices—students S-1 RESIAENCY GUIAEIINES....cviieveeeicteeeee et VII-22
S-2 Transfer Articulation GUIEIINES .....c.cveriririririeieieiecccei e VII-27
S-3 Concurrent Enrollment In Arizona Public Institutions of Higher Education................. VII-28
S-4 TUItION & FEE SChEAUIE ...ttt
S-5 Student FINaNCial ASSISTANCE ..c.evvvevirieieirieicsreee et
S-6 StUAENT GIHIEVANCE PrOCESS ...vvevirieeereieieisietesistee et te sttt be e sasae e ssesanees
S-7 Withdrawal PrOCEAUIES ......cveveeieteeieeceereeteceees ettt et re e
S-8 Non-Instructional Complaint Resolution ProCess..........cccuvevvrvrrevresernreeenesieennns
S-9 Teacher Education Options Available to StUdents........cceceevvveierereersecerseenan
S-10 Application Process for Reduced Course Load ........ccceevvrreerenensieeienieeresesnenas
S-11 Procedures for Lost or Stolen Student RECOrdS........ovvveereeeeririninireniiisieieieeinnenes
S-12 Important Deadline for Students...........ccceevevvrieennnnne
S-13 Health Care Integrated Educational System (HCIES)
S-14 Procedure for Petition Signature Solicitation ...........cccccveeeeieiiiiciisceceee e
S-15 Procedure for Use of College GrouNnds .........ccceeveeveeviereesiereieeereeeeeeee e
S-16 MEdiCal MarijUaNa......cc.cveiiieieieeiicieiee ettt s sre st e et saens
S-17 FERPA APPEAI PrOCESS. .. ..evvviiiiiittisisistseeie ettt
appendices —instruction [-1 Frequently Asked Questions About College Course Materials .........coceevevererrnennes VII-60
-2 Guidelines for Service ANIMals 0N CaMPUS .....cevvrveiririeerieeeseeseeeeseeeeseeeeenes VII-63
appendices—auxiliary services AS-1 Art in Public Places GUIdEIINES .......ccccveeeereirieieisecese et VII-64
AS-2 Placement of Dedication PlagUES........cccecvrveeviiieiiseeceeeesee et VII-68
AS-3 Technology Resources Complaint ProCESS........c.ceiveeveiieerenrieeeseessseesseseeenens VII-69
AS-4 MCCCD Voluntary Payroll Deduction Procedures...........cccceevveveeveeeesrererssreenans VII-72
AS-5 Acceptable Standards for District-wide Message PoSting.........ccccccevevveervererennnnen VII-74
AS-6 Notice of Intent to Serve Beer and Wine FOrm ........ccovveeeeernninininisisreeesnnens VII-79
AS-7 Request to Serve Beer and Wine — Third Party FOrm.........cccceveveveeeveievieeennne. VII-80

AS-8 Guidelines for Incidental Computer Usage
AS-9 Guidelines for Incidental Telephone Usage
AS-10  Naming RiGNES FOIM ....c.iiiiiiricicieieicet e

AS-11  MCCCD Social Media Best Practice GUIdeliNes........cccccoeirirereririnirieieieieieciininenns VII-84
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AS-6 Notice of Intent to Serve Beer and Wine FOIM ........cccouovveeerneneeeeeeisnrenneeeneennns VII-79
AS-7 Request to Serve Beer and Wine — Third Party FOrm........ccocecveevvvvreneriresecniienens VII-80
AS-8 Guidelines for Incidental Computer USAge.......cuoevrvrreierieeeerieieseesesieesse e

AS-9 Guidelines for Incidental Telephone Usage......
AS-10  Naming Rights FOrm .......cccceeivineiinenecisecnsienns
AS-11  MCCCD Social Media Best Practice Guidelines
AS-14  Standing Information Security Incident Response Team Members....................... VII-92

ND-1 Employee COMPIAINT PrOCESS .......cceuevriririiieieieieirireeieieieisiseeseieie et VII-86
ND-2 Student COMPIAINT PrOCESS.......cccvivivevereieieieiirisiseese e ssese e sesssassesnnas VII-89
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As an educational institution devoted to learning, Maricopa Community Colleges exist in order
that the diverse communities served have effective, innovative, learner-centered, flexible,

and affordable life-long educational opportunities, with outcomes optimizing use of available
resources.

AMENDED October 22, 2013, Motion No. 10112
AMENDED February 22, 2011, Motion No. 9781, 9782
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Maricopa Governance

A. Students will have access to quality higher education programs and support services
necessary to increase retention and achieve their learning goals.

B. Students declaring an intent to earn a degree will complete an associate’s degree. The
number of associate’s degrees awarded will increase.

C. Students will be prepared to successfully pursue higher education beyond the
community college.

i.  Students will demonstrate post-secondary competencies in communication
(writing, speaking, listening, reading), the humanities, science, critical thinking,
problem solving, computer and information literacy, and mathematics.

ii.  Students will experience a seamless transfer to baccalaureate-granting institutions.

iii. From 2011 to 2020, the percent of students earning the AGEC and transfer
associate’s degrees will increase.

iv. From 2011 to 2020, the percent of students matriculating to baccalaureate-
granting institutions will increase.

D. Students will benefit from enhanced educational delivery options.

AMENDED October 22, 2013, Motion No. 10112
AMENDED February 22, 2011, Motion No. 9781, 9782

Governance Policies 16 Of 133



Maricopa Governance

A. Students and other community residents will have access to support services, courses,
programs, career services, job placement assistance, and workforce training that
prepares them for careers.

B.  Students seeking career and workforce training will attain skills and complete crendentials
that are market-driven and meet the needs of business and industry.

i.  Students will complete Certificates of Completion and Associate of Applied Science
degrees that prepare them for success in their careers.
ii. From 2011 to 2020, the percent of students earning Certificates of Completion and
Associate of Applied Science degrees will increase.
C. Students will benefit from enhanced educational delivery options.

AMENDED October 22, 2013, Motion No. 10112
AMENDED February 22, 2011, Motion No. 9781, 9782
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Students will develop the competencies necessary to be successful in college level work.
Academic achievement gaps based on race, ethnicity, and income will be reduced.
Students will benefit from enhanced educational delivery options.

Students requiring developmental education will successfully complete developmental
courses and subsequently succeed in college-level courses.

oo ®x

AMENDED October 22, 2013, Motion No. 10112
AMENDED February 22, 2011, Motion No. 9781, 9782
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Maricopa Governance

A.  Maricopa County residents will have access to and awareness of college programs,
activities and events, and facilities as appropriate to meet diverse needs.

B. Maricopa County residents will have access to and awareness of courses of an

avocational nature to include leisure, wellness, and specialized training.

Students will have access to civic, political, and global learning opportunities.

D. Students will develop the competencies to analyze and participate in democratic
processes through community, civic, and global learning activities.

E.  Students will have diverse educational experiences through:
I. Diverse curricula (academic, occupational, vocational, avocational)
Il.  Diverse educational modalities (face-to-face, online, hybrid, accelerated)
Ill.  Diverse faculty (gender, race/ethnicity, academic, vocational, residential, adjunct)
IV.  Diverse extra-curricular activities (clubs, service learning, community events,

recreation, sports, etc.)

o

AMENDED October 22, 2013, Motion No. 10112
AMENDED February 22, 2011, Motion No. 9781, 9782
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Maricopa Governance

outcomes and metrics

1.1 university transfer education and
general education

Governing Board Outcome

Students will have access to quality
higher education programs and support
services necessary to increase retention
and achieve their learning goals.

College-Level Course Success Rate

Fall-to-Fall Retention Rate

Graduation Rate (Degree/Certificate)

Percent of students completing college-

level math and/or English

Percent of full- and part-time students

making satisfactory academic progress

within two years, as measured by the

number of credits completed

Semester-to-Semester Retention Rate

Number and percent of students who achieve

their stated education or training goals

Percent of students achieving a successful

community college outcome as measured

by accomplishment of academic milestones

FTE year end enrollment

Cost of attendance as a percentage of

Arizona mean family income

Selected items from the Noel-Levitz

Student Satisfaction Inventory:

—  The quality of instruction | receive in
most of my classes is excellent

—  Academic support services adequately
meet the needs of students

—  College shows concern for students
as individuals

—  College does whatever it can to help
me reach my educational goals

The ratio of credits completed to credits

attempted for fall and spring terms

(excludes high school dual enrollment)

Bi.

Students will demonstrate post-
secondary competencies in
communication (writing, speaking,
listening, reading), the humanities,
science, critical thinking, problem
solving, computer and information
literacy, mathematics.

Successful completion of Arizona General
Education Curriculum (AGEC) courses
Selected Community College Survey of
Student Engagement (CCSSE) items:

—  How much has college experience
contributed to knowledge, skills, and
development in writing, speaking,
thinking critically/analytically,
numerical problem solving, computing
and information technology?

—  Does college emphasize using
computers in academic work?

Governance Policies
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outcomes and metrics

1.1 university transfer
education and general education (cont’d)

Bii. Students will experience a seamless
transfer to baccalaureate-granting
institutions.

Percentage of community college students

in a given academic year who are new

transfers to state public universities with

a transfer degree or certificate (AA, AS,

ABUS, AGEC) or transfer a minimum of

80% of college level credits earned at a

community college

Student participation in Maricopa’s

signature transfer programs (ASU Alliance/

MAPP, NAU Connection)

CCSSE results compared to the national

mean for the following items:

—  Frequency, satisfaction with, and
importance of transfer credit assistance

Survey and focus group results about the

transfer experience conducted within the

Arizona transfer system

Biii. From 2011 to 2020, the percent of
students earning the AGEC and transfer
associate’s degrees will increase.

Percent of students with a transfer intent
who earned an AGEC or transfer degree
(AA, AS, ABUS)

Number of transfer associate’s degrees and
AGECs awarded annually.

Number of unduplicated students earning
a transfer degree and/or AGEC

Biv. From 2011 to 2020 the percent
of students matriculating to
baccalaureate-granting institutions will
increase.

Transfer rate to state public universities
Number and percent of students who
transfer to an Arizona public university,
public out-of-state, or private institution
granting baccalaureate or higher degrees

Governance Policies
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Maricopa Governance

outcomes and metrics

1.1 university transfer
education and general education (cont’d)

1.2 workforce and economic development

C.

Students will benefit from enhanced
educational delivery options

Community residents will have access to
support services, courses, programs, and
workforce training in high-demand careers.

2. Workforce and Economic Development

A

Percent of transfer/general education

students engaged in non-traditional

courses: online, hybrid, and accelerated

classes of eight weeks or less (excluding

high school dual enroliment)

Survey results compared to the national

mean for selected items on the CCSSE,

Noel-Levitz Student Satisfaction Inventory,

and the ECAR Students and Information

Technology in Higher Education Survey

CCSSE:

—  How often do you use Internet
for assignments, use e-mail to
communicate with instructors, use
computers in academic work?

—  Frequency, satisfaction with, and
importance with computer labs

Noel-Levitz:

—  Computer labs are adequate and accessible

—  Classes are scheduled at times that
are convenient for me

—  College emphasizes using computers
in academic work

ECAR Survey:

— Instructors use information
technology (IT) effectively in courses

— Instructors have adequate IT skills for
carrying out course instruction

—  Describe your overall experience using
course or learning management systems

— ITimproves my learning

— [T makes course activities more convenient

Percentage of high-demand occupations with
corresponding college certificate or associate
degrees (90% of top 20 occupations)

—  AZ Commerce produces the list every
other year-fastest growing by jobs
by number

—  College course, program or training
directly related to occupation

Percent of the fastest growing

(emerging) occupations with

corresponding college offering

—  AZ Commerce produces the list every
other year —fastest growing by jobs
by percent growth

—  College course, program or training
directly related to occupation

Governance Policies
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outcomes and metrics

1.2 workforce and economic
development (cont’d)

1.3 developmental education

A.

educational delivery options.

Students will develop the competencies
necessary to be successful in college
level work.

Bi. Students will complete Certificates of e Degrees and Certificates Awarded Annually
Completion and Associate of Applied e Number of occupational program
Science degrees that prepare them for completers passing a licensing exam or
success in high demand or emerging careers earning an industry-recognized credential
Bii. From 2011 to 2020, the percent e Graduation Rate (Degree/Certificate
of students earning Certificates of Completion
Completion and Associate of Applied
Science degrees
C. Students will benefit from enhanced e Percent of occupational students engaged

in non-traditional courses: online, hybrid,
and accelerated classes of eight weeks or
less (excluding high school dual enrollment)
Survey results compared to the national
mean for selected items on the CCSSE,
Noel-Levitz Student Satisfaction Inventory,
and the ECAR Students and Information
Technology in Higher Education Survey
(survey items listed in Item 1.C. above)

3. Developmental Education

Success rate in college-level math after
completion of developmental math
Success rate in college-level English after
completion of developmental English
Success rate in college-level courses after
completion of developmental reading
Success rate in developmental courses
Graduation rate of students who were ever
enrolled in a developmental course

Academic achievement gaps across
various demographic categories will be
reduced.

The variability of performance for each
demographic variable (gender, ethnicity,
and Pell grant status) will be measured for
developmental level course completion
and subsequent success in college level
courses

Students will benefit from enhanced
educational delivery options.

Percent of developmental students
engaged in non-traditional courses:
online, hybrid, and accelerated classes of
eight weeks or less (excluding high school
dual enrollment)

Selected items from the following national
surveys: CCSSE, Noel-Levitz Student
Satisfaction Inventory, and the ECAR
Students and Information Technology in
Higher Education Survey

(Survey items listed in Item 1.C. above)

Governance Policies
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outcomes and metrics

1.4 community development
and civic and global engagement

A. Maricopa County Residents will have
access to college programs, activities
and events, and facilities as appropriate.

4. Community Development and Civic and Global Engagement

College-Going Rate: percent of high
school graduates who enroll directly in
community college within eight months of
completing high school

Enrollment of underserved populations
Enrollment of returning adults who have
completed some college

Number of programs, events, and activities
open to the community

B. Maricopa County residents will have
access to courses of an avocational
nature to include leisure, wellness, and
specialized training

Unduplicated annual non-credit headcount

C. Students will have access to civic,
political, and global learning
opportunities.

CCSSE results compared to the national

mean for the following items:

—  How often participate in a
community-based project for a course

—  Degree to which students are
encouraged to do community service

—  Ample opportunities to volunteer
in community

—  How much emphasis on working with
students from diverse backgrounds

The number of activities held on campus

that address political or global subjects

D. Students will develop the competencies
to analyze and participate in democratic
processes through community, civic,
and global learning activities.

CCSSE results compared to the national

mean for the following items:

—  How much has college experience
contributed to knowledge, skills,
and development in contributing to
welfare of the community

—  How important to volunteerin a
community service project

—  How often have serious conversations
with diverse students

The number of students participating in

study abroad programs

Participation in service learning opportunities

The number of students registered to vote

as measured by a custom question on

CCSSE and Noel-Levitz

ADOPTED May 24, 2011, Motion No. 9814
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Maricopa Governance

The Chancellor shall not cause or allow any practice, activity, decision, or organizational
circumstances that are unlawful, imprudent, or in violation of commonly-accepted higher
education, business, and professional ethics and practices.

Method: Internal
Frequency: Annually

AMENDED February 22, 2011, Motion No. 9781, 9782
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Maricopa Governance

With respect to treatment of students, or those applying to enroll as students, the Chancellor shall not
cause or allow conditions that are unfair, undignified, unsafe, untimely, or unnecessarily intrusive.

Method: Internal

Frequency (Minimum): Annually

AMENDED October 22, 2013, Motion No. 10112
AMENDED February 22, 2011, Motion No. 9781, 9782
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Maricopa Governance

With respect to the treatment of faculty and staff, and in compliance with all federal and state
laws, the Chancellor may not cause or allow conditions or procedures that are unfair, unsafe, or
undignified.

Method: Internal
Frequency (Minimum): Annually

AMENDED October 22, 2013, Motion No. 10112
AMENDED February 22, 2011, Motion No. 9781, 9782
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Maricopa Governance

With respect to the District’s interactions with constituents in its respective communities,
the Chancellor shall not cause or allow procedures, decisions, or interactions that are unfair,

undignified, or unresponsive.

Method: Internal
Frequency (Minimum): Annually

AMENDED February 22, 2011, Motion No. 9781, 9782

28 of 433



Maricopa Governance

With respect to the actual, ongoing financial condition and activities, the Chancellor shall not
cause or allow the development of fiscal jeopardy, non-compliance with local, state or federal
laws, or a material deviation of actual expenditures from the Board’s Outcomes priorities.

Method: Internal
Frequency : Twice a Year

AMENDED October 22, 2013, Motion No. 10112
AMENDED February 22, 2011, Motion No. 9781, 9782
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Maricopa Governance

The Chancellor shall not cause or allow institutional assets to be unprotected, inadequately
maintained, or unnecessarily risked.

Method: Internal
Frequency: Annually

Method: External
Frequency: Annually

AMENDED October 22, 2013, Motion No. 10112
AMENDED February 22, 2011, Motion No. 9781, 9782
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Maricopa Governance

Financial planning for any fiscal period may not deviate from the Board’s Outcomes priorities, risk
fiscal jeopardy, and/or fail to be derived from a multi-year strategic/operating plan focused on
Outcomes achievement.

Method: Internal
Frequency (Minimum): Annually

AMENDED October 22, 2013, Motion No. 10112
AMENDED February 22, 2011, Motion No. 9781, 9782
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The Chancellor shall not implement an employee compensation and benefit plan that fails to
comply with local, state or federal laws, nor fails to make MCCCD a competitive higher education
employer. Further, the chancellor shall not fail to attract and retain a high quality and diverse
workforce through competitive and progressive pay and benefit practices that are externally
competitive and internally equitable and support a fiscally responsible pay and benefit program.

Method: Internal
Frequency: Annually

AMENDED October 22, 2013, Motion No. 10112
AMENDED February 22, 2011, Motion No. 9781, 9782
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Maricopa Governance

The Chancellor shall not allow any pracitce, activity or condition that causes the Board to be
uninformed or unsupported in its work.

Method: Internal
Frequency: Annually

AMENDED October 22, 2013, Motion No. 10112
AMENDED February 22, 2011, Motion No. 9781, 9782
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Maricopa Governance

With respect to maintaining a safe learning and working environment, the Chancellor may not
operate without protocols to ensure an environment free from violence, threats of violence,
harassment, intimidation, and other disruptive behavior at the District and college levels.

Method: Internal
Frequency: Annually

AMENDED October 22, 2013, Motion No. 10112
AMENDED February 22, 2011, Motion No. 9781, 9782
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Maricopa Governance

With respect to maintaining a safe learning and working environment, the Chancellor may not
operate without a department of public safety.

Method: Internal
Frequency: Annually

AMENDED October 22, 2013, Motion No. 10112
AMENDED February 22, 2011, Motion No. 9781, 9782
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Maricopa Governance

MOVED to Administrative Regulations (Board Resources Policies), on October 22, 2013,
Motion 10112

MOVED to Administrative Regulations (Board Resources Policies), on October 22, 2013,
Motion 10112
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Board Policy

The Chancellor shall not cause or allow any practice, activity, decision, or organizational
circumstances that are unlawful, imprudent, or in violation of commonly-accepted higher
education, business and professional ethics and practices.

Chancellor Interpretation

I interpret this policy to mean that the District shall have multiple measures of internal
controls in place in order to increase employee awareness of expected professional and
ethical practices and to conduct oversight to mitigate the occurrence of unlawful and
imprudent activity.

Compliance will be demonstrated when:

a) 90% of all employees have completed mandatory training on Public Sector
Employment and Public Stewardship & Ethics.

b) Practices, activities, decisions or organizational circumstances that are found to
be unlawful, imprudent or in violation of law, policy or regulation are addressed
accordingly as outlined by law or the respective job policy group manual.

REVISED November 26, 2013
ADOPTED May 24, 2011, Motion No. 9814
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Maricopa Governance

chancellor
interpretations

2.1 treatment of students

Board Policy
With respect to treatment of students, or those applying to enroll as students, the Chancellor shall not
cause or allow conditions that are unfair, undignified, unsafe, untimely, or unnecessarily intrusive.

AMENDED October 22, 2013, Motion No. 10112

Chancellor Interpretation
I interpret this policy to mean that compliance will be demonstrated when:

e The District operates with written policies and procedures for all students
regardless of race, gender, ethnicity, age, orientation, religion, disability or other
protected status and that set forth student conduct expectations and responsibilities

while providing for effective handling of grievances and appeals.

e 100% of students shall have access to the written policies and procedures (either
electronically or in hard copy format) of the district that set forth expectations
for student conduct and responsibilities, and that address the treatment of
students including regulations for Student Rights & Responsibilities and that
provide for effective handling of grievances and appeals, Student Records, Non-
Discrimination policies. These relevant policies that directly impact students are
referred to as the Catalog Common Pages.

e 100% of employees that have access to student data and information as part
of their job duties and responsibilities shall be trained in the provisions of the
Family Educational Rights and Privacy Act (FERPA) and other rules that pertain to
the protection of personally identifiable information such as Red Flag Rules.

Compliance will also be demonstrated when conditions that are unfair, undignified,
unsafe, untimely or unnecessarily intrusive are dealt with quickly and effectively.

REVISED November 26, 2013
ADOPTED May 24, 2011, Motion No. 9814
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chancellor

interpretations

2.2 treatment of
faculty and staff

Board Policy

With respect to the treatment of faculty and staff, and in compliance with all federal and state
laws the Chancellor may not cause or allow conditions or procedures that are unfair, unsafe or
undignified.

AMENDED October 22, 2013, Motion No. 10112

Chancellor Interpretation

I interpret this policy to mean that it is the responsibility of Maricopa executives,
supervisors and employees to work together to create, and maintain a workplace where
all employees feel safe, supported, able and accountable to do their best work.

Compliance with this interpretation will be demonstrated when:

e Written policy manuals for all employee groups are adopted through a
collaborative process.

e Policies and Regulations are adopted that govern a fair and equitable workplace
including those related to equal employment opportunity, workplace violence,
whistleblower protection and disability accommodations

e The District follows an Affirmative Action Plan

e Employees have access to an ombudsman and anonymous reporting service

e Employees are provided with access to relevant policies that relate to equal
employment opportunity, Title IX, OSHA, sexual harassment and general employee

and District policies and procedures.

Compliance will also be demonstrated when conditions that are unfair, unsafe,
or undignified and that have been noticed and substantiated through established
grievance and notification processes are addressed in a timely and effective manner.

REVISED November 26, 2013
ADOPTED May 24, 2011, Motion No. 9814
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Maricopa Governance

Board Policy

With respect to the District’s interactions with constituents in its respective communities,
the Chancellor shall not cause or allow procedures, decisions or interactions that are unfair,
undignified or unresponsive.

Chancellor Interpretation

I interpret this policy to mean that the District Office and the Colleges will engage with
the citizens of Maricopa County and community partners as appropriate through such
measures as community advisory councils/committees and community forums that
seek to gather input; and shall respond to concerns and complaints through formal and
informal mechanisms that are either outlined in policy or via web allegations such as
the Chancellor’s webpage or the informal services of the Citizen’s Ombudsperson.

Compliance will also be demonstrated when procedures, decisions or interactions that
are unfair, undignified or unresponsive have been noticed through established and
substantiated through established grievance processes are addressed in a timely and
effective manner.

REVISED November 26, 2013
ADOPTED May 24, 2011, Motion No. 9814
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Maricopa Governance

Board Policy

With respect to the actual, ongoing financial condition and activities, the Chancellor shall not
cause or allow the development of fiscal jeopardy, non-compliance with local, state, or federal
laws, or a material deviation of actual expenditures from the Board’s Outcomes priorities.

AMENDED October 22, 2013, Motion No. 10112

Chancellor Interpretation

I interpret this policy to mean that the District will operate within a system of internal
controls. Compliance is demonstrated by following Generally Accepted Accounting
Procedures and when the following activities occur:

1. No expenditure for funds of more than has been received and carried forward in the
fiscal year.

2. No occurrence of inter-fund transfers in amounts that would cause a deficit fund
balance in any fund.

3. No transfers from Governing Board contingency without Governing Board approval.
4. No occurrence in any fiscal year of District expenditures or indebtedness in an amount
that reduces the ending General Fund balance to less than eight percent of General

Fund revenues recognized during the fiscal year without Governing Board approval.

5. Payroll and other District debts or obligations are settled in a timely manner.
Timeliness is contingent upon the transaction.

6. Tax payments or other government-ordered payments or filings are submitted
accurately and on time.

REVISED November 26, 2013
ADOPTED May 24, 2011, Motion No. 9814
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Maricopa Governance

Board Policy
The Chancellor shall not cause or allow institutional assets to be unprotected, inadequately
maintained, or unnecessarily risked.

AMENDED October 22, 2013, Motion No. 10112

Chancellor Interpretation

I interpret this policy to mean that the MCCCD will be operated with an adequate
system of internal controls, both accounting and administrative and that are sufficient
to meet generally-accepted accounting principles and auditing standards. Compliance
will be met when:

e Anorganizational governance structure is implemented that allows for independent
assessment & reporting to the Chancellor or the Board as appropriate. This includes
mechanisms to identify when conditions exist and processes for the institution to
respond appropriately.

e Investment or reinvestment of moneys received by the District will occur in a
manner allowed under the laws of the State of Arizona.

e The District’s public image, its credibility are not endangered.

REVISED November 26, 2013
ADOPTED May 24, 2011, Motion No. 9814
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Maricopa Governance

Board Policy

Financial planning for any fiscal period may not deviate from the Board’s Outcomes priorities, risk
fiscal jeopardy, and/or fail to be derived from a multi-year strategic/operating plan focused on
Outcomes achievement.

AMENDED October 22, 2013, Motion No. 10112

Chancellor Interpretation

I interpret this policy to mean that that the financial planning and budgeting —
decision-making process will align with the Governing Board Outcomes to ensure
implementation and monitoring at a level with expected performance and within the
established financial goals for the institution. Further, the monthly, quarterly and
annual finance reports to the Governing Board will provide evidence that by establishing
and monitoring specific and measurable financial strategic goals on a coordinated,
integrated basis, we enable the Maricopa Community Colleges to operate efficiently and
effectively to insure financial viability and stability.

In addition, | interpret this policy to mean that expenditures will not occur in any fiscal
year of more funds than are conservatively projected to be received or carried forward
in that period.

| will maintain a General fund balance of at least eight percent of projected General
Fund revenues and address the identification and pursuit of new and existing revenue
sources, and enhancement of cost-effectiveness, as part of multi-year planning.

REVISED November 26, 2013
ADOPTED May 24, 2011, Motion No. 9814
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Maricopa Governance

chancellor

interpretations

2.7 staff compensation
and benefits

Board Policy

The Chancellor shall not implement an employee compensation and benefit plan that fails to
comply with local, state or federal laws, nor fails to make MCCCD a competitive higher education
employer. Further, the chancellor shall not fail to attract and retain a high quality and diverse
workforce through competitive and progressive pay and benefit practices that are externally
competitive and internally equitable and support a fiscally responsible pay and benefit program.

AMENDED October 22, 2013, Motion No. 10112

Chancellor Interpretation

I interpret this policy to mean that it is the responsibility of the District to create and
maintain externally competitive and internally equitable classification, compensation
plans that are in compliance with applicable laws, are fiscally responsible and that
attract and retain a high quality and diverse workforce, along with an employee
benefits program that is externally competitive, fiscally responsible and encourages and
supports wellness and well-being.

Compliance with staff compensation will be demonstrated through internal or external
assessment of best practices and regularly scheduled review and analysis of our
identified peer comparators. Compliance will also be demonstrated by instituting
internal controls to monitor allowance of additional compensation earned by employees
(i.e., secondary pay lines).

Compliance with employee benefits will be demonstrated through benefit survey
participation and review in conjunction with counsel of our employee benefits
consultants who advise on best practices related to plan design, cost analysis and
wellness program offerings.

REVISED November 26, 2013
ADOPTED May 24, 2011, Motion No. 9814
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Maricopa Governance

Board Policy
The Chancellor shall not allow any practice, activity, or condition that causes the Board to be
uninformed or unsupported in its work.

AMENDED October 22, 2013, Motion No. 10112

Chancellor Interpretation

I interpret this policy to mean that I will inform the Governing Board of matters that
directly impact their statutory responsibilities as policy makers and trustees.
Compliance will be met through a variety of means such as holding one on one
meetings with Board members, by distributing quarterly reports and newsletters,
operational reporting at monthly Board meetings and as appropriate, guidance during
Executive Sessions.

REVISED November 26, 2013
ADOPTED May 24, 2011, Motion No. 9814

Governance Policies 4o m-



Governance Policies

Maricopa Governance

Board Policy

The Chancellor will not permit the organization to be without sufficient capacity for the competent
operation of the District—including, but not limited to, its management and governance—to
continue in the event of sudden loss of services of the Chancellor or other key personnel.

AMENDED October 22, 2013, Motion No. 10112

Chancellor Interpretation

I interpret this policy to mean that in order to protect the Board from unexpected loss
of chief executive services, | shall have no fewer than two other senior staff sufficiently
familiar with Board and Chancellor issues, plans, problems, and processes to enable
either to take over with reasonable proficiency as an interim successor.

Compliance will be met by the formation of a succession team comprised of two College
Presidents, the Executive Vice Chancellor & Provost, the Vice Chancellor for Business
Services, the Vice Chancellor for Human Resources and through quarterly meetings with
that team.

REVISED November 26, 2013
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Maricopa Governance

chancellor
interpretations

2.10 public safety

Board Policy
With respect to maintaining a safe learning and working environment, the Chancellor may not
operate without a department of public safety.

AMENDED October 22, 2013, Motion No. 10112

Chancellor Interpretation

I interpret this policy to mean that District standards of practice for the Department
of Public Safety will be established and adhered to at each college. The Department
of Public Safety and particularly sworn officers will not violate professional standards
as set forth under Arizona law and those promulgated by the Arizona Peace Officer
Standards and Training Board (AZPOST).

Employees, students, and, as appropriate, visitors, will receive communications that
violence, threats, harassment, intimidation, and other disruptive behavior in District
facilities will not be tolerated, and it is the responsibility of all members of the Maricopa
Community Colleges to report any occurrence of such conduct, or threats, or acts of
physical violence of which he/she is aware.

Compliance will be demonstrated when Public Safety Manuals are accessible to all
Public Safety staff, College Presidents and Vice Presidents of Administration and the
number of sustained complaints and law suits against Public Safety employees reported
to colleges, the hotline, HR Department, and Legal Services is routinely maintained and
reported on a quarterly basis.

Compliance will also be demonstrated when threats to public safety have been
identified and substantiated through established processes and are addressed quickly
and effectively.

REVISED November 26, 2013
ADOPTED May 24, 2011, Motion No. 9814
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The Chancellor, as chief executive officer, is the Board’s official connection to the District’s operations.

AMENDED February 22, 2011, Motion No. 9781, 9782
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Only officially passed motions of the Board are binding on the Chancellor.

1. Exceptin rare instances when a person, committee, or task force has been explicitly
authorized to direct staff on an issue, no Board Member, officer, or committee has authority
over the Chancellor or any member of the Chancellor’s staff.

2. Board Members may request information through the Chancellor’s office. In the Chancellor’s
absence, requests will be made to the Acting Chancellor or the Chancellor’s Executive
Council members. In the case of individual Board Members or committees requesting
information or assistance, the Chancellor shall make every effort to honor all such requests,
with the exception where considerable time and expense are involved, in which case the
request may be declined. The Board member may then refer such request to the full Board
for consideration.

AMENDED February 22, 2011, Motion No. 9781, 9782
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All Board authority delegated to District management is delegated through the Chancellor.
Therefore, all authority and accountability of staff, as far as the Board is concerned, is considered
to be the authority and accountability of the Chancellor.

1. The Board will not give instructions to persons who report directly or indirectly to the Chancellor.

2. The Board will not evaluate, either formally or informally, any staff other than the Chancellor.

3. The Board will consider and evaluate the Chancellor’s performance synonymous with organizational
achievement of Board Outcomes (with measurement indicators as agreed upon by the Board) and
compliance with Chancellor Limitations within the parameters of legality, prudence, and ethics.

Consequently, the Chancellor’s job description and evaluation address performance.

AMENDED October 22, 2013, Motion No. 10112
AMENDED February 22, 2011, Motion No. 9781, 9782
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board-staff relations

3.3 delegation to
the chancellor

The Board will direct the Chancellor through written policies that prescribe the Outcomes to
be achieved, and describe organizational situations and actions to be avoided, allowing the
Chancellor to use any reasonable interpretation of these policies.

1. Outcomes: policies direct the Chancellor to achieve certain results, for certain recipients, at
a worth or priority. The Board will develop these policies systematically from the broadest,
most general level to more defined levels. All issues that are not Outcomes issues as defined
here are “means” issues.

2. Chancellor Limitations: policies define the boundaries of legality, prudence, and ethics
within which the Chancellor is expected to operate. These policies describe those practices,
methods, decisions, and circumstances that would be unacceptable to the Board, even if
effective in producing the desired Outcomes. These policies will be developed systematically
from the broadest, most general level to more defined levels. The Board will not prescribe
organizational means delegated to the Chancellor.

3. An Outcomes or Chancellor Limitations policy at a given level does not limit the scope of any
preceding level.

4. The Chancellor is authorized to establish all further administrative policies, make all
decisions, take all actions, establish all practices, and develop all activities, as long as they
are consistent with any reasonable interpretation of these Outcomes and Chancellor
Limitations policies.

5. The Board may change its Outcomes and Chancellor Limitations policies, thereby shifting
the boundary between Board and Chancellor domains. By so doing, the Board changes the
latitude of choice given to the Chancellor. However, so long as any particular delegation is in
place, the Board and its members will respect and support the Chancellor’s choices as long
as they are consistent with Board policy, as reasonably interpreted. This does not prevent
the Board from obtaining information, except for confidential/personal information relating
to students and staff.

AMENDED February 22, 2011, Motion No. 9781, 9782

Governance Policies

51 of 433



Maricopa Governance

board-staff relations

3.4 monitoring the
chancellor’s performance

The Board will systematically and rigorously monitor the Chancellor’s job performance to determine
the extent to which Outcomes are being achieved and whether operational activities fall within
parameters established in Chancellor Limitations policies.

1. The purpose of monitoring is simply to determine the degree to which the Chancellor is
fulfilling the Board’s expectations as set forth in its governing policies. Only information that
enables the Board to assess accomplishment of Outcomes and compliance with Chancellor
Limitations is considered relevant.

2. Agiven policy may be monitored in one or more of three methods:

A. Chancellor Report: The Chancellor conveys to the Board, in writing, policy
interpretations as well as compliance information relevant to the policy under review.
As appropriate in a given context, the Chancellor may present information to justify the
“reasonableness” of his/her interpretation.

B. External Report: Discovery of compliance information by a disinterested, external
auditor, inspector, or judge who is selected by and reports directly to the Board. Such
reports must assess executive performance only against policies of the Board (as
reasonably interpreted by the Chancellor), not those of the external party unless the
Board has previously indicated in Governing Board policy that party’s opinion to be the
standard for assessment.

C. Direct Board Inspection: A designated Board Member, committee, or the Board as a
whole assesses accomplishment of, or compliance with, a given policy, as reasonably
interpreted by the Chancellor.

3. Inevery case, the Board will judge whether a) the Chancellor’s interpretation is reasonable
and b) whether data demonstrate reasonable accomplishment of, or compliance with, the
Chancellor’s interpretation.

4. Interpretations determined by the Board to be unreasonable, or data determined not
to demonstrate reasonable accomplishment of or compliance with a Board policy, as
reasonably interpreted, will be subject to a remedial process agreed to by the Board.

5. All policies instructing the Chancellor will be monitored at a frequency and by a method
chosen by the Board. The Board may choose to monitor any policy by any method at any
time, but will ordinarily depend on the schedule appearing on the subsequent page.

6. The Board will have a formal evaluation of the Chancellor in May of each year. The
evaluation will be based primarily on a summary/review of the Board’s judgment of the
Chancellor’s performance, per the criteria and process outlined above, during the previous
twelve months.
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3.4 monitoring chancellor

performance (cont’d)

Note: 12 month calendar for FY 2013-14 to demonstrate frequency of monitoring reports
presented to the Board in preparation for the Chancellor’s evaluation in May.

Policy Method Frequency Schedule
Broadest Outcome Statement Internal Annually November
2013
Outcome #1 Internal Annually November
2013
Outcome #2 Internal Annually November
2013
Outcome #3 Internal Annually November
2013
Outcome #4 Internal Annually November
2013
2.0 General Chancellor Constraint Internal Annually Dec ‘13, Mar
‘14, May ‘14
2.1 Treatment of Students Internal Annually Student Club
Reports
2.2 Treatment of Faculty and Staff Internal Annually Dec ‘13, Mar
‘14, May ‘14
2.3 Interactions With the Public Internal Annually Dec ‘13, Mar
‘14, May ‘14
Internal Type of CAFR; ELR;
Reports BURN
Direct Inspection Quarterly Dec ‘13, Mar
2.4 Financial Condition and Activities | (Audit and Finance Committee) ‘14, May ‘14
External Annually June 2014
(Auditor
General)
2.5 Asset Protection Internal Annually May 2014
2.6 Financial Planning and Budgeting | Internal Annually May 2014
2.7 Staff Compensation and Benefits Internal Quarterly Dec ‘13, Mar
‘14, May ‘14
2.8 Communication and Counsel to Internal Monthly/ Dec ‘13, Mar
the Board Quarterly ‘14, May ‘14
2.9 Operational Succession Planning Internal Quarterly Dec ‘13, Mar
‘14, May ‘14
2.10 Public Safety Internal Annually May 2014
AMENDED October 22, 2013, Motion No. 10112
AMENDED February 22, 2011, Motion No. 9781, 9782
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3.5 access to the  Direct but limited access to the Board by the Director of Audit, as the internal auditor, is an exception to
internal auditor  the exclusive role of the Chancellor in connecting governance and management.

Accordingly, the Director of Audit oversees MCCCD’s Internal Audit and Management Advisory
Services (IAMAS) Department, which is charged with the responsibility for ascertaining that
MCCCD'’s systems of internal controls, risk management, and organizational processes, as
designed and represented by management, are adequate and functioning. IAMAS is also
responsible for reporting to management and the Audit and Finance Committee on the adequacy
and effectiveness of the organization’s systems of internal control, together with ideas, counsel,
and recommendations to improve the systems.

1. If, after having brought to the Chancellor’s attention any impropriety discovered in the course
of his or her own work, the internal auditor feels that the Chancellor has failed to address the
impropriety, the Director of Audit must report that impropriety to the Board President.

2. Impropriety in this context means a material weakness in operational management or a
violation of Board policies regarding financial affairs of the District.

3. Nothing in this policy impedes the Chancellor from exercising his or her Board-granted
prerogative to interpret applicable Board policies under the “reasonable interpretation” rule,
nor does it remove from the Board the right to judge reasonableness. However, impropriety
as used in provision #2 above can indicate that in the opinion of the Director of Audit, an
interpretation made by the Chancellor is not “reasonable.”

4.  The Director of Audit is in all other ways as subject to the Chancellor’s managerial authority
as all other staff and has no direct access to the Board except as permitted by law or district
policy and/or regulations. The Chancellor may not impede the Director of Audit’s official
access as described in this policy, or seek to inappropriately influence the content of the
Director of Audit’s reporting to the Board as set forth in this policy.

5. Nothing in this provision shall be deemed to limit or prohibit the Board from hiring external
or internal auditors who may be assigned to report to the Board, or as the Board may

choose, another designee (e.g., Legal Counsel).

AMENDED February 22, 2011, Motion No. 9781, 9782
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3.6 board / general The General Counsel is employed by the Maricopa County Community College District in

counsel relationship  accordance with Arizona Revised Statutes §15-1448. As such, he or she is vested by law with the
powers of and the duties otherwise performed by the Maricopa County Attorney pursuant to
Arizona Revised Statutes §11-532 (A) (11), as amended. In exercising these powers and providing
legal services, the General Counsel is expected by the District to conform to the generally
accepted standards of the legal profession, including the Rules of Professional Conduct (ARPC)
promulgated by the Arizona Supreme Court. These professional standards include, without
limitation, standards of integrity, competence, diligence, and communication.

1. The General Counsel reports to and is supervised by the Chancellor, and is primarily
responsible for providing professional legal services to the district’s officers and employees
who are acting in their official capacity in performance of their duties. Whenever the
General Counsel is providing legal services to the district including the Chancellor and the
Board, professional standards require that his or her legal advice and services be based upon
independent professional judgment that is not subject to the client’s direction and control.

2. Regardless which individual or group represents the district as the General Counsel’s client
for purposes of any particular communication or representation, the district as a whole
entity remains the General Counsel’s sole client. He or she owes professional responsibilities
to the organization as a whole, including the Governing Board as an entity.

3. To meet the expectations stated above, the General Counsel must have direct and independent
access to the Governing Board when necessary in his or her professional judgment (e.g,. when
obliged by the above professional standards to disclose information received from constituent
members of the organization to the highest authority within the organization, and to provide
advice to the highest authority.)

4. Accordingly, the General Counsel shall have direct access to the Board and the authority
to use independent professional judgment in providing professional services as an
attorney, notwithstanding the Chancellor’s otherwise exclusive role in connecting
governance and management.

5. The General Counsel will provide timely legal opinions on proposed regulations, contracts,
and documents and also contemplated actions when requested by the Chancellor and other
district executives, as well as upon a request of the Board, by motion duly made, seconded,
and approved.

6. Inaddition to the foregoing, the Chancellor may in his sole discretion assign the General Counsel
supervision of district risk management, insurance, training, and compliance programs. If
so, the General Counsel will take reasonable care to clarify when he or she is exercising such
administrative responsibility. When the General Counsel is performing such administrative
duties, he or she will be subject to the direct and exclusive supervision of the Chancellor.

AMENDED February 22, 2011, Motion No. 9781, 9782
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The purpose of the Board, on behalf of the residents of Maricopa County, is to ensure that the
Maricopa County Community College District a) achieves appropriate results for the community (as
specified in Board Outcomes Policies), and b) avoids unacceptable outcomes and situations, with a
strategic perspective through a continually improved commitment to its vision, mission, and values.

AMENDED February 22, 2011, Motion No. 9781, 9782
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4.1 governing values  Our Vision: A Community of Colleges—Colleges for the Community—working collectively and
responsibly to meet the life-long learning needs of our diverse students and communities.

AMENDED December 13, 2005, Motion No. 9350
AMENDED July 22, 1997, Motion No. 8673
ADOPTED January 28, 1997, Motion No. 8626

Our Mission: The Maricopa Community Colleges provide access to higher education for diverse
students and communities. We focus on learning through:
e University Transfer Education

e General Education

e Developmental Education

Workforce Development

e Student Development Services

e Continuing Education

e Community Education

e Civic Responsibility

e  Global Engagement

AMENDED December 14, 2004, Motion No. 9288
AMENDED July 27, 1999, Motion No. 8882
ADOPTED January 28, 1997, Motion No. 8626

Our Institutional Values: The Maricopa Community Colleges are committed to:

Community
We value all people—our students, our employees, their families, and the communities in
which they live and work. We value our global community of which we are an integral part.

Excellence
We value excellence and encourage our internal and external communities to strive for their
academic, professional and personal best.

Honesty and Integrity
We value academic and personal honesty and integrity and believe these elements are essential
in our learning environment. We strive to treat each other with respect, civility and fairness.

Inclusiveness
We value inclusiveness and respect for one another. We believe that team work is critical, that
each team member is important; and we depend on each other to accomplish our mission.

Innovation
We value and embrace an innovative and risk-taking approach so that we remain at the
forefront of global educational excellence.

Learning

We value lifelong learning opportunities that respond to the needs of our communities
and are accessible, affordable, and of the highest quality. We encourage dialogue and the
freedom to have an open exchange of ideas for the common good.
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Responsibility

We value responsibility and believe that we are each accountable for our personal and
professional actions. We are responsible for making our learning experiences significant and
meaningful.

Stewardship

We value stewardship and honor the trust placed in us by the community. We are
accountable to our communities for the efficient and effective use of resources as we
prepare our students for their role as productive world citizens.

AMENDED December 13, 2005, Motion No. 9350
AMENDED July 22, 1997, Motion No. 8673
AMENDED July 22, 1997, Motion No. 8672

AMENDED January 28, 1997, Motion No. 8627
ADOPTED January 28, 1997, Motion No. 8626

AMENDED February 22, 2011, Motion No. 9781, 9782

Governance Policies 58 0t 133



Maricopa Governance

governance process

4.2 manner of governing = The Board will govern lawfully, in a manner that is nonpartisan, with an emphasis on a) integrity

and truthfulness in all of its activities and practices, b) outward vision, c) encouragement of
diversity in viewpoints, d) strategic leadership, e) clear distinction between Board and Chancellor
roles, ) collective rather than individual decisions, and g) proactive leadership.

More specifically:
1. The Board will operate in all ways mindful of its civic trusteeship obligation to those who
own the organization, the residents of Maricopa County.

2. The Board will conduct itself in a manner that complies with all relevant laws and
regulations. The Board will fulfill all of its legal and fiduciary responsibilities as required by
state statutes, the Arizona Constitution, and all state administrative rules. These include
responsibilities such as approval of the budget; tuition and fees; degrees, certificates and
diplomas; graduation requirements; curriculum catalog policies; and travel regulations and
procedures upon recommendation from the Chancellor.

3. The Board will cultivate a sense of group responsibility and shall work together
harmoniously in pursuit of this obligation. The Board will conduct its business in a respectful
and civil manner, always mindful of the Maricopa County Community College District’s
public image.

4. The Board will carefully establish performance standards and expectations for the district
through articulation of written governing policies. The Board’s major focus will be on the
achievement of intended long term impacts outside the operating organization (outcomes),
not on the administrative or programmatic means of attaining those results, except as they
conflict with statutory law.

5. The Board will observe “Policy Governance” principles as the framework for setting forth
these policy standards/expectations for the Board’s own processes, as well as for articulating
performance standards and the manner of assessment of the work of the Chancellor.
Through these policies, the Board will establish and adhere to expectations for its own
conduct, addressing matters such as attendance, policy making principles, respect of roles,
respect for democratic processes, speaking to management and the public with one voice,
and ensuring the continuity of governance capability.

6. Continual Board development will include periodic discussion of its governing performance,
orientation of new members in the Board’s governance process and these policies, and
annual Board review of both the Board’s and the Chancellor’s progress in light of the Board’s
performance expectations.

7. The Board may use the expertise of individual members to enhance the Board’s understanding
of issues, but will not substitute such expertise for the judgment of the Board.

8. The Board will keep well-informed about relevant global and local educational trends and
other issues, by actively gathering information and attendance at appropriate workshops
and conferences to fulfill its role.

9. The Board will govern with appreciation of the diversity of our internal and external
communities. Diversity is defined as the environment created within Maricopa that
demonstrates equity and mutual respect of each person.
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4.2 manner of governing

(cont’d)

10.

11.

12.

13.

14,

All of the Board’s governing policies are contained in this document, and they remain in
effect, unless amended or deleted by Board action.

Although the Board can change its governing policies at any time, it will conscientiously
observe those currently in effect.

The Board will allow no officer, individual, or Board Committee to prevent, or be an excuse
for, the Board not fulfilling its duties and commitments.

The Board will regularly evaluate and strive to improve its process and performance.
Self-assessment will compare Board activity and discipline to the Board’s performance
criteria set forth in the “Governance Process” and “Board-Staff Relations” sections of these
governing policies.

The Board will reserve authority to approve the following types of agreements:

A. Cooperative agreements with outside entities requiring a significant commitment of
District funds or that may impair the District’s bonding capacity.

B. Leases involving a commitment of the District’s funds in excess of the annual amount
specified in Arizona Revised Statute §15-1444B-2 [or in excess of a total of $300,000 over
the original term].

C. Contracts for District-wide services for insurance, bookstores, and food service.

D. Real property leases or continuous use of District property by outside entities for
commercial activity or for any activity that substantially increases the potential liability for
the District or may impair its bonding capacity.

E. Dual enrollment agreements where an intergovernmental agreement is not required.
F.  Contracts in which the legal authority to proceed is not explicit in statute or confirmed
through case law or Attorney General’s opinion.

G. Purchases described below:

i.  Aconstruction contract or construction consulting services contract, including
those for architects and engineers, exceeding $250,000.

ii.  Any purchase of a single piece of information technology equipment or software
exceeding $250,000.

ii. Any purchase of services exceeding $250,000, other than recurring annual services
for support of District-wide systems or operations such as utilities, equipment, or
software maintenance.

H. Purchases or sale of real property.
I.  Agreements that by law must have Governing Board approval

AMENDED October 22, 2013, Motion No. 10112
AMENDED February 22, 2011, Motion No. 9781, 9782
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4.3 board job descriptions  The job of the Board is to represent the residents of Maricopa County in determining and demanding
appropriate organizational performance. The Board will concentrate its efforts on the following job
“products” or outputs to distinguish the Board’s own unique job from the jobs of its staff:

1. The link between Maricopa County Community College District and the citizens of Maricopa

County (the “ownership”).

A. Needs Assessment: Board Members will assess the needs and trends affecting the
ownership, as they relate to the district’s activities and scope of influence, and will
maintain Outcomes policies identifying and prioritizing intended organizational results
to address those needs.

B.  Advocacy/Ambassadorship: The Board and its members will inform the residents of
Maricopa County of the district’s accomplishments on their behalf and of its expected
future results.

2. Written governing policies that, at the broadest levels, articulate performance standards regarding:

A.  Outcomes: Results pertaining to organizational products, impacts, benefits, outcomes,
recipients, and their relative worth (what good for which needs at what cost or priority).

B. Chancellor Limitations: Parameters within which all activity and decisions under the
Chancellor’s authority must take place.

C. Board-Staff Relations: How management authority is delegated and its proper use
monitored; the Chancellor role, authority, and accountability.

D Governance Process: Specification of how the Board conceives, carries out, and
monitors its own task.

3. The assurance of mission fulfillment and operational integrity, by holding the Chancellor
accountable for successful achievement of Outcomes and adherence to Chancellor Limitations.

4. Legislative Impact — The Board will identify and seek to affect legislative and/or public
policy change as it deems necessary and/or appropriate on behalf of the residents of
Maricopa County.

5. Naming of District Facilities and Academic Entities — The Board has final authority on all such
naming. Action will be based upon recommendations consistent with administrative regulations
addressing criteria/guidelines, processes used for naming facilities and academic entities,
including definitions, a nominations process, due diligence review, and a duration of rights.

5. Awarding of Emeritus Status—The Board has the sole authority to award, upon recommendation
of the Chancellor, emeritus distinction to any full-time residential faculty, chancellor, vice-

chancellor, college president, or college vice president who retires from the district.

AMENDED February 22, 2011, Motion No. 9781, 9782
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4.4 board planning and
agenda preparation

To fulfill its Job Description, the Board will prepare and follow an annual planning calendar that
a) carefully completes a review of Outcomes policies and achievement each year, b) continually
improves its performance through Board education, enriched input, and deliberation, and c)
provides individuals and organizations with an annual predictable schedule of meetings to the
greatest extent feasible to afford them opportunities to attend and participate in Board meetings.

1. While the annual agenda follows a calendar year (consistent with the term of the Board
President), it seeks to address cycles that contribute to multi-year planning. For instance, a
revised Outcomes policy from which the staff can develop a budget and a financial plan for
two fiscal years out will be adopted by the last day of March.

2. The President will, early in the first quarter of the calendar year, prepare and present for
the Board'’s consideration and approval a suggested work plan for that year’s meetings.
Considerations should include:

A. How the Board will ensure an annual review of Board policies beginning in July of each
year for the purpose of routine maintenance and relevant to the Board’s legal and
statutory duties, as well as the mission and goals of the district.

B. How the Board will gain ownership input, including but not limited to opportunities
for input from individuals and organizations, including employee groups and affiliated
organizations that have expertise and interests specifically related to Board decisions
and Board policies.

C.  How the Board will continue its education, e.g., Board education related to Outcomes
issues (through presentations by advocacy groups, Maricopa County employers, staff,
futurists, etc.), and education about governance and operational issues.

D. Ensuring action approvals required by law, audit functions, Chancellor monitoring and
evaluation, etc.

3. The President will determine the agenda for any particular meeting, although Board members or
the Chancellor may request or recommend any appropriate matters for Board consideration.

A. A Board member or the Chancellor may recommend or request a matter for Board
discussion by submitting the item to the President at least 14 days prior to the regularly
scheduled Board meeting or within 48 hours for emergency items.

B. Inaccordance with the law, the agenda is to be posted at least 24 hours prior to the scheduled
Board meeting. The meeting packet (including background materials for decision items on the
agenda, monitoring reports, etc.) is to be received by Board members at least four (4) days
prior to the scheduled Board meeting.

C. Inview of the special and important circumstances that mandate the calling of a special
board meeting, the President shall take into consideration the scheduling needs of the
other Board members, including adequate notice that exceeds the open meeting notice
required by law.

D. The Board may use a Consent Agenda to expeditiously address items delegated to the
Chancellor, yet required by law or contract to be Board-approved.

i.  Anyitem may be removed from the Consent Agenda by request of a Board
Member or the Chancellor.

E. The Board will act on any Monitoring Reports submitted by the Chancellor prior to the
meeting, determining by majority vote whether members judge each report to have
demonstrated fulfillment of a reasonable interpretation of the applicable policy.

i.  The Board will conduct a formal evaluation of the Chancellor in May of each year,
to be based on previously agreed upon performance measures. In compliance with
ARS §15-1427, this would include a submission by the Chancellor of a complete
report of the District and each college campus on the total number of full-time
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4.4 board planning and

agenda preparation (cont’d)

equivalent students enrolled during the year, the actual total number of students,
the number of instructors regularly employed, and the total number of students
not residing within the District. The report shall be submitted at the close of each

fiscal year.

Annual Planning Calendar Template: While subject to revision by the Board at any time, the
following is a template for annual Board planning:

January

Annual Organizational Meeting - Selection of Officers
Legislative Update - January through June

Tuition and Fees to Governing Board as Information Item

February

Action on Proposition 301 Workforce Development and Job Training
Annual Plan

Action on Tuition and Fees

March

Budget to Board as Information Item

April

Preliminary Budget Adoption

May

Chancellor Evaluation

Strategic Plan Adoption

Final Budget Adoption

Preliminary Charter High Schools Budget Adoption

June

Chancellor’s Contract

Final Charter High Schools Budget Adoption

July

Review/Housekeeping of Board Policies Begins

August

Annual Board Retreat - Review Multi-Year Planning Calendar, Proposed

Policy Housekeeping Changes, and Board Self-Evaluation

September

Prepare Calendar Revisions for next year, for approval no later than December

Election Results (Primary) and Ballot Proposition Summary

October

Annual Monitoring Report of All Board Outcomes
Action on Proposition 301 Workforce Development and Job Training Annual

Report for Previous Fiscal Year

November

Review of Annual Report Data for Use in Strategic Planning - Outcomes &
Initiatives for Two Fiscal Years Out - Work Session

Strategic Plan Retreat - Multi-Year Planning & Review of Strategic Directions
Ballot Proposition Summary

December

Election Results, Changes in Leadership and Committees

Preview of Legislative Session

End of Year Report from Federal Lobbyists

AMENDED August 26, 2014, Motion No. 10220
AMENDED October 22, 2013, Motion No. 10112
AMENDED February 22, 2011, Motion No. 9781, 9782
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4.5 board meetings

Board meetings will be conducted in adherence with these operational policies:

Meetings

A. Regular - The Board will normally meet on the fourth Tuesday of each month in the
Governing Board Room of the District Support Services Center. Meetings may be held
at sites throughout the District. The times for each meeting will be posted at least 24
hours prior to the meeting date.

B. Special Meetings - Special meetings are called only when it is necessary for the Board
to conduct business of an immediate and unanticipated nature, with circumstances
that require its attention before the next regularly scheduled Board meeting. A special
meeting may be called by the President of the Board, or upon request of a majority of
the Board’s members.

C. Strategic Conversations, Work Sessions, and Community Forums - The Board will
participate in meetings that are designed to discuss specific issues or topics and to
gather community input regarding the Maricopa County Community College District.
Opportunities will be presented either as Strategic Conversations, Work Sessions, or
Community Forums and will be held on a date established by the Board. Such meetings
will either be held at the District Office or at community sites within the District.

The time and location for such meetings will be posted at least 24 hours prior to the
established date.

D. Executive Sessions — In compliance with Arizona Revised Statute §38-431.03, meetings
may be called in order for the Board to discuss its position and instruct its attorney
regarding matters of pending or contemplated litigation.

Organization of the Board

The annual organizational meeting will be held at the first meeting in January, where the
Board will elect a President and Secretary. Nominations will be made for each office and
decided or filled by a majority vote of the members. The officers of the Board may serve

a term of up to two (2) consecutive years or a shorter time as the Board shall determine,
shall assume office immediately upon election, and shall hold the office until a successor is
elected. The Secretary will fulfill the duties of the chair in the absence of the President.

Agenda

The agenda and meeting materials shall be prepared by the Assistant to the Governing
Board, as guided by the President and the Chancellor, and delivered to the Board Members
approximately four days prior to the regular meeting date.

Rules of Action
A.  Quorum
i. A minimum of three members shall constitute a quorum and shall be necessary to
conduct business.
ii.  Approval of an action item requires affirmative votes from the majority of the quorum.
B. Consideration of Policy Matters
The Board will consider proposed new or revised policy twice, first as an informational
item; then as a recommendation for approval. Upon a majority vote, the policy will be
incorporated into the Board's policies.
C. Rules of Order
The Board will establish its own rules of order, subject to the following:
i.  Items on the meeting agenda that require action shall be placed before the entire
Board through a motion made by one of the Board Members. A second to the
motion shall be required.
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4.5 board meetings (cont’d)

Appropriate discussion of the item shall be determined by the Board President
who shall call for the vote. All discussion by Board Members shall be allowed on
any item; however, discussion shall cease upon a motion approved by no fewer
than four Board Members to call immediately for the question.

Any motion may be amended, tabled, discussed, etc. A Board Member may
move to amend a pending motion. A motion to amend may seek to add or strike
words of the pending motion, or substitute a different motion on the same
subject for the one before the Board. When a motion to amend has been moved
and seconded, the Board President shall re-state the motion in order that the
members of the Board may know what is before them. Discussion on a motion
shall be confined to the merits of the proposed amendment.

5. Public Attendance and Discussion
Citizens Interim—The Board will set aside a portion of each agenda to hear from
citizens regarding items of general concern.

A.

The Board President will, at his/her discretion call on each speaker permitting up
to 5 minutes for the speaker’s remarks.

The total number of speakers addressing a particular subject will be limited to no
more than 9.

The Board President may waive the limitations provided in items Ai and Aii.

Action or Informational Agenda Items

The Board President may, at his/her discretion recognize a member of the
audience to question or speak on a specific item on the agenda.
The provisions set forth in paragraphs Ai-iii shall apply.

Presenting concerns to the Board and the free expression of ideas should be
communicated with decorum and respect. Uncivil or disorderly conduct is not
permitted. The use of derisive or insulting epithets, or the direction of remarks that
defame, attack, or harass an individual may serve as cause for the Board’s President to
direct that the speaker immediately conclude his or her remarks.

AMENDED February 22, 2011, Motion No. 9781, 9782
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4.6 president’s role

As the District’s “chief governance officer,” the President’s job is to ensure the integrity of the
Board and its process. Secondarily, the President is the official representative/spokesperson
of the Board to outside parties. During the absence or disability of the President, the Board
Secretary shall act as President.

1. The President’s job is to see to it that the Board behaves consistently with its policies and any
requirements legitimately imposed upon it from outside the organization.
A.  Meeting discussion content will include only those issues that, according to Board
policy, clearly belong to the Board to decide, consider, or to monitor.
B. Deliberation will be fair, open, thorough, timely, orderly, and kept to the point.

2. The President is authorized to make decisions consistent with policies on Governance
Process and Board-Staff Relations, with the exception of a) employment/termination of the
Chancellor or b) instances where the Board specifically delegates portions of this authority
to others. The President is authorized to use any reasonable interpretation of these policies.
A. The President is empowered to preside over Board meetings with the commonly

accepted power of that position (e.g., ruling, recognizing).

B. The President is not authorized to make decisions within the Board’s Outcomes and
Chancellor Limitations policy areas. Therefore, the President has no authority to
supervise or direct the Chancellor’s work.

C. The President may represent the Board to outside parties in announcing Board-stated
positions and in stating decisions and interpretations within the area delegated to him
or her.

The President may delegate this authority but remains accountable for its use.

E. The President shall request a written report (to serve as a public record) of Board
Member travel and attendance at appropriate workshops and conferences that
includes an accounting of what took place at these events.

AMENDED February 22, 2011, Motion No. 9781, 9782
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The Governing Board represents all Maricopa County residents in the governance of the district. As
“owner-representative” the Board will devote time and energy to hearing from a spectrum of residents.

1. Mechanisms will be designed, as the Board deems necessary and/or appropriate, to hear
from a representative sample of all residents.

2. Student commentary in their role as consumers of district services will be assured a
respective hearing by the Chancellor and staff.
A.  As consumers, students deserve fair and timely response to their concerns or grievances.
3. Student commentary in their role as “consumers” of the district will be given specific
and serious consideration by the Board, particularly in the formulation of the Board’s

“Outcomes” policies.

4. The Board’s annual cycle of reviewing and reconsidering Outcomes will include a plan for
garnering and incorporating resident input into that process.

5. Residents’ input will be extensive and ongoing, not a sporadic or infrequent process.

AMENDED February 22, 2011, Motion No. 9781, 9782
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4.8 board committee
principles

The role of Board Committees, when used, is to make the Board more efficient and effective in
its work. Board Committees are not to interfere with the Board’s delegation of authority to the
Chancellor, or that of the Chancellor to other staff.

1. Board committees may be created to help the Board do its job, not to advise or exercise
authority over the Chancellor or staff.

2. Board committees ordinarily undertake activities not delegated to the Chancellor, such as
preparing policy alternatives and implications for Board deliberations or performing specific
monitoring functions.

3. Board committees may speak or act for the Board only when formally given such authority
for specific and time-limited purposes. Expectations and authority will be carefully stated in
order not to conflict with authority delegated to the Chancellor.

4. Because the Chancellor works for the full Board, he or she will not be required to obtain
approval of a Board committee before taking an executive action.

5. Board committees are to avoid over-identification with organizational parts rather than the
whole. Therefore, a Board committee that has helped the Board create policy on some topic
will not be used to monitor organizational performance on that same subject.

6. This policy applies to any group formed by Board action, whether or not it is called a
committee, and regardless of whether the group includes Board members. This policy does
not apply to committees formed under the authority of the Chancellor.

7. Board appointed Committees shall adhere to Open Meeting Laws, as required by Statute.

AMENDED February 22, 2011, Motion No. 9781, 9782
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Board committees are those whose existence and charge come from the Board, regardless of
whether Board members sit on the committee. The only Board committees are those that are set
forth in this policy. Unless otherwise specified, the Chancellor, or his/her staff designee, will serve
as a non-voting member of and staff liaison to each committee.

Board subcommittees will review specific Board policies and submit to the entire Board
Recommendations for changes to existing board policies.

1. Board Policy (Motion No. 10200)

2. Budget and Finance (Motion No. 10201)

3. Charter Schools (Motion No. 10202)

AMENDED June 24, 2014, Motion No. 10200, 10201,10202
AMENDED February 22, 2011, Motion No. 9781, 9782
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4.10 board members
code of conduct

The Board expects of itself, as a whole and of its members, ethical, professional, and lawful
conduct. This commitment includes proper use of authority and appropriate decorum when
acting as Board Members.

Board Members must demonstrate unconflicted loyalty to the interests of the entire
community of Maricopa County. This accountability supersedes any conflicting loyalty
such as that to family members, the District’s employees, advocacy or interest groups,
membership on other boards or staffs, or any personal interests as a consumer of the
District’s services. Likewise, Board Members are elected to serve on a nonpartisan basis
when serving as a steward on behalf of the college district.

Board members are expected to discharge their duties honestly and in good faith. Board
Members shall exercise the degree of care, diligence, and skill that a reasonably prudent
person would exercise in similar circumstances.

Governing Board Members shall be required to participate in training that focuses on
public stewardship and institutional ethics. Such training shall be rigorous, practical, and

application based.

4.  Board Members must avoid any conflict of interest with respect to their fiduciary responsibility.

A.

There must be no self-dealing or any conduct of private business or personal services
between any Board Member and the organization except as procedurally controlled to
assure openness, competitive opportunity, and equal access to “inside” information.
Board Members must not use their positions to obtain employment in the organization
for themselves, family members, or close associates. Should a Board member apply for
staff employment in the District, he or she must first resign from the Board.

When the Board is to decide an issue about which a member has an actual or potential
conflict of interest, that member shall disclose the conflict to the Board and absent herself
or himself without comment from not only the vote but also from the deliberation.

Board members will annually complete a form disclosing their involvements and
interests that could give rise to a conflict of interest, including but not limited to roles
as directors or officers of other organizations, substantial/direct business/investment
holdings, or other transactions or affiliations with businesses and other organizations
or those of family members. Board Members will promptly update their disclosures if,
during the year, a material change in circumstances should occur.

5. Board Members may not attempt to exercise individual authority over the organization
except as explicitly set forth in Board policies.

A

Board Members’ interactions with the Chancellor or with staff must recognize the lack
of authority in any individual Board Member or group of Board Members except when
explicitly Board authorized.

Board Members’ interaction with public, media, or other entities must recognize this
limitation and that Board Members are not to speak for the District or the Chancellor,
or to speak for the Board, except to repeat explicitly stated Board decisions.

Board Members will not publicly express judgments of the Chancellor or staff
performance except when participating in the Board’s assessment of the Chancellor’s
performance against explicit Board policies and agreed-upon performance objectives
by the official process.

6. Board Members must deal civilly and respectfully with each other, including the use of open
and honest communication.
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4.10 board members 7. ABoard Member aware of credible information that suggests that a Board policy has been
code of conduct (cont’d) violated, by either the Board or the Chancellor, has an affirmative obligation to bring the
concern to the Board’s agenda for monitoring.

8. Board Members must respect the confidentiality appropriate to issues of a sensitive
nature. This includes all items discussed in Executive Session, the confidentiality of which is
mandated by Statute.

9. Board members will support the legitimacy and authority of the final determination of the
Board on any matter, irrespective of the member’s personal position on the issue.

10. The Board and its members are committed to faithful compliance with the provisions of the
Board’s governing policies. To uphold the Board’s integrity and reputation, the Board will
constructively address perceived violations of these policies, using the following process:

A. The concerned Board Member (or, if applicable, the Chancellor) is encouraged to have
a conversation in a private setting with the Board Member whose actions are perceived
to be non-compliant with Board policies. If a complaint pertaining to a Board Member’s
conduct is conveyed to the Chancellor by an outside party, the Chancellor shall, as soon
as practical, refer the complaint to the President for appropriate action (as outlined
herein). If the complaint involves the President, the Chancellor shall refer the matter to
the Board Secretary for necessary action.

B. Second, if the concerned party is not comfortable pursuing such a discussion, or if the
conversation does not produce sufficient resolution as agreed on by the concerned
parties, either party shall apprise the President, who may choose to address the
situation individually with the involved party, or advance to #3 below. If the concern
involves the President’s actions, the Board Secretary shall be similarly informed.

C. Third, if the first two steps don’t produce sufficient resolution, or if in the estimation
of any of the concerned parties there remains a credible concern that the incident
may cause legal or reputational jeopardy to the District, the Board will be apprised of
the situation. The Board may request that the Chancellor arrange for an independent
review to be conducted for the purpose of advising the Board if noncompliance with its
own policies has occurred by an appropriate individual(s). After receipt of the results
of the review, or if the Board deems itself to have adequate information without the
review, the Board will make a subsequent determination, by vote, as to whether the
Board Member’s actions were consistent with Board policy.

D. If the Board determines that there was no violation of the expectations set forth in the
Board’s Governing Policies, the issue shall be considered resolved.

E.  If, in the judgment of the majority of the Board, Board policy has been violated, the Board
shall take what it considers to be appropriate steps to remedy the situation and protect
the interests of the District. These may include:

i.  Reminding the Board Member of the expectation and fiduciary duty to cease such
actions/behaviors.

ii.  Limiting any authority that has been delegated to the Board Member to represent
the Board.

iii. A resolution publicly admonishing the action/behaviors.

iv. Aresolution requesting the Board Member’s resignation.

v.  If the party deemed to be in violation of Board policy is an officer, removal from
the elected officer position

11. Board Members must avoid relationships with outside organizations that do business or may
do business with the district, and must also avoid activities and circumstances that could
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create an appearance that the Board Member seeks to influence the selection of a vendor
or the terms of a contract. Board Members shall adhere to the provisions outlined in the
Gifts, Gratuities, and Unrelated Compensation Administrative Regulation, which outlines the
restrictions for the acceptance of gifts, gratuities, and unrelated compensation from vendors
and others that are either doing business with or that seek to do business with the officers,
employees, and others who serve as agents on behalf of the Maricopa County Community
College District (MCCCD).

AMENDED February 22, 2011, Motion No. 9781, 9782
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4.11 awarding of
emeritus status

The Governing Board may award emeritus distinction to any full-time residential faculty,
chancellor, vice-chancellor, college president, or college vice president who retires from the
Maricopa County Community College District. Any such awards will be based on the following
protocol/criteria:

1. The Chancellor may recommend emeritus distinction to a candidate only following a
determination that the candidate has:
A. atleast twenty years of full-time service in the Maricopa district with ten of the years in
the position for which emeritus distinction is recommended;
B. demonstrated satisfactory performance;
not been the object of an adverse personnel decision; and
D. fulfilled all terms and conditions of employment.

g}

2. The Governing Board may, upon recommendation by the Chancellor, award emeritus
distinction to a candidate that does not meet the criteria in subsection (B), upon sufficient
showing that the candidate has:

A. Contributed significantly to his or her respective field or discipline;

B. Performed service throughout the candidate’s employment in the Maricopa District
that have been of direct benefit to students;

C. Contributed to the creation of innovative programs or initiatives within the Maricopa
district; and

D. Atleast ten years of full time service in the Maricopa district.

3. The awarding of emeritus distinction will mean that the candidate’s name and title,
followed by emeritus distinction, will be placed in the appropriate college catalog or district
publication. Awarding of emeritus distinction shall not entitle the holder to remuneration or
other benefit in addition to any provided under this policy.

4.  The Chancellor shall consider, for recommendation to the Governing Board, every employee
eligible for emeritus distinction following the employee’s retirement. This policy shall be
applied retroactively to any eligible employee who has retired prior to the effective date
of this policy provided that a written petition for emeritus distinction is submitted on
the employee’s behalf to the Chancellor and the Chancellor is provided sufficient written
documentation to justify the awarding of emeritus distinction. Emeritus distinction may be
awarded posthumously.

AMENDED February 22, 2011, Motion No. 9781, 9782
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4.12 governance investment

The Board will consciously invest in its ability to govern competently and wisely.

Accordingly:
1. Board skills, methods, and supports will be sufficient to assure governing with excellence.

2. Training and retraining will be used appropriately to orient new members and to maintain
and increase existing Board Member skills and knowledge.

Outside monitoring assistance, including fiscal audit, will be arranged as needed so that the

Board can exercise confident control over organizational performance.

Outreach mechanisms will be used as needed to ensure the Board understands

community viewpoints and values.

Costs will be prudently incurred, but sufficient to ensure the development and

maintenance of superior governance. Budgeting considerations will include:

A

Vi.
Vii.
viii.

Board training, including publications.

Board Member travel/reimbursements/insurance.

Board Members will be reimbursed at the same rates as district employees for

mileage incurred for authorized travel or for necessary expenses incurred while on

district business at conferences or professional meetings.

Governing Board Members, their spouses, and dependent children may participate

in the district’s health, accident life, and disability insurance plans if they pay the full

amount of the premium(s). Board Members are subject to the same guidelines and
parameters as other insurance eligible employees.

Board Members who participate in the above plans may continue to participate after

leaving the Board if the member served at least six consecutive years on the Board, and

the Board Member pays the full premium.

a. The surviving spouse and/or dependent child of a Board Member or former
Board Members may continue to participate in the plan if they were
covered under the Board Member’s plan, and they pay the full premium.

b.  Itis strictly prohibited for the district to expend any district funds to subsidize
the participation of any Board Member, spouse, or dependent in this program.

Audit and other third-party monitoring of organizational performance.

Surveys, focus groups, and opinion analyses.

Board-hosted ownership linkage/outreach events.

Board meeting and retreat costs (e.g., facilities, logistics, meals during meetings, etc.)

Board committee functions.

AMENDED February 22, 2011, Motion No. 9781, 9782

Governance Policies



Maricopa Governance

Proposals for external funds should relate to the Governing Board goals, and be limited to
student financial assistance, instructional improvement, State Vocational Aid extension programs,
workforce development, Skill Center operations, institutional development and strengthening, or
development and operations of programs for protected classes and special populations.

Every grant (regardless of the amount) that requires intergovernmental agreements shall first be
presented to the MCCCD Governing Board. Regular reports of all grants, regardless of amount,
will be provided to the Governing Board.

Amended through the Administrative Regulation approval process on January 7, 2002.

ADOPTED into Governance, September 24, 1996
AMENDED Motion No. 8894
AMENDED Motion No. 8895
AMENDED Motion No. 8896

Founding Source:
Governing Board Minutes, December 5, 1978, Motion No. 4105
AMENDED, April 22, 1980, Motion No. 4525

Administrative Regulations 75 Of 135



Maricopa Governance

1. Financial stability will be maintained by MCCCD in perpetuity.

2. Financial stability will be measured in terms of a Fund Balance Standard defined as the
actual June 30 General Fund Balance as a percentage of actual General Fund Revenues for
the fiscal year then ended.

3. The Fund Balance Standard will be maintained at a minimum of 8% of general fund
revenues, and may be modified only by the Governing Board.

AMENDED through the Administrative Regulation approval process, April 14, 2003
AMENDED through the Administrative Regulation approval process, January 7, 2002

ADOPTED into Governance, September 24, 1996
AMENDED Motion No. 8894
AMENDED Motion No. 8895
AMENDED Motion No. 8396

Founding Source:
Governing Board Minutes, June 28, 1994, Motion No. 8263
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In accordance with MCCCD Governing Board policy title, Financial Condition, the Vice
Chancellor for Business Services or appropriate designee shall develop procedures for recording
expenditures pertaining to prior fiscal year commitments that should have been (but were not)
recorded in a prior fiscal year. These procedures shall outline the timeframe for which prior year
commitments may be processed and establish the required approval authority, and methods for
monitoring and reporting of such expenditures. Procedures are referenced as Appendix FM-4 .

AMENDED through the Administrative Regulation approval process, January 7, 2002

ADOPTED into Governance, September 24, 1996
AMENDED Motion No. 8894
AMENDED Motion No. 8895
AMENDED Motion No. 8896

Founding Source:
Governing Board Minutes, November 18, 1975, Motion No. 2797
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The Chief Procurement Officer shall create procedures governing:
1. The delegation of authority for the surplus property management function.

2. The sale, lease or disposal of surplus materials by public auction, competitive sealed bidding,
trade-in or other appropriate method designated by procedures. This includes transfer to
eligible non-profit educational institutions.

3. The purchase of any such material by an employee of the college or district.
4. The acquisition and disposal of federal or state surplus materials.

5. Any fees or charges for the acquisition, receipt, warehousing, rehabilitation, delivery,
distribution or transfer of excess and surplus materials.

6. Monitoring reports on the activities of the program, including lists of employees and
relatives of employees purchasing surplus materials.

AMENDED through the Administrative Regulation approval process, January 7, 2002
AMENDED through the Administrative Regulation approval process, September 10, 1997
(Replaced the regulation entitled Surplus Property Disposal)

ADOPTED into Governance, September 24, 1996
AMENDED Motion No. 8894
AMENDED Motion No. 8895
AMENDED Motion No. 8896

Founding Source:

Governing Board Minutes, May 20, 1980, Motion No. 4557
Governing Board Minutes, March 23, 1993, Motion No. 8014
Governing Board Minutes, April 23, 1996, Motion No. 8532
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1.5 use of college facilities

1.5.1 Definitions

1. The term “facility” means MCCCD buildings, other structures or land. It includes athletic
fields, parking lots, and gymnasiums.

2. The term “non-MCCCD activities” means any activity other than one in which MCCCD is the
sole sponsor, in which MCCCD employees strictly plan and manage it, or is a co-sponsor, as
defined below.

3. The term “co-sponsor” means any non-commercial activity of an educational or
community nature in which MCCCD is an announced and publicized co-sponsor with
another organization or organizations. To be a co-sponsor under this regulation, MCCCD
personnel must actively participate in the planning and managing of the activity, and the co-
sponsorship must be approved at the vice president level or above.

4. The term “hosting” means a circumstance in which an outside [for-profit] entity asks MCCCD
to provide facilities and other resources for an event the entity wishes to sponsor that meets
all three of the following criteria:

A. the fee that the outside entity will charge attendees for the event is significant;

B. the targeted audience for the event is generally commercial; and

C. the outside party requests that MCCCD facilities and, if applicable, services (such as
marketing or e-mail notices to MCCCD employees about the event) be supplied at no
cost to that entity in exchange for waivers of registration fees for a certain number of
MCCCD employees to attend the event.

5. The term “community entity” means a corporation or other legal entity whose business is
non-commercial and:
A. isunrelated to the Maricopa Community Colleges and
B. s recreational, educational, political, economic, artistic, moral, scientific, social,
religious, or for some other civic purpose in the interest of the community.

1.5.2 Scope of Coverage of this Regulation

1. This regulation covers use of MCCCD facilities for personal, business or non-MCCCD
activities, including hosting, by non-MCCCD parties or MCCCD employees or Governing
Board members.

2. ltexcludes activities covered by the administrative regulation entitled “Solicitation.” It also
excludes use of facilities by the general public when attending an event, or of facilities open
to the public such as libraries. Finally, it excludes instances in which MCCCD is a co-sponsor
of an event.

1.5.3 General Standards

1. Use of MCCCD facilities is the use of a public resource. Therefore, facilities use by non-
MCCCD parties or MCCCD employees or Governing Board members for personal, business or
non-MCCCD activities must be consistent with state law, Maricopa Governance policies and
this administrative regulation. The following principles apply to facilities use:

A.  MCCCD is not obligated to permit facilities use for any activity that the Vice Chancellor
of Business Services, College President, or that official’s designee determines is contrary
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1.5 use of college facilities

(cont’d)

to public policy or the safety of persons or property, or is not in the best interest of the
community or MCCCD.
MCCCD employees, Governing Board members, or their relatives or associates may not
use MCCCD facilities for personal or business purposes, or for non-MCCCD activities,
without complying with the standards and procedures specified in this administrative
regulation applicable to non-MCCCD parties. That includes compliance with the
requirements for insurance coverage and the payment of rent. MCCCD-sponsored
programs for employees, such as health and fitness programs, are considered MCCCD
activities under this regulation. At the discretion of the Vice Chancellor of Business
Services, College President or that official’s designee, an MCCCD employee or
Governing Board member may use facilities for an event without complying with the
rent or insurance requirements of this regulation where the event meets the following
limited conditions:
i.  The employee or Governing Board member actively participates in the event and
is responsible for managing it; and
ii. The event is for a professional organization in which the employee or Governing
Board member actively participates, and whose objectives directly relate to
the employee’s work at MCCCD or to the Governing Board member’s MCCCD
responsibilities.
The Vice Chancellor of Business Services or College President may establish guidelines for
the use of MCCCD facilities under this professional organization exception, including any
reasonable reimbursement of expenses as appropriate.
Before using MCCCD facilities, non-MCCCD parties must submit certificates of insurance
to MCCCD covering that use. Arizona law requires that insurance coverage be provided.
Non-MCCCD parties, including non-profit agencies or other public entities, must pay fair
market rent unless the use relates directly to MCCCD's stated mission. Reduced rent, or
no charge, is appropriate only as specified in this regulation.
MCCCD will not enter into a license or lease agreement, as defined in this regulation,
where facilities use is strictly for personal or business purposes, or does not have some
relationship to MCCCD’s mission of education and training.
MCCCD classes, programs and activities for students have priority over all other activities,
and other MCCCD activities have priority over non-MCCCD activities.
MCCCD has the right to approve any advertising concerning a non-MCCCD party’s use
of MCCCD facilities.
A non-MCCCD party must obtain specific authorization from the Vice Chancellor
of Business Services, College President or that official’s designee to operate any
concession activity at MCCCD facilities.
A non-MCCCD party may not alter an MCCCD facility without the prior written approval of
the Vice Chancellor of Business Services, a College President, or that official’s designee.
Hosting is prohibited under this regulation.

The Vice Chancellor of Business Services is responsible for administering this regulation
and applicable laws and MCCCD policies relating to facilities use. The Vice Chancellor is also
responsible for annually approving appropriate rent for MCCCD facilities under the Rental
Rate Guidelines attached to this regulation (Appendix FM-6 ).

The legal services department is responsible for advising MCCCD on legal issues relating to
facilities use, and for preparing agreements and forms for the use of MCCCD facilities. It is

also responsible for ensuring compliance with applicable law and conformance with industry

standards relating to insurance coverage.
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1.5 use of college facilities

(cont’d)

4. Rents charged to a non-MCCCD party for the use of MCCCD facilities will be credited to the
account of the MCCCD college or entity where the facilities are located, and be available to
them through approved budget procedures.

1.5.4 Written Agreements Required

1. Any non-MCCCD party wishing to use MCCCD facilities must sign an MCCCD-generated
agreement specifying the terms of that use. The non-MCCCD party must sign and comply
with that agreement and the insurance requirements of this regulation regardless of
whether MCCCD charges rent for that use.

2. The MCCCD standard form entitled “FACILITIES USE AGREEMENT” must be signed if the
MCCCD facility will be used one time, or for a limited period of time during a week and
during a year. Under the “FACILITIES USE AGREEMENT” form, the user does not have
exclusive use of the portion of the facility being rented (that is, the user will occupy the
facility when MCCCD is not occupying it).

3. Alicense, prepared by the legal services department, must be signed if the MCCCD facility will be
used for a significant period of time during a year. Under a license agreement, the user does not
have exclusive use of the portion of the facility being rented.

4. Alease, prepared by the legal services department, must be signed if the MCCCD facility will be
used for a significant period of time during a year. Under a lease, the user has exclusive use of
the portion of the facility being rented. The Governing Board policy entitled “Asset Protection,”
paragraph 2.5.9.D, generally requires Governing Board approval of leases of MCCCD facilities.

5. The Vice Chancellor of Business Services or the Vice Chancellor’s designee must sign any
agreement for the use of MCCCD facilities. However, the College President or the president’s
designee may sign the “FACILITY USE AGREEMENT” form unless the non-MCCCD party has
requested or made changes to the standard terms and conditions of that form. The legal services
department must review any changes to the standard terms and conditions of the form.

1.5.5 Insurance Requirements

1. Before any non-MCCCD party may use an MCCCD facility it must supply the MCCCD risk
manager, college fiscal officer or that officer’s designee with a certificate of insurance
evidencing insurance coverage. The MCCCD risk manager may determine that the activity for
which the facility will be used requires other types of insurance coverage, or that reduced
levels of insurance are appropriate. A non-MCCCD party must provide a certificate of
insurance regardless of whether it pays rent for the use of MCCCD facilities.

2. The certificate must show insurance coverage from insurance companies licensed to do
business in Arizona with a current A.M. Best Rating of A:VIIl or better. The certificate
must state that the insurance policy has been endorsed to name MCCCD, and its agents,
officers, officials, employees, and volunteers as additional insureds, except for worker’s
compensation and employer’s liability insurance.

3. Unless the MCCCD risk manager changes the insurance coverage and limits required, the
minimum coverage and limits required are:
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(cont’d)

A.  Commercial general liability insurance with a limit of not less than $1,000,000 per
occurrence for bodily injury, property damage, personal injury, products and completed
operations, and blanket contractual coverage, including but not limited to, the liability
assumed under the indemnification provisions of the rental, license or lease agreement;

B. Automobile liability insurance with a combined single limit for bodily injury and
property damage of not less than $1,000,000 each occurrence with respect to outside
party’s owned, hired, and non-owned vehicles; and

C. Workers’ compensation insurance with limits statutorily required by any federal or
state law and employer’s liability insurance of not less than $100,000 for each accident,
$100,000 disease for each employee, and $500,000 disease policy limit.

1.5.6 Rent Required and Exceptions

Non-MCCCD parties or MCCCD employees or Governing Board members using facilities for

personal, business or non-MCCCD activities must be charged the rent specified below, unless

the use qualifies for reduced rates or free use under 1.5.3.1 paragraph B:

A. For facilities use under a “FACILITY USE AGREEMENT” form, the rent developed
according to the rental rate guidelines attached to this regulation; or

B. For facilities use under a license or lease agreement, a fair market rent, as initially
determined by the College President or the president’s designee and reviewed by the
legal services department and MCCCD director of financial services/controller.

For community entities as defined in Paragraph 1.5.1.5 and governmental entities, a college

or other MCCCD entity shall charge a reduced rent that is:

A. commensurate with community entity rents charged by other public entities in the
surrounding area; and

B. thatis not less than one-half of the rent that the college or other MCCCD entity
normally charges for the use of its facilities as developed under the criteria established
in Appendix FM-6.

However, a community or governmental entity must pay the full cost of any equipment or
services that it may require along with the use of the college or other MCCCD facility.

Except as provided in Paragraph 1.5.6.2 and before a college or other MCCCD entity may

waive or reduce rent below that required under this regulation for use of facilities for

non-MCCCD activities, the Vice Chancellor of Business Services, a College President or that

official’s designee must determine that the following conditions exist:

A. The activity for which the facility is to be used relates directly to MCCCD’s mission of
education and training, and MCCCD obtains a specific public benefit from the activity;

B. The activity is not political; and

C. The value or benefit that MCCCD receives from the activity is substantially equivalent to
the amount of rent that MCCCD is foregoing.

An additional permitted waiver or reduction of rent below that required under this
regulation is if the event is managed by a governmental agency with a physical presence

in Arizona for their sole benefit and is a limited use, such as a one-time meeting (even if
occurring over a few days within a set period of time) or conference. Additionally, the event
must pose an extremely low risk to Maricopa and minimal to no additional cost to Maricopa;
for example, the event should not include potentially controversial speakers or topics that
might require additional security; or additional staff to open and lock buildings; or involve
physical activity in which participants might be injured. This waiver or reduction is permitted
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(cont’d)

as an acknowledgement that MCCCD partners with many governmental agencies in the
provision of service to the community and the limited use of the facility promotes MCCCD’s
overall ability to serve the community together.

5. Acollege or other MCCCD entity must document that the conditions specified in
subparagraph 3 exist before waiving or reducing rent. If the “FACILITY USE AGREEMENT”
form is used, the college or other MCCCD entity must specifically explain on the form, or on
a separate document attached to the form, the conditions identified in 1.5.3.1 paragraph
B that make a waiver or reduction of rent appropriate. If the legal services department
prepares the agreement, the college or other MCCCD entity must provide that information
to that department. It is the nature of the activity itself and whether it directly benefits
MCCCD that determines whether a waiver or reduction in rent is appropriate. The fact that
MCCCD may gain some financial gain from the activity other than rent, or that the entity
using the MCCCD facility is another public entity, including a university, or a non-profit
organization, does not qualify the activity for a waiver or reduction in rent.

AMENDED via direct approval by the Chancellor, April 11, 2012

AMENDED through the Administrative Regulation approval process, January 10, 2011
AMENDED by the Governing Board on February 27, 2007, Motion No. 9415
AMENDED through the Administrative Regulation approval process, January 7, 2002
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1.6.1 Assessment and Collection of Library and Parking Fines

Librarians and campus/district security shall be responsible for the collection of assessed fines.
Collected fines are intended to be used for the needs of the library service, as approved by the
college president, and for the support of maintaining required public safety standards for our
college communities.

AMENDED through the Administrative Regulation approval process, January 7, 2002

ADOPTED into Governance, September 24, 1996
AMENDED Motion No. 8894
AMENDED Motion No. 8895
AMENDED Motion No. 8896

Administrative Regulations o4 m-



Maricopa Governance

fiscal management
section |

1.7 acceptance of public gifts—
personal or real property

1.7.1 Background and Guidelines for Acceptance

1.

The Governing Board recognizes that it may be in the best interest of the District to allow
the acceptance of certain gifts and donations in the form of personal or real property.

The Governing Board further recognizes that:

A. Al proposed gifts and donations must be of a nature that is suitable to the mission and
goals of the District or their acceptance must be respectfully declined.

B. The legal ownership of all gifts and donations must reside in the District as an entity, to
the extent permitted by law and regulations.

C. The eventual disposal of any real property, whether received through donation,
bequest, or purchase, shall be subject to the approval of the Governing Board.

The final acceptance of donations of real property and relocatable buildings shall reside with
the Governing Board.

The Chancellor, President, or appropriate designee may make the final decision as to the
acceptance or rejection of gifts of personal property.

Gifts may be used at any district location as long as the need exists.
If for any reason donated equipment remains serviceable, but no longer has utility in the
college or District program for which the property was accepted, the property shall be

disposed of pursuant to equipment transfer/disposal procedures.

All offers of gifts and donations shall be in writing, and all responses to such offerings shall
be in writing.

No gift may be received in a custodial status, pending possible acceptance.

1.7.2 Specific Guidelines for Acceptance

1.

2.

Gifts, Grants, Donations or Bequests of Personal Property

A. Offers received by college personnel shall be forwarded to the College President; offers
received by District personnel shall be forwarded to the appropriate Vice Chancellor.
The College President or Vice Chancellor shall make the initial determination as to the
character and suitability of the prospective gift.

B. If the appropriate administrator reaches a favorable conclusion concerning the acceptance
of the property, procedures for acceptance of donated property shall be followed.

Gifts, Grants, Donations or Bequests of Real Property

A. Al offerings for donation of real property shall be forwarded to the Chancellor or his
designee, the Vice Chancellor for Business Services, for his/her consideration and
further recommendation.

B. The Chancellor or his designee, the Vice Chancellor for Business Services, shall review
the offering and make final judgment as to the recommendation that shall be submitted
to the Governing Board.
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1.7.3 Accounting Systems and Procedures

The Director of Financial Services/Controller shall establish, disseminate, and control the type
and nature of procedures and records that shall be maintained.

AMENDED through the Administrative Regulation approval process, January 7, 2002

ADOPTED into Governance, September 24, 1996
AMENDED Motion No. 8894
AMENDED Motion No. 8895
AMENDED Motion No. 8896

Founding Source:
Governing Board Minutes, July 31, 1979, Motion No. 4302
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1.8 current auxiliary funds

(fund 2) budgets

These funds shall be administered in strict accordance with any federal laws, the Arizona
Revised Statutes, legal opinions, revenue bond resolutions, and proper business procedures.
The stewardship of funds shall be delegated for administration to District administrators to be
administered within Maricopa Governance policies. Further, the Governing Board shall ensure
that certain college programs be maintained on a continuing basis, especially those programs
that are deemed to be important within the total educational philosophy of the District.

1.8.1 Approval and Administration

1. Current Auxiliary Funds (Fund 2) budgets, including the Student Activities, Associated
Students, Student Athletic, other auxiliary programs, course fees and non-credit programs
budgets, are public monies and must be administered and audited as such.

2. Fund 2 budgets are prepared annually under the direction of each College President/
Provost, Vice Chancellor or Chancellor and are recommended to the Chancellor for inclusion
in the proposed budget. The Chancellor submits recommended budgets to the District
Governing Board for approval and adoption.

3.  After Board approval, the College Presidents/Provosts/Vice Chancellors/Chancellor are
accountable and responsible for the administration of the college-based Fund 2 budgets
at their respective colleges, including avoidance of deficits in any given fiscal year. The
Vice Chancellor for Business Services may introduce intervention strategies to ensure that
overspending will not occur.

4.  The priorities for Fund 2 should be made at the college or district office level. However,
primary emphasis should be given to the Board’s commitment to maintain programs that
enrich the educational process and mission of the college.

5. Vehicles financed through the Fund 2 accounts should be used only in the following ways

and in the priority given below:

A. Vehicles shall be used for their primary purposes (Fund 2 activities) as a first
priority.

B. Vehicles may be used by other persons or groups for approved activities when available
as a secondary priority.

C. Al costs for secondary usage shall be borne by the secondary users.

D. Operational procedures for usage of vehicles shall be at the college or District office level.

AMENDED through the Administrative Regulation approval process, January 7, 2002

ADOPTED into Governance, September 24, 1996
AMENDED Motion No. 8894
AMENDED Motion No. 8895
AMENDED Motion No. 8896

Founding Source:

Governing Board Minutes, April 22, 1980, Motion No. 4521

AMENDED, Governing Board Minutes, June 17, 1980, Motion No. 4596

AMENDED, Governing Board Minutes, November 13, 1980, Motion Nos. 4686 & 4687
AMENDED, Governing Board Minutes, December 9, 1980, Motion No. 4705
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1.8.2 Standardized Fitness Center Fee Expenditure Categories

The Fitness Center fees are to be used to support and foster the goals and objectives of the
Center, as defined and approved by the District and College administration.

Approved expenditure categories include Personnel Services for temporary employees;
Contractual Services; Supplies and Equipment (maintenance and replacement); and other
miscellaneous Fitness Center costs as approved by the Vice Chancellor for Business Services.

AMENDED through the Administrative Regulation approval process, January 7, 2002

ADOPTED into Governance, September 24, 1996
AMENDED Motion No. 8894
AMENDED Motion No. 8895
AMENDED Motion No. 8896
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1.9 procurement of goods

and services

1.9.1 Procurement Conflict of Interest Policy

1. Policy Statement
Pursuant to ARS 38-503, Governing Board members and employees who or whose relatives
have a substantial interest in any decision of the District or who have a substantial interest in
any contract, sale, purchase or service to the District shall make known such interest by filing
a disclosure statement. A Governing Board member or employee disclosing such an interest
shall refrain from voting upon or otherwise participating in any manner in such decision,
contract, sale, purchase or service.

2. The Chancellor or his/her designee is directed to inform employees of the contents of
this policy and to designate an appropriate office with the responsibility for overseeing a
process for monitoring and maintaining records and compliance.

3. All Governing Board-Approved employees shall annually complete and submit a conflict of
interest form and shall submit an acknowledgement that they have read and understand
the District’s Conflict of Interest Policy. Board-Approved employees includes those who
have or could attain permanent status, one year onlys, one semester onlys, Skill Center
and specially funded employees. Updated disclosures shall be made during the year by the
employee as needed if circumstances change. Other employees may also be required by
the Vice Chancellor of Business Services to annually complete these forms, given the nature
of their job responsibilities and the potential for conflicts of interest.

4.  All Board-Approved employees shall be required to take a course currently entitled: Legal
Issues: Public Sector Employment or its successor course offered by the District Employee
and Organizational Learning Team or its successor office.

AMENDED November 27, 2007 by the MCCCD Governing Board, Motion No. 9452
AMENDED February 27, 2007 by the MCCCD Governing Board, Motion No. 9404
AMENDED through the Administrative Regulation approval process, January 7, 2002

ADOPTED into Governance, September 24, 1996
AMENDED Motion No. 8394
AMENDED Motion No. 8895
AMENDED Motion No. 8396

Founding Source:
Governing Board Minutes, June 28, 1994, Motion No. 8262

1.9.2 Purchasing Authority

1. The Vice Chancellor for Business Services is empowered by the Governing Board and the
Chancellor to act as the Chief Fiscal Officer for the District.

2. The authority to act as the Procurement Officer is delegated by the Vice Chancellor for
Business Services to the Chief Procurement Officer, who shall be responsible to annually
review the purchasing procedures and recommend appropriate policy revisions accordingly
and to further delegate procurement authority as appropriate.
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1.9 procurement of goods

and services
(cont’d)

3. Definition of Terms

A. Acquisition: For purposes of this policy, the term “acquisition” means purchase, rental
lease, lease/purchase or lease with option to purchase, or the contracting of service
which produces revenue for the District.

B. Capital Equipment: All items of furnishings and equipment which are capitalized
within the guidelines for budgeting, accounting, and reporting, for Arizona community
colleges including, but not limited to, equipment for occupational education programs,
information technology, and new and replacement equipment.

C.  Real Property: All items, fixed in nature, which are capitalized within the guidelines for
budgeting, accounting, and reporting for Arizona community colleges.

AMENDED through the Administrative Regulation approval process, January 7, 2002

ADOPTED into Governance, September 24, 1996
AMENDED Motion No. 8894
AMENDED Motion No. 8895
AMENDED Motion No. 8896

Founding Source:
Governing Board Minutes, October 24, 1995, Motion No. 8468

1.9.3 Thresholds for Competition

Determination to use competitive sealed bidding or the sealed competitive proposal process shall
be made by the Chief Procurement Officer for all purchasing transactions exceeding $50,000.
Procurement of professional services is included in this category. The Chief Procurement Officer
shall prescribe varying levels of competition under this threshold amount. Guidelines regarding
competitive thresholds are available in Appendix FM-2.

AMENDED through the Administrative Regulation approval process, January 7, 2002
AMENDED through the Administrative Regulation approval process, July 12, 2001
AMENDED through the Administrative Regulation approval process, May 13, 1997

ADOPTED into Governance, September 24, 1996
AMENDED Motion No. 8894
AMENDED Motion No. 8895
AMENDED Motion No. 8896

Founding Source:
Governing Board Minutes, October 24, 1995, Motion No. 8468

1.9.4 Supplier Development Policy

1. The District is committed to increasing its commercial activities with minority and women
owned businesses and, therefore directs the Chancellor or his/her designee to establish a
Supplier Development Program for the purpose of identifying and recruiting minority and
women owned businesses to participate in the District’s procurement process.

2. For purposes of this policy,
A.  “Minority Owned Business” means a business that is owned, operated and controlled
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1.9 procurement of goods

and services
(cont’d)

at least 51% by a minority individual or individuals.

B. “Women Owned Business” means a business that is owned, operated and controlled at
least 51% by a woman or women.

C.  “Procurement” means the acquisition of goods or services as well as the contracting of
operations or functions that either return revenues to the District or that operate at a
break even.

AMENDED through the Administrative Regulation approval process, January 7, 2002

ADOPTED into Governance, September 24, 1996
AMENDED Motion No. 8894
AMENDED Motion No. 8895
AMENDED Motion No. 8896

Founding Source:
Governing Board minutes, July 26, 1994, Motion No. 8280

1.9.5 Privatization of Services Policy

1. Policy Statement
The Governing Board supports the concept of utilizing the most beneficial method of
providing services and goods to the District, whether it be from the public or private sector.
Whenever possible, established criteria shall be used to analyze the benefits of one source
over the other.

2. Delegation of Authority
The Chief Procurement Officer, as delegated by the Governing Board through the Chancellor
and the Vice Chancellor for Business Services, shall be responsible for establishing review
criteria; for writing procedures relating to privatization; and for the timely review, action,
and reporting on all privatization proposals. Personnel actions affecting District personnel as
a result of privatization efforts are separate from procurement activities.

3. Reports on Privatization Efforts
A report shall be filed annually by the Chief Procurement officer outlining progress in the
areas of privatization. Numbers of formal inquiries as well as any records of any appeals and
their outcomes shall also be reported.
This annual report shall be provided to other agencies such as the Private Enterprise Review
Board, if so requested.

4. Privatization Review Criteria
Proposals for privatization will be evaluated on a number of factors including cost. Additional
factors will depend upon the service or goods proposed, but may include:
A. Quality of Service - the effect privatization will have on the quality of service.
B. Cost Efficiency - the effect privatization will have on the quality of service.
C. Market Strength - availability of private providers interested in providing the service.
D. Riskto the District - degree which privatization increases District exposure to hazards
and risk.
Legal Barriers - the effect of laws on privatization decisions.
F.  Control - ability of the District to oversee and monitor the service, once it has
been privatized.

m
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1.9 procurement of goods G. Resources - efficient and effective use of existing District assets.
and services H. Impact on Employees - the effect privatization will have on both full time and student
(cont’d) employees of the District.

I.  Political Resistance - opposition from the public, the provider of the service, interest
groups, or elected officials.

AMENDED through the Administrative Regulation approval process, January 7, 2002

ADOPTED into Governance, September 24, 1996
AMENDED Motion No. 8394
AMENDED Motion No. 8895
AMENDED Motion No. 8396

Founding Source:
Governing Board minutes, September 27, 1994, Motion No. 8307

1.9.6 Real Property

1. All purchases of real property shall be made on behalf of and with the title residing with the
Maricopa County Community College District. The District shall follow its own procedures for
the acquisition and disposal of real property.

2. Acquisition of land, buildings, site improvements, and internal systems (mechanical,
electrical, and electronic) shall be processed through the District Purchasing Department.

3. Abuilding, structure, addition or alteration of a District facility may be constructed by force
account employees if the cost does not exceed $20,000. Calculation of this threshold shall
include all materials and services, including labor performed by District employees.

AMENDED through the Administrative Regulation approval process, January 7, 2002

ADOPTED into Governance, September 24, 1996
AMENDED Motion No. 8394
AMENDED Motion No. 8395
AMENDED Motion No. 8896
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1.10 budget transfers for current
unrestricted fund 1 1.10.1 Budget Transfers and Amendments That Require Board Approval

Once the Board has legally adopted the annual budget, the following amendments and transfers
within the current unrestricted Fund 1 will require Board approval:

1. Any transfers from the basic contingency account into any other account.
1.10.2 Additional Budget Transfer Restrictions

1. Transfers may not be made that violate approved staffing and approved rates of pay. The
approved level of staffing is established in the final budget adopted by the Governing Board.
Salary savings from unfilled positions may not be used in the current fiscal year to create
additional positions that obligate the District beyond the current fiscal year.

2. College Presidents, Vice Chancellors, the Chancellor, Provosts and Skill Center Directors may
not permit transfers from any expenditure budget object code in their units if the transfer
will result in insufficient budget to cover contractual obligations, supplies, utilities and
communication costs and any other fixed or temporary cost of operating the colleges, District
office or any of its centers. This is inclusive of salary and employee benefit costs related to
permanent and temporary employees.

3. Transfers may not be made if they result in an over expenditure of the total budget for each
unit. If it appears that budget deficits will occur, the Vice Chancellor for Business Services is
authorized to initiate intervention strategies to ensure that overspending does not occur.

4. Unbudgeted transfers of actual revenues and expenses between funds may only be made
if there is sufficient existing budget capacity in the fund receiving the transfer and if
appropriate approvals have been granted. Unbudgeted transfers at a level of $20,000 and
higher will be reported to Maricopa Community Colleges audit and finance committee and
the Governing Board.

5. Ifforany reason it is deemed necessary that transfers be made contrary to the above, approval
must be received from the Vice Chancellor for Business Services or designee.

AMENDED through the Administrative Regulation approval process, January 7, 2002

ADOPTED into Governance, September 24, 1996
AMENDED Motion No. 8394
AMENDED Motion No. 8895
AMENDED Motion No. 8896

Founding Source:
Governing Board Minutes, November 13, 1984, Motion No. 5797
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1.11 off premise property loan 1.11.1 Off Premise Property Loan

The Maricopa County Community College District (MCCCD) Governing Board recognizes that a
need exists for employees and Governing Board members to utilize property off premises for
job related purposes or furthering the district’s mission. This administrative regulation has been
established pursuant to the Governing Board’s Asset Protection policy title.

1. General Use of MCCCD property off premises shall be limited as follows:

A. Outside entities: the loan or off premise use of MCCCD property to or by other than
MCCCD employees and governing board members, is prohibited unless authorized
through an agreement between MCCCD and another public agency for the mutual
benefit of both parties.

B. Students: the loan or off premise use of MCCCD property to or by a student is
prohibited unless a responsible college official has determined that such use is
necessary for instructional purposes.

C. Employees and Governing Board members: the loan of MCCCD property to or by an
employee or a Governing Board member for personal reasons is prohibited.

2. Responsibility for property taken off district premises: while the property is off premises,
it is in the care, custody, and control of the lendee using it. Lendee is responsible for the
property and its appropriate use and maintenance until the equipment return receipt has
been completed. The lendee using the property must take all measures necessary to ensure
the security of the property.

While the property is in the possession of a lendee, lendee is responsible for returning the
property to MCCCD in the same condition as lendee received it. Lendee agrees to assume
the risk of loss or property damage due to the lendee’s failure to exercise due care in the
possession or use of the property. The phrase ‘due care’ means that level of care appropriate
under the circumstances.

Failure to exercise due care will be presumed unless the lendee can demonstrate that the
property was lost or damaged despite the lendee’s exercise of due care. If the property is
damaged as a result of a failure to exercise due care, lendee agrees to pay the cost of repair
with the cost of repair not to exceed the replacement value. At the discretion of MCCCD,
and in the case of damage, MCCCD may require replacement rather than repair. The lendee
assumes financial responsibility for loss or damage to property through their homeowner’s
insurance or personal funds.

3. Loan or off premise use of property: MCCCD property loaned or taken off district premises
regardless of duration must be recorded on a property loan agreement (Appendix FM-5 ).
This form is used both to authorize and record the off premises use of MCCCD property. The
following information is required:
A. Identification of the lendee to be using the property off premises

Off premises location of property

Justification for taking the property off premises

Complete description of the item(s) to be taken off premises

Description of the condition of the property at date of loan

mo o w

All off premise loans of property, regardless of duration, will be monitored by the President/
Vice Chancellor, or his/her designee. Loans of property for thirty (30) days or less will require
authorization by the vice president/dean, or his/her designee. Loans of property over thirty
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1.11 off premise property loan

(cont’d)

(30) days, or for out-of-state/out-of-country use for any duration will require authorization by
the respective President/Vice Chancellor, or his/her designee, and documentation on file in the
district property accounting department and human resources records department. Verification
of property return by completion of return receipt on the property loan agreement will be the
lendee’s responsibility and must be verified by the respective vice president/dean, President/
Vice-Chancellor or his/her designee.

1.11.2 Employee Return of Property and Assets

It is the policy of the Maricopa County Community College District (MCCCD) that assets be
protected and scrupulously maintained. Consistent with that policy is the creation of procedures
for retrieving personal property (including any outstanding debt or obligation to MCCCD) in the
possession of employees who are to be transferred or reassigned to a different location within
MCCCD, or are pending separation from employment, as well as rescinding or modifying, as
necessary, those employees’ access to data, systems, and facilities.

1. Each college President or Vice Chancellor shall designate an official(s) with general authority

to ensure that:

A. College-or District-owned property is retrieved from an employee whose employment
assignment is either to be transferred or re-assigned to a different location within
MCCCD, or is pending separation from MCCCD employment;

B. Rescinding or modifying, as necessary, that employee’s access to data, systems and
facilities; and,

C.  Ensuring that building security or college safety is formally notified of the departure of an
employee whether due to termination, resignation or transfer, to facilitate deactivating
building security badges and collect all keys to facilities.

2. To facilitate compliance with this regulation, the Vice Chancellor for Human Resources shall
cause to be issued appropriate procedures to be used to inventory MCCCD property and
assets as they are assigned to each employee and the collection of assigned property and
assets at the time of transfer, reassignment, or separation. Adherence to the steps detailed
in those procedures (Appendix FM-13) shall constitute compliance with this regulation.

3. Action as authorized by law, as well as by MCCCD policy and administrative regulation, may
be taken against any person who willfully fails to return college- or District-owned property,
or to surrender access to data, systems and facilities as required by this regulation. Such
action may include, but is not limited to, withholding as appropriate, compensation due and
owing to the employee, legal action in a court of competent jurisdiction, and employment
discipline. Any payment by MCCCD of wages, salary, or other compensation shall not
constitute a waiver of any claim by MCCCD over a person’s failure to return college-or
District-owned property or surrender access to data, systems and facilities.
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1.12.1 Philosophy

In no way may activities authorized under this regulation be construed to allow sales to reach a
degree or scope so as to be interpreted as being “unfair competition” with local private enterprise.

1.12.2 Authorization

Prior to participating in the sale of products or services, Revenue and Expenditure categories must
be included in a program’s budget, and approved by the Governing Board during the annual budget
adoption process, or as legally changed during a fiscal year.

1.12.3 Fees

Fees exchanged for products or services produced through an educational, training, or service
activity shall be pre-approved by the Governing Board.

AMENDED through the Administrative Regulation approval process, January 7, 2002

ADOPTED into Governance, September 24, 1996
AMENDED Motion No. 8394
AMENDED Motion No. 8895
AMENDED Motion No. 8896

Founding Source:
Governing Board Minutes, July 31, 1979, Motion No. 4302
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1.13 internal audit

1.13.1 Internal Audit Authority
The Internal Audit & Management Advisory Services (IAMAS) Department is granted authority to:

1. Assess all MCCCD functions, programs and control systems, and is responsible to advise
the Audit & Finance Committee and management concerning the condition of reviewed
functions, programs and systems.

2. Allocate resources, set frequencies, select subjects, determine scopes of work, and apply the
techniques required to accomplish audit objectives.

3. Obtain the necessary assistance of personnel in units of the organization where they
perform audits, as well as other specialized services from within or outside the organization.

The IAMAS Department is not authorized to:
1. Perform any operational duties for the organization.
2. Initiate or approve accounting transactions external to the Internal Audit department.

3. Direct the activities of any organization employee not employed by the Internal Audit
Department, except to the extent such employees have been appropriately assigned to
assist the internal auditors.

1.13.2 Internal Audit Access

In the performance of audits, members of the IAMAS team are granted unlimited accessibility
to all MCCCD activities, records, property, and employees, within the limits of the law, and are
charged with maintaining stringent accountability of safekeeping and confidentiality. They are
granted unrestricted access to the Chancellor, all Vice Chancellors, all college presidents and
provosts, the MCCCD Governing Board, and the Audit & Finance Committee.

See Appendix FM-1, which contains the IAMAS Department’s mission statement, accompanied by
explanatory sections on scope of work, accountability, reporting relationships and independence,
responsibility, and standards of audit practice.

Amended by the Governing Board, February 27, 2007, Motion No. 9411
Amended through the Administrative Regulation approval process, January 7, 2002

Adopted into Governance, September 24, 1996
Amended Motion No. 8894
Amended Motion No. 8895
Amended Motion No. 8896

Founding Source:
Governing Board Minutes, August 22, 1995, Motion No. 8443
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1.14 capital development project

1.14.1

The Capital Development Advisory Council (CDAC) is designated by the district’s governing board to
review and approve capital development projects and to approve guidelines for the administration

and management of capital development projects in the Maricopa County Community College District
(district). Facilities Planning and Development (FP&D) is responsible for coordinating the activities of
CDAC and for all major capital development projects in the district. In this role, the department oversees:
1. The processes for conceptual approval, design, construction, furnishing and occupancy,

2. Administrative and budgetary controls of the projects, and

3. Departmental project accounting and reconciliation with business services.

1.14.2

CDAC is responsible for the initial review and approval of the following, which are then forwarded
to the governing board for final approval:

1. Conceptual stage approval for capital development projects with a budget greater than $500,000.

2. Selection of, and recommendations for award to architectural or engineering firms for
capital development projects with a budget greater than $500,000

3. Allintergovernmental agreements (IGA’S) relating to real property, granting of easements,
and purchases or sales of real property.

4.  All of the following with a value greater than $100,000:
A. Construction contracts;
B. Maintenance contracts;
C. Contract change orders with individual items exceeding $100,000; and
D. Procurement of furniture, fixtures, and equipment associated with capital development
projects with individual items exceeding $100,000.
5. Contract change orders with time extensions exceeding 60 days
6. Capital development programs.
1.14.3

CDAC is responsible for the review and final approval of the following:

1. Purchase orders, contracts, and change orders for capital projects with individual items
having a value from $50,000 up to $100,000.

2. Change orders for capital projects with time extensions between 31 and 60 days.
3. The transfer of budget funds between projects within college’s or unit’s overall budgets.

4.  Policies, procedures and guidelines for the administration and management of capital
development projects.
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1.14.4

CDAC delegates the following approvals to the director of facilities planning and development in
conjunction with the chief procurement officer and the director of finance:

1. Purchase orders, contracts, and change orders for capital projects that have individual items
with a value of less than $50,000.

2. Change orders for capital projects with time extensions of 30 days or less.

AMENDED through the Administrative Regulation approval process, December 15, 2004
AMENDED through the Administrative Regulation approval process, January 7, 2002
AMENDED through the Administrative Regulation Approval Process, May 13, 1997

ADOPTED into Governance, September 24, 1996
AMENDED Motion No. 8894

AMENDED Motion No. 8895

Am AMENDED ended Motion No. 8896

Founding Source:
Governing Board Minutes, September 26, 1995, Motion No. 8451
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1.15 travel

1.15.1 Authority

Pursuant to ARS §15-1406B, a community college district may establish procedures and amounts for
travel for a district purpose by a board member, member-elect, officer or employee. Such procedures
and amounts may authorize reimbursement for lodging, subsistence, and travel expenses. The
statewide travel policy as issued by the Arizona Department of Administration, is adopted by the
MCCCD Governing Board as the principal authority for travel by board members, members-elect,
officers and employees. In addition, the MCCCD travel regulation has been designed to qualify as an
accountable plan under regulations established by the Internal Revenue Service.

Student Travel. In general, student travel is governed by this regulation. Circumstances where student
guidelines differ from the general regulation are identified as being specific to students only.

Non-Employee Travel. Non-employee travel is subject to the overall financial guidelines for
reimbursement. However, the actual payment for non-employee travel should be processed via
MCCCD’s purchasing process.

Funds shall be properly budgeted and total travel amounts shall be specifically approved by the
Governing Board at the time of annual budget adoption or as legally changed during the fiscal year.

Each college is responsible for providing direction and information concerning travel to their personnel,
subject to the limitation of the travel and expense allowances outlined within this regulation.

1.15.2 Definitions

1. Annual Travel Acknowledgement
All authorized travelers are required to complete the online Annual Travel Acknowledgement.

2. Approved Travel Status

A. Fora College/District traveler to be in approved travel status, the person must be
conducting official College/District business with authorization as stated in section 1.15.3.

B. If expenses are to be incurred and/or paid, a travel authorization document must be
completed and approved prior to travel. A conference brochure (or equivalent detailed
document) should accompany conference-related travel requests. When travel expenses
are not incurred or are paid for by another agency or individual, colleges may still require
that a travel authorization document be completed. For in-county travel required for
routine District business purposes, a travel authorization document is not required.

3. Commute Miles
The distance between an individual’s residence and his or her duty post.

4. Conference
Any event, including meetings, classes, educational workshops, etc., where the traveler is
acting in an authorized/approved capacity for MCCCD.

5. Conference Designated Lodging
The hotel where the conference is being held or the hotel(s) specified in the conference
brochure (or equivalent detailed documents). See 1.15.8 Lodging for additional information.
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6.

10.

11.

12.

13.

14.

15.

Duty Post

A. Employee
The place an officer or employee spends the largest portion of his or her regular
working time or the place to which they return upon completion of a special
assignment. An employee who has more than one place of work on a regular basis
is deemed to have multiple duty posts. A duty post may also be a geographical area,
such as different campuses or teaching locations or where the same routes are traveled
frequently on one-day trips. Note: Commute mileage is to be based on no more than
one round trip to/from duty post per day.

B. Others
The duty post for members of boards, commissions, authorities, councils, and
committees who are not full-time employees of the College/District served by the
board, commission, authority, council, or committee shall be deemed to be their place
of residence.

Governing Authority
The individual or individuals authorized to approve travel. (See approval section 1.15.3)

Ground Transportation

Tolls, taxi, shuttle bus, limousine, subway, light rail, streetcar, train, etc., use to and from
airports, hotels, conference sites, train stations, or bus terminals as needed in order to
conduct business is classified as ground transportation.

Group Travel

Students traveling together for a common event or purpose with at least one MCCCD
employee. Only one travel authorization document is required. A list of employees and
students participating in the trip must accompany the travel authorization document for
group travel. A group of MCCCD employees in approved travel status at the same location or
event is not considered group travel.

Incidental Expenses
Expenses including, but not limited to, gratuities, laundry, baggage handling tips, and other tips.
Incidental expenses are covered by per diem and are not eligible for separate reimbursement.

In-County Trips
Travel within Maricopa County and between MCCCD locations on official business.

In-State Travel
Travel on official business outside Maricopa County but within the state of Arizona.

International Travel
Travel outside of the parameters of the United States or its possessions or territories.

Meals and Incidental Expenses (M&IE)
The cost to supplement sustenance as well as any incidental expenses while in approved travel status.
Reimbursement is calculated using a per diem rate in accordance with the MCCCD Travel Regulation.

Non-Employees

Any person who is not a Board Member or an Board-approved employee of the District who
is traveling for the benefit of or at the request of MCCCD. This includes, but is not limited to,
consultants, special speakers, accreditation committee members, and grant recipients.
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16.

17.

18.

19.

20.

21.

22.

Official Function

An activity or item that appears to be outside of the ordinary and necessary function of MCCCD
as a public educational institution, but that provides a tangible benefit and links directly to
MCCCD’s educational mission and is reasonable and commensurate in value to the tangible
benefit that MCCCD will receive. Expenses incurred by a traveler for activities or events that are
an official function must comply with the Official Functions Administrative Regulation (1.16).

Out-of-State Travel
Travel outside of Arizona, but still within the parameters of the United States, including
U.S. possessions or territories.

Per Diem Rate

The daily (or partial day, if applicable, see 1.15.7) maximum amount used to reimburse
meals and incidental expenses as established by the state of Arizona and accessible at the
following web site: www.maricopa.edu/business/ap/travel/index.html.

Note: the amount allowed for meals is not intended to cover the entire cost of a meal taken while in travel status.
The amount is calculated to compensate the traveler for the estimated difference between the cost of a meal taken

on the road and cost of a meal prepared at home.

Professional Development Funds

Money made available by the District to support development activities of its employees.
Criteria under which professional development funds are awarded may differ by employee
group and are outside the scope of this Regulation. However, all awards as part of
professional development fund initiatives are subject to the regulations and procedures
outlined in this policy.

Residence

The actual dwelling place of the individual without regard to any other legal or mailing
address. Individual(s) required to reside away from their primary residence due to official
travel away from their duty post may continue to claim such domicile as their residence if
said residence is either inhabited by their dependents, or is held vacant at tangible expense.
No reimbursement for lodging or other expenses shall be allowed on the premises of an
individual’s residence.

Traveler
Every District Governing Board member and any employee of the District who is in approved
travel status.

Valid Receipt

Any proof of payment from an authoritative source (including scanned or online receipts)
that includes sufficient detail to identify the services and/or items purchased. For airfare,
car rentals, hotels, and registration fees, the receipt should be in the traveler’s name.
Exceptions, such as for expenses shared by two or more employees, may be approved by the
Fiscal Office.

1.15.3 Approval Authority

Travel for the MCCCD District Governing Board, its employees and representatives must be
authorized by the appropriate governing authority or its designees. All procurement practices
must be followed, and travel authorization document (approved by the Fiscal Office) made out to
the traveler must be completed prior to the travel.

Administrative Regulations

TOZ of 238



Maricopa Governance

fiscal management

section |

1.15 travel
(cont’d)

In order for travel to be approved, the traveler must complete the online Annual Travel
Acknowledgement prior to travel. Travel approval is delegated to each College President and each
Vice Chancellor, or their designees, for all employees under their areas of jurisdiction. Travel
approval for the Governing Board members, college presidents, Vice Chancellors shall be by the
Chancellor or his or her designee. A Vice Chancellor will countersign for the Chancellor’s travel.

No District obligation exists to reimburse any employee for travel costs unless traveler is in an
approved travel status prior to trip departure. Trips supported by professional development funds
administered by the various MCCCD employee groups are subject to the rules and requirements
stated in this policy. In some cases, the professional development fund guidelines may be more
restrictive than this regulation. Except for the differences outlined in those programs, this
regulation shall be applied consistently to all employee groups and to expenses paid from any
source of MCCCD funds.

1. Funding Sources with Restrictive Guidelines
For travel situations that have more restrictive standards, such as external grants, professional
growth, etc., the provisions of the more restrictive funding source shall be followed.

2. Official Functions
Expenses incurred by a traveler for activities or events that are an official function must
comply with the Official Functions Administrative Regulation (1.16).

1.15.4 Transition Period for Travel Authorizations

1. Implementation of Automated Expense Reimbursement
In the near future, the District will be implementingan automated employee reimbursement
system to gather travel documentation and process related expenditures. Changes to the
College Financial System (CFS) will serve to encumber travel purchases, record related
expenditures, and document approved travel status for travelers. Upon the implementation
of this system, all campuses will be required to replace the existing Travel Authorization
Form with the new process.

2. Interim Travel Authorization Process

Until the new system is implemented, colleges may continue to use the existing Travel

Authorization Form to document approved travel status. Colleges may substitute the existing

requisition/purchase order forms for the Travel Authorization Forms provided that:

A. Allinformation required for travel authorization, including the purpose and tangible
benefits of the travel, is recorded on the requisition/purchase order.

B. All levels of management currently required to approve travel must review and approve
dthe requisition through the online workflow system.

1.15.5 Limitations

1. Blanket Purchase Orders
Blanket purchase orders for travel agencies should only be used for approved travelers.
Travel expenses for companions of employees should not be included in Maricopa funding
requests, regardless of intent to reimburse.

2. Most Direct Route
Reimbursement is limited to expense of travel by the most direct and usually-traveled route;
by the most economical means of transport. When determining the most economical
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means, both cost and traveler’s time must be considered. That portion of travel that is by
indirect route, which is not in the best interest of the College/District, or is for personal
business, will not be reimbursed. Excess travel time will be charged to annual leave.

Submitting Travel Claim
Travel reimbursement requests must be submitted to the Fiscal Office within 30 calendar days
after the end of the each calendar month or by June 30th of the current fiscal year, whichever
comes first. If a trip concludes during the last half of June, special efforts must be taken to
submit reimbursement requests by June 30th of the fiscal year for which the travel occurred.
All reimbursement requests made after this timeframe require approval by the College
President or designee and from the funding entity if professional growth funds are used.
A. Cost Overruns
Because estimates are used to develop trip budgets, traveler’s will be allowed a 10%
tolerance level for over expenditures. No further approval by the governing authority
is required. When the total expense of the trip exceeds 110% of the estimated total
cost, reimbursement of the additional expense will be at the discretion of the governing
authority that approved the travel authorization document.
B. Funding Sources with Restrictive Guidelines
For travel situations that have more restrictive standards, such as external grants,
professional growth, etc., the provisions of the more restrictive funding source shall
be followed.

Mileage

Mileage reimbursement requests must be submitted to the Fiscal Office within 30 calendar
days after the end of each calendar month or by June 30th of the current fiscal year,
whichever comes first.

Cash Advances

Cash advances for travel purposes will be approved only in limited instances. Such instances
include student groups, class trips, student clubs and organizations, or athletic teams.
Supporting documentation that outlines how the advance amount was determined should
be included as part of the travel authorization document. Every effort should be made to
reduce the liability of the traveler(s) by pre-paying known expenses via purchase orders or
charging expenses to a Procard. When settling cash advances, valid receipts are required.
Specific expenses as detailed in 1.15.10 are not allowed. Any amounts paid to or on behalf
of a traveler that have not been substantiated with an expense claim or valid receipts within
60 days of travel will be deducted from the traveler’s wages.

In-County Travel

A travel authorization document is not required for in-county conferences when the only
costs being incurred are registration and/or mileage as long as a purchase order or Procard
expense is in place for the registration fees, whether paid directly or as a reimbursement to
the employee. Meals and incidental expenses are not reimbursed for local travel. The Vice
Chancellor for Business Services may approve travel expenses, including hotel stays, for
certain conference formats that are held in-county.

1.15.6 Transportation

Allowable expenses are for airfare, personally owned vehicle mileage, bridge and road tolls,
necessary taxi, shuttle, light rail, subway, train/railroad, bus, ferry or streetcar fares, vehicle
rental, and necessary parking fees.
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Reimbursement will be made only for the method of transportation that is in the best interest of
the College/District considering the travel expense as well as the traveler’s time. When more than
one traveler uses the same privately owned vehicle, only one claim for mileage reimbursement
will be allowed and other travelers should be identified. Reimbursement rates are set by the
Arizona Department of Administration and are incorporated by reference.

1. Driver’s License/Insurance

A.

Before any employee of the College/District operates any vehicle, including a

personally-owned vehicle, while engaged in any work phase of their employment with

MCCCD, either assigned or implied, they must:

i.  possess a valid Arizona driver’s license, and

ii. read the MCCCD Administrative Regulation 4.14 for Motor Vehicle Usage

The operator of a non-District personally-owned vehicle shall have in force a personal

automobile insurance policy consisting of bodily injury and property damage liability

limits which complies with Arizona Revised Statutes. Such personal automobile

insurance policy shall provide primary coverage. The District’s insurance program may

be considered excess coverage for operators of personally-owned vehicles in approved
travel status once primary coverage has been exhausted.

The District’s insurance program provides coverage to authorized drivers of College/District

vehicles when on official College/District business. Passengers must be on official College/

District business. Personal property stolen or damaged in an accident in any vehicle is not

covered by the District’s insurance program.

2. College/District-Owned Vehicles

A.

B.

Every effort should be made to use a College/District-owned vehicle in place of
personally-owned vehicles.

The use of College/District vehicles for transporting individuals not essential to the
purpose for which the vehicle was dispatched is prohibited.

3. Personally-Owned Vehicle

A.

A traveler using a personally-owned vehicle for College/District business with
supervisory and fiscal approval may receive mileage reimbursement regardless of
eligibility for lodging or M&IE reimbursement.

When travel begins or ends at the individual’s residence, mileage shall be computed
from the residence or the designated duty post, whichever is the shorter distance.
Commute mileage is to be based on no more than one round trip to duty post per day.
When an individual is required to report to a duty post outside of normal working hours,
reimbursement for mileage from residence to designated duty post and return is allowable.
A personally-owned vehicle may be used for out-of-state travel with supervisory
approval. Reimbursement for mileage is limited to no more than the lowest cost mode of
transportation and should be documented by traveler and approved prior to travel.
When a personally-owned vehicle is authorized for travel, reimbursement will be at the
rate set by the Arizona Department of Administration computed by odometer readings
or online navigation mapping system. When using an online navigation mapping system
to determine mileage, a printout of the program showing the addresses and the
calculation must be included with the travel claim.

If a traveler driving a personally-owned vehicle is involved in an accident and found

to be at fault, his or her personal automobile carrier is responsible to the limits of

the policy. If the claim exceeds that coverage, the District’s insurance program will at
that time cover the amount over the policy limits if the traveler was acting within the
course and scope of his or her employment. If a traveler driving his or her own vehicle
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on College/District business is involved in an accident, regardless of fault, the College/
District will not reimburse the traveler for any physical damage to the vehicle.

4. Rented Motor Vehicles

A

Rented vehicles may be authorized when more economical means of travel are not
available. Use of rented automobiles shall be limited to instances where it is to the
advantage of the College/District and not for the personal convenience of the traveler.
The governing authority is responsible for determining the type of vehicle rented as well
as whether or not the advantages of using a rented vehicle outweigh the costs of other
modes of transportation. Reimbursement of vehicle rentals must be substantiated by a
valid receipt.

Travelers using rented vehicles will not be allowed to claim mileage. Reasonable
gasoline purchases will be reimbursable if receipts are provided.

5. Airlines

A

Airfare may be purchased via a purchase order with an approved travel agency, with a
valid procurement card, or as a reimbursement after travel has taken place. Caution:
To reduce liability to the traveler, every effort should be made to use a Procard or
purchase order to an approved travel agency. Reimbursement for commercial airfare
may exceed the lowest fare only if seats are unavailable at the lowest fare and travel is
imperative. In all cases, the decision to pay a higher fare must take into consideration
the best interest of the College/District. Receipts are required for baggage fees.
Reimbursements are limited to one bag except for reasonable allowances (examples
are team or international travel.)
Flight insurance purchased by the traveler is not reimbursable.
If a trip is cancelled, every effort must be made to recover the credit. The following
situations describe the factors to consider when reimbursing for cancellations:
i.  When the cancellation of the trip was within the traveler’s control and:
1. No credit is issued—the traveler must reimburse the District/College for the
cost of the ticket.
2. Acredit is issued—the credit must be used for MCCCD business travel or the
traveler must reimburse the District/College.
ii.  When the cancellation of the trip was outside of the traveler’s control and:
1. No credit is issued—the District/College will cover the cost of the ticket.
2. Acreditisissued—the credit must be used for MCCCD business travel or the
traveler can “buy” the credit from the District/College for personal use. If the
credit can’t be used, the District will absorb the cost of the ticket.

6. Change Fees
The purpose of the change fee must be clearly documented in order to be reimbursed.

A.

B.

Change fees can be reimbursed if the change was due to a circumstance or event
outside the control of the traveler.

Change fees will be reimbursed if the change enabled the traveler to decrease the cost
of the trip by returning earlier than originally planned.

7. Railroads and Buses
Railroad or bus travel may be used when convenient or economical and if excessive travel
time and additional expenses do not result.

8.  Ground Transportation

Administrative Regulations

TOG of 433



Maricopa Governance

fiscal management

section |

1.15 travel
(cont’d)

A. Tolls, taxi, parking, shuttle, limousine, light rail, subway, train, streetcar and non-airport
parking are classified as ground transportation and can be claimed without receipts up to
$25.00 per expense claim form. The most economical means of transportation shall be used
in traveling to and from airports, train stations, or bus terminals. Ground transportation for
personal activities, such as sightseeing or travel to restaurants, is not reimbursable.

i.  Receipts Required
Claims exceeding $25.00 require receipts for all amounts claimed. The purpose for
the ground transportation claimed must be identified. In the event that receipts
are not available, (i.e., subways, buses, light rail), the traveler may submit ground
transportation log in lieu of receipts.

B. When traveling to and from airports, train stations, or bus terminals, the most economical
and reasonable means of transportation shall be used. To determine the most economical
means of ground transportation, all factors such as car rental costs, parking, taxi fares,
and/or available shuttle or limousine services must be considered. When departing
Arizona, storage or parking for personally-owned vehicles at airports, train stations, or
bus terminals is allowed at economy lot rates. If a traveler is dropped off at the airport,
no parking is reimbursable. When the traveler is picked up at the airport, up to one hour
of parking may be reimbursed. Tips for transportation and baggage handling, as well as
storage charges, are to be paid from the traveler’s M&IE allowance.

1.15.7 Meals and Incidental Expenses (M&IE)

To be eligible for M&IE the traveler must be away from their residence or duty post substantially
longer than an ordinary day’s work and be in approved travel status.

1. Meal Allowances
Regardless of any circumstance or condition, a traveler may not claim more than three (3)
meals in any single calendar day or in any period of twenty-four (24) consecutive hours. Meals
and incidental expenses shall not exceed those amounts allowed by Travel Regulation. To claim
any meal expense, the traveler must show where and when the trip begins and ends.

2. Rates
Rates for per diem allowances for both domestic and international travel can be found at
www.maricopa.edu/business/ap/travel. Travelers are NOT required to provide receipts when
claiming per diem.
Note: the amounts allowed for meals are not intended to cover the entire cost of a meal taken while in travel status.
The amounts are calculated to compensate the traveler for the estimated difference between the cost of a meal
taken on the road and the cost of a meal prepared at home. The rate used for a meal should be based on the city in

which the meal was consumed, and not the traveler’s final destination.

3. Full-Day Allowance
Except as may be otherwise provided, a travel day of fourteen (14) or more hours shall be
considered a full day and entitle the traveler to reimbursement for up to three (3) meals.
Exceptions include circumstances under which the traveler is provided one or more meals
during the course of a day by some other means (such as meals served at a conference or on
a plane). Reimbursement shall not exceed the daily per diem.

4. Partial-Day Allowances
When the travel day is less than a full day as described above, the following guidelines shall
be applied to amounts for meals:
A.  Breakfast: when departure is prior to 7:00 a.m. and/or return is after 9:00 a.m.
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B.  Lunch: when departure is prior to 11:30 a.m. and/or return is after 1:30 p.m.
C. Dinner: when departure is prior to 5:00 p.m. and/or return is after 7:00 p.m.

Departure and return are measured from the time the traveler leaves and returns to their
home or duty post. Allowances for departure times prior to a mode of transportation leaving
(i.e., airplane) may be considered reasonable. Partial day allowances for domestic and
international travel are available at http://www.maricopa.edu/business/ap/travel/index.
html
Meals Provided
If the traveler does not purchase a meal, or is provided a meal in the cost for other travel-
related expenses, the traveler is not eligible for reimbursement for that meal. Regardless of
menu, continental breakfast is considered a provided meal.
A. Cost of Meals Included With Other Charges
The traveler is not entitle to a meal allowance for meals provided free at an
institution, on an airplane, included in conference registration fees, or provided on a
complimentary basis by the facility at which the traveler is lodged.
B. Special Dietary Needs
Meals satisfying special dietary needs will generally be provided by airlines,
conferences, hotels, etc., if requested by the traveler. It is the traveler’s responsibility
to make the necessary arrangements for such special meals on a timely basis. In order
to claim a reimbursement for a meal when a traveler’s request for a meal satisfying
a special dietary need has been denied, the traveler must provide a statement (with
appropriate back-up) that details and certifies all of the following: 1) to whom such
request was made; 2) by whom such request was denied; 3) the reason given for the
denial; and 4) the special dietary needs of the traveler that could not otherwise have
been accommodated.

Meals for Group Travel

The applied per diem amount for group travel may be less than the published per diem rate.
Whenever an employee (i.e., advisor or coach) receives funding for group or team meals,
the meal form must state how the funds are being distributed and be signed when the
distribution occurs. The use of prior signed meal forms is prohibited. Valid receipts are also
required in instances when funds are not distributed to students, but the meals are paid for
the group as a whole, or when all meals are paid from the advance.

In-County Meals for Group Travel
Per diem at the applied per diem rate computed as a partial day allowance is allowed for
students and MCCCD staff (i.e., coaches, trainers, and managers) traveling to approved events.

Meals for a Group of Employees

When a group of MCCCD employees are traveling together and one employee pays the total
meal cost, the reimbursement for the meal will be actual cost, not to exceed the number
of employees multiplied by the pro-rated per diem amount for the meal. An exception

is allowed if the host has an approved “Official Functions Form” that was submitted in
advance of the event. The “Official Function” activity will be reimbursed separate from

the employee’s travel expense. In either case, a valid receipt and list of participants must
be submitted to substantiate the cost of the meal. Participating employees who did not
pay shall not claim under the per diem rate for this meal. Official Function activity shall be
limited to one meal per trip. Exceptions to this limit may be approved by the Chancellor or
Vice Chancellor for Business Services.
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Incidental Expenses
Incidental expenses are included in the per diem rates for meals. No receipts are required.

1.15.8 Lodging

The traveler must be in approved travel status to be reimbursed for lodging costs. Lodging costs
incurred will be reimbursed only if traveler is required to be away from his or her residence or
duty post substantially longer than an ordinary day’s work, and would not be able to return

to their home or duty post by 9:00 p.m. Other lodging costs incurred may be reimbursed if an
emergency exists and the appropriate governing authority approves as designated in section
1.15.3. Lodging must be at a commercial establishment and the traveler is required to request
the lowest available rate (government, commercial, corporate, conference, etc.).

The Vice Chancellor for Business Services may approve local hotel stays for certain conference
formats. Reimbursement requires prior approval.

Receipts

It is the traveler’s obligation, upon checking into the establishment, to assure that
the establishment can provide a receipt containing the required information on the
establishment’s letterhead or invoice.

Reimbursement Amounts

The reimbursement amount includes room charges and applicable taxes, and should not
exceed the Arizona Department of Administration rate index. (See Accounts Payable web
page: www.maricopa.edu/business/ap/travel).

Note: Reimbursements shall not exceed the actual amount of travel-related expenses.

Rates

The rates published in the Arizona Department of Administration rate index are limits

for actual expenses and are not meant as a per diem for lodging expenses. If a situation
exists that makes compliance with the maximums impractical, and the governing authority
approves, actual lodging costs in excess of the Department of Administration’s rate index
may be reimbursed.

Conference Travel

For conference travel, reimbursements may be made at conference lodging costs. In these
instances, the reimbursement amount will be the actual lodging, cost plus tax, of the conference
designated hotel. Reasonable accomondations at alternate hotels in the immediate vicinty of
the conference may be considred as conference designated lodging when no vacancies exist at
the recommended hotel(s) and may be reimbursed at the actual. If the traveler chooses to stay
in a hotel other than the conference designated hotel, the traveler will be reimbursed the actual
lodging cost plus tax, provided the total cost (including transport from hotel to conference and
back or parking fees) does not exceed the conference designated hotel cost. A brochure of the
conference must accompany the requisition.

Shared Lodging

When lodging is shared with another individual on College/District business, reimbursement
will be made to the traveler who paid. When lodging is shared with an individual not on
College/ District business (such as a spouse) reimbursement shall not exceed the single
room rate plus tax.
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6. Miscellaneous Business Expenses
Communication charges, including telephone, internet access, faxes, and copies are
reimbursable. Travelers should note the party to whom business calls were made and/or
purpose. Personal phone calls are not reimbursable.

1.15.9 International Travel

All international travel, regardless of funding source or designation, must follow the International
Travel Policy (www.maricopa.edu/publicstewardship/governance/adminregs/board%20
resources/6_13.php). The Chancellor has final approval of all international travel, regardless of
funding source or destination. College Presidents have first line of authority for all international
travel involving students, faculty, and staff at their colleges. Vice Chancellors have first line of
authority for all international travel involving staff in their divisions. The Executive Vice Chancellor
and Provost has authority to recommend for the Chancellor’s approval any proposed student
education abroad, faculty exchange, or curriculum development initiative or reject the proposals
because outcomes are not clear, criteria are not met, or program is not rigorous enough.

1. Travel Funded Partially or Entirely by Outside Sources
Travel funded by any source required full compliance with the Internation Travel policy,
including completion of an International Travel Proposal, including completion of an
International Travel Proposal.

2. Approval of Claims
Traveler’s expense claims shall be approved by the College/District Fiscal Office. Expense
claims for college presidents or vice chancellors are to be approved by the Chancellor or
designee. Claims for vice presidents are to be approved by the College President. Governing
Board members’ and the Chancellor’s expense claims will be approved by a Vice Chancellor
or designee. Reimbursement exceptions may be granted in extenuating circumstances upon
review by the Chancellor or Vice Chancellor for Business Services. When an individual is to
remain in approved travel status for longer than 30 days, the Governing Board must approve
the claim of lodging and M&IE.

International travel is generally prohibited in instances where either the learning or
professional growth opportunity exists in the United States or its territories. See the
International Travel Policy for exceptions.

3. Reimbursements
Reimbursements are limited to those travelers in approved travel status. If expenses
are to be incurred and/or paid, each employee must complete an international travel
proposal prior to travel. For group travel (students only), the International Travel Proposal
must include a list of students participating in the trip. For travel involving conferences,
a conference brochure (or equivalent detailed documents) must accompany the travel
proposal. For travel not involving a conference format, documentation to support estimated
costs must accompany the travel proposal.

U.S. Department of State (US DOS) allowances will be used for reimbursement amounts for
all internaltional travel. The listed amount includes allowances for both lodging and M&IE.
Links to information regarding reimbursement amounts for foreign areas is available on the
Accounts Payable website: www.maricopa.edu/business/ap/travel.
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4.

M&IE

The daily total amount available for out-of-country M&IE should be allocated between
meals, when necessary, using the following percentages (these percentages include
allocating the incidentals that the US DOS identifies separately):

A. Breakfast 20%

B. Lunch 25%
C. Dinner 55%
Lodging

Please reference previous language within section 1.15.7 on allowable lodging expenses.

Conversion Rates

Conversion of foreign exchange should be completed by the traveler prior to submitting the
reimbursement request. Conversion may take place prior to leaving Arizona or during travel
with a receipt from an official banking establishment specifying the date, conversion rate
and amount converted. Conversion rates may also be calculated using the date each actual
expense was paid from an official conversion web site of the traveler’s choice. Copies of the
conversion table should be attached to the travel expense claim form.

Ground Transportation

Receipts are required for ground transportation amounts claimed above $25.00 When
receipts are not available, the destination and expense should be noted on the ground
transportation log.

1.15.10 Travel and M&IE for Out-of-State Candidates and Finalists for Employment

The Governing Board authorizes the reimbursement of travel and M&IE expenses for out-of-state
finalists for employment for Management, Administrative and Technological positions Grade 18
and above; finalists for residential faculty positions; and candidates and finalists for Chancellor’s
Executive Council positions under the following circumstances:

The Chancellor, appropriate Vice Chancellor or college president verifies the need for an on-
site interview and identifies appropriate funds to cover the costs of reimbursement.
Reimbursement will be limited to actual expenses and valid receipts. The most economical
means of transportation that is available should also be used.

1.15.11 Miscellaneous Travel Issues

Consultant
Travel for individuals not specifically covered by this administrative regulation, including consultants
and other non-employees, should be included in the negotiated contract for services.

Out-of-State Use of Equipment

Any out-of-state use of College/District owned equipment, including vehicles, must be
specifically approved by the governing authority (as defined in 1.15.3). The guidelines set
forth in the Off Premises Property Loan Administrative Regulation 1.11 also apply.

Non-Reimbursable Expenses
The following expenses are NOT reimbursable under any circumstances:
A. Alcohol
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1.15 travel Airline or social club membership dues
(cont’d) Babysitting or childcare costs

Personal car repairs/routine maintenance or locksmith charges
Clothing, luggage, briefcases

Credit card delinquency fees/finance charges/annual fees
Expenses for travel companions/family

Trip cancellation insurance

Frequent flyer miles

Preferred seating

Priority check-in

Fast pass for TSA

Health club facilities, saunas, massages

Helicopter services for airport transfers

Kennel fees and pet care for pets while on travel status
Loss/theft of cash

Loss/theft of personal property (lost baggage, etc.)
Magazines, books, newspapers, or movies

Optional travel or baggage insurance

Parking or traffic fines

Personal accident or property insurance

Personal entertainment/grooming/gifts/souvenirs
Personal sightseeing/tourist activities

S<CHVEPEOPOZIrAS T IOMMOO®

3. Other
Any travel issues that are not specifically addressed within this regulation require review by the
Vice Chancellor of Business Services or the appropriate designee.

AMENDED through the Administrative Regulation approval proces, March 27, 2013
AMENDED September 23, 2008, Motion No. 9510

AMENDED February 27, 2007, Motion No. 9413

AMENDED July 27, 2004, Motion No. 9260

AMENDED March 13, 2001, Motion No. 9021

ADOPTED into Governance, September 24, 1996, Motion No. 8894
AMENDED Motion No. 8895
AMENDED Motion No. 8896

Founding Source:
Governing Board Meeting July 25, 1995, Motion No. 8424
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1.16 official functions

SCOPE OF COVERAGE OF THIS REGULATION

This regulation covers expenses by MCCCD and its colleges and centers for official functions.

Its purpose is to provide fiscal and legal guidelines and standards for making certain expense
decisions, and to ensure documentation of such decision-making. It applies to official function
expenses regardless of the fund from which they are made. The official function object code
should be used for all expenses that fall within the definition of “official function” as specified in
this regulation.

DEFINITIONS
The term “official function” means an activity or item that:

1. Does not appear to be, without explanation, an ordinary and necessary function of MCCCD
as a public educational institution; and

2. Provides a tangible benefit and links directly to MCCCD’s educational mission; and
3. Isreasonable and commensurate in value to the tangible benefit that MCCCD will receive.

Paragraphs 9 and 10 below contain some examples of activities that are not official functions, and
some that may be if properly documented.

GENERAL STANDARDS

1. Before the expense is made, the Chancellor, college presidents or Vice Chancellors must
approve any expense for an official function on the “Official Function Form” (Appendix
FM-7) or, for certain institutional or individual memberships as described in Paragraph 8,
the “Membership Payment Worksheet” (Appendix FM-8). Those officials may delegate this
authority only to designated college vice presidents. The person approving the “Official
Function Form” or “Membership Payment Worksheet” must be someone other than the
person signing the form as the requisitioner. Additionally, the requisitioner must be a full-time
MCCCD employee.

2. Approval of an official function expense must be based on a determination that the expense
meets the definition of an “official function” specified in this regulation. The determination must
be documented on the “Official Function Form” or the “Membership Payment Worksheet.”
Higher-dollar or entertainment expenses generally require particular specificity showing the
linkage and benefit to MCCCD’s mission.

3. District Office, college or other appropriate fiscal officers must verify and approve the
availability of funds under the selected budget account before an expense for an official
function is made.

4. The Legal Services Department, the Purchasing Department, or the Accounts Payable Office
may request the submission of the “Official Function Form” or “Membership Payment
Worksheet” before approving contracts, issuing purchase orders, or paying invoices related
to an expense deemed to be an official function.

5. The Fiscal Office of the MCCCD entity completing the “Official Function Form” or “Membership
Payment Worksheet” must retain it for 3 years after the expense is made.

6. MCCCD’s Internal Audit & Management Advisory Services staff may annually audit the
records of MCCCD entities to ensure compliance with this regulation.
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1.16 official functions (cont’d)

7.

10.

Student groups may make modest contributions or donations or purchase items to donate
to third parties for charitable purposes but only if they use funds raised by them for that
purpose. Other funds may not be used. For such contributions or donations, completion

of the “Official Function Form” is at the discretion of the MCCCD entity. Contributions and
donations of MCCCD funds or items purchased with MCCCD funds are otherwise prohibited.

Expenses for MCCCD or individual memberships in professional organizations that are
specifically and directly related to MCCCD’s educational mission or to an employee’s job are
considered ordinary and necessary business expenses of MCCCD. Examples of membership
expenses that are appropriate without further explanation are:

A.  American Association Of University Women

B. Cooperative Education Association

C. National Council For Student Development

In each of those examples, the name of the organization demonstrates the connection
and MCCCD entities need not complete the “Official Function Form” or the “Membership
Payment Worksheet.

However, the propriety of MCCCD or individual memberships in organizations whose names
do not clearly establish that they are professional or academic and are related to public
employment or education needs to be documented under this regulation. For those types
of memberships, MCCCD employees must complete the worksheet entitled “Membership
Payment Worksheet” (Appendix FM-8) and provide it to the college or other appropriate
fiscal officer to retain. Colleges or other MCCCD entities may require executive-level
approval of memberships.

Payment of memberships in non-school related civic or community groups is inappropriate.
Additionally, payment of individual memberships should be considered only if the
organization does not allow an institutional membership, where the organization requires
both an institutional membership and individual memberships for MCCCD employees
participating in the organization, or where the appropriate fiscal officer determines that an
individual membership is the most cost effective.

Examples of expenses that don’t meet any of the criterion for the definition of “official
function” are charges for alcoholic beverages, charitable contributions or donations

(except as described in Paragraph 7), dues for memberships in non-school related civic or
community organizations (such as Rotary, Kiwanis) or in discount stores, gifts of any type for
personal life events (such as births, deaths, weddings, funerals), and gifts for personal use
(such as apparel, jewelry or luggage) in appreciation of an MCCCD employee or officer.

Examples of expenses that may be official functions if shown to meet the criteria in B. and
C. of the definition of “official function” are employee or officer retreats, employee or
officer retirements, non-travel restaurant charges, conference banquet or hotel contracts,
sponsorships and institutional memberships in chambers of commerce where the MCCCD
entity is located (or where it maintains a strong community influence or presence).

ADOPTED through the Administrative Regulation approval process, April 14, 2003
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1.17 cash handling

SCOPE OF COVERAGE OF THIS REGULATION

This regulation covers all Maricopa County Community College District (MCCCD) employees or
offices (including, but not limited to: all employees — Board-Aproved or part-time, cashiers offices,
performing arts centers, athletic facilities, program offices, etc.) that accept payment for any
MCCCD services or donations (including, but not limited to: tuition, fees, dues, event tickets, etc.).
Cash is defined as coins, currency, checks, money orders, credit cards, electronic funds transfers,
and all cash equivalents (including, but not limited to: tokens, gift cards, tuition waivers, parking
tickets, stamps).

GENERAL STANDARDS

1.

To ensure strong internal controls over cash handling, to safeguard against loss and to meet
our obligation to the community as stewards of public resources, the following elements of
internal controls must be adhered to:

A. Proper segregation of duties (i.e., dual controls)

Specific safeguards for handling, transporting and storing cash

Specific safeguards for deposits

Independent reconciliation of deposit documents to receipts

Management oversight and review of cash handling processes and personnel

moow

Each college and the District Office are required to establish written procedures for all
locations that handle cash. Such procedures shall ensure compliance with all of the required
internal control elements identified in A. Such procedures shall address all control elements
identified in A by reflecting the space, physical configuration, staff and other particulars of
each location.

The District’s Business Services division will review such written procedures for potential
areas of concern relating to the required internal control elements. Such concerns will be
noted and communicated back to the applicable College/District Office for further action.

On or about January 1st of each year, each college and the District Office are to review
the written procedures relating to cash handling. If significant changes are required, such
changes are to be reviewed by the District’s Business Services division as in C. above.

The District’s Internal Audit and Management Advisory Services Department may test the
written procedures for compliance in accordance with their established audit plan.

If inappropriate activity is suspected or determined (i.e., a pattern of cash shortages, forgery
or alterations of checks, misapplication of tuition waivers, loss or damage to securities,
computer fraud, etc.), the college or District Office staff should immediately notify their
appropriate Vice President or Vice Chancellor, who should then notify Risk Management
and Internal Audit and Management Advisory Services of any real or potential losses. The
notifications stated above are critical as MCCCD has a limited discovery period in which to
report such activity to our insurance carrier.

If it is suspected that a theft has occurred, the appropriate law enforcement authorities
must be notified.

Annually, each employee responsible for handling cash will be required to complete an
acknowledgement that they have read and agree to abide by established procedures for
proper handling of cash.
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9. Annually, each Vice President or senior level administrator with supervisory or management
responsibility for any and all areas that handle cash and the college President and Vice
Chancellors with any and all responsibility for cash shall complete an acknowledgement that
they will enforce the established procedures for the proper handling of cash.

10. The Vice Chancellor for Business Services shall develop, make available and has the authority to
require training as may be appropriate for any and all persons handling cash or supervising these

individuals at the colleges, District Office or any district location.

ADOPTED by the Governing Board on February 27, 2007, Motion No. 9412

Administrative Regulations T16 of 438



Maricopa Governance

fiscal management
section |

1.18 gifts, gratuities  This regulation outlines the restrictions for the acceptance of gifts, gratuities and unrelated
and unrelated compensation compensation from vendors and others that are either doing business with or that seek to do
business with the officers, employees and others who serve as agents on behalf of the Maricopa
County Community College District (MCCCD).

For the purposes of this regulation, MCCCD defines business-related and normal working hours

as follows:

e “business-related” means that the event or activity provides a direct and measurable benefit
to either the MCCCD or a member institution, and the event is consistent with the job duties
of the employee and the mission of the MCCCD.

e “normal working hours” means the time an employee is performing the job hired to do by
MCCCD. It is understood that many positions have flexible hours.

1. Gifts

A. For the purposes of this regulation, MCCCD provides these definitions:

i.  “Employee” means all persons employed by MCCCD; full-time, part-time, adjunct
and student worker, regardless whether they are Governing Board approved or not.

ii.  “Gift” means any gratuity, honoraria, favor, entertainment, gift card, lodging,
discount, loan or other item having monetary value. It includes services as well as
gifts of transportation, lodgings and meals, whether provided in-kind, by purchase of
a ticket, payment in advance or reimbursement after the expense has been incurred.

ii. “Nominal Value” for this regulation, means $50.00 or less.

iv. “Token of Appreciation” means plaques, candy or similar commonly used
inexpensive items given in gratitude.

v.  “Advertising/Promotional Items” —items such as pens, pencils, mugs, tote bags and
calendars, key chains, etc. that is given for advertising or promotional purposes.

vi. “Vendor” means any company or individual in business to provide products or
services to others. For purposes of this policy, the definition of vendor is not
restricted to those individuals or companies that have already provided products
or services to MCCCD.

B. Anemployee may accept a gift of nominal value, such as a plaque, pen, or similar
memento customarily given as appreciation for providing a service to an entity external
to MCCCD.

C.  An employee may not accept, for personal use or ownership, gifts with a value in excess
of $50 from a single source in a fiscal year. Likewise, gifts given to an employee’s family
member or guest are also considered to have been received by the employee unless
there is an independent relationship between the vendor and the employee’s family
member or guest.

D. Anemployee may accept a gift of perishable food (e.g. fresh fruit basket, cookie
assortment, candy, etc.) of nominal value that is not a meal. Such perishable food items
shall be shared among the department or division.

E. Anemployee may accept a prize awarded through a random drawing or similar
means while attending a conference, convention, seminar, institute or similar activity.

F.  An employee shall not accept cash or currency, or any other item of more than nominal
value from anyone if it could be interpreted as a bribe or enticement to receive MCCCD
business. If an employee receives something of greater than nominal value, the
employee shall refuse it or, as soon as possible, disclose the circumstances relating to
the acceptance of the item(s) to the Vice President of Administrative Services or Vice
Chancellor for Business Services and deliver it to the appropriate college or District
designee where it shall become the property of MCCCD.
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1.18 gifts, gratuities
and unrelated compensation

(cont’d)

2. Meals, Beverages and Entertainment

A

If there is the expectation of future financial benefit for the vendor, then an employee shall
not allow any meal, beverage or cost of entertainment to be purchased for the employee
or any member of the employee’s family by a person whom the employee knows or has
reason to know is employed by or in any way associated with a current vendor or contractor
of MCCCD. Under this regulation any purchase of meal, beverage or entertainment is
prohibited whether the vendor/contractor offers to purchase the meal, beverage or
entertainment with his or her personal funds, or with funds from any other source.

An employee may allow a meal or beverage to be purchased by a vendor for the
employee only if the meal or beverage is served as part of a banquet or dining function
offered to participants at a conference, convention or similar activity. Such events
would include sponsorships that are part of an educational, technical or professional
development conference that is organized by an association and where the meal is
included in connection with attendance at the conference. Upon prior review of a
written justification and approval by the college’s Vice President of Administrative
Services, or at the District Office, the Vice Chancellor for Business Services, an
employee may attend product enhancement presentations. The provisions outlined in
the regulation related to the acceptance of gifts and items shall still apply.

An MCCCD employee who is also employed by another company may have a meal, beverage
or the cost of entertainment purchased within the context of the other employment.

3. Travel
An employee shall not engage in any travel activity where the expenses are paid for by a
vendor and where that activity could be interpreted as a bribe or enticement in order to
receive MCCCD business. This would include vendor sponsored events that are marketed
as a professional development activity, but that instead focus primarily on that vendor’s
product, and where the trip includes social activity for the attendees.

A

Non-Business Related Travel

An employee shall use paid leave for all time spent in travel that is not business-

related that occurs during the employee’s normal working hours. For purposes of this

regulation, appropriate paid leave for non-business related travel would include pre-
approved vacation time, pre-approved banked vacation time or personal time.

Business Related Travel

i.  Anemployee shall not be required to use paid leave for travel in connection with
an event or activity that is MCCCD business-related. The employee may accept
payment for necessary expenses (such as airfare, lodging, meals) from the entity
or professional organization that sponsors the event or activity.

i. Anemployee may engage in a business-related travel activity where the expenses
are paid for by an educational institution or a non-profit organization, such as a
professional association, whose mission is consistent with the mission of MCCCD,
provided that there is no expectation that such travel will result in future financial
benefit to said educational institution or organization.

iii. Anemployee may lead a class or group of students enrolled at a member
institution in an MCCCD sponsored travel activity.

Credit Course

A travel agency or similar entity that arranges the travel activity may, in connection with

a credit course offering, pay the expenses of:

i. the employee who is leading the class or group,

ii. apersonwho is performing supervisory responsibilities over the students at all
times throughout the travel, or

iii. one or more students enrolled in the class or group travel activity.
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(cont’d)

D. Non-Credit Course
An employee or other person participating in travel with a non-credit class shall not
accept payment or reimbursement for any expenses associated with travel from the
travel agency or similar entity.

Discounts

For purposes of this regulation, a “discount” is a reduction in the cost of goods or services
charged by any entity to an MCCCD employee or student by virtue of that person’s
employment or enrollment at an MCCCD college or location.

A.

The following are acceptable discounts:

i.  Adiscount that is part of an established and recognized program within MCCCD,
such as the ‘employee store,” wellness, or trip reduction programs, and is offered
uniformly to all employees of MCCCD or of a member institution of MCCCD.

ii. A discount available pursuant to a policy in continuous effect and a recognized
component of a benefits or compensation package that is recognized by the
MCCCD Benefits and Compensation Department.

iii. A discount offered by a vendor for employees or students of educational
institutions, regardless of whether such a vendor does business with MCCCD,
provided that said discount is not in any way consideration or otherwise a factor in
any transaction with MCCCD (i.e.: educational discounted software).

The following is an unacceptable discount: A discount that is offered to select

employees on an ad hoc basis as a result of the employee performing his or her job

duties or as an incentive to influence conduct from a person seeking to obtain a

contractual or other arrangement with MCCCD.

Notice to MCCCD employees of the availability of any discount shall be conveyed in

a manner that neither implicitly or expressly endorses nor otherwise speaks to the

quality of the goods or services. The use of any MCCCD trademark or logo in connection

with providing notice of the availability of a discount shall be limited to notice provided
directly by the District Marketing Department.

Honoraria and Similar Consideration

A.

Non-Business Related

An employee may accept an honorarium, stipend or similar compensation or

consideration from an entity external to MCCCD for an activity that is not business-

related if:

i.  the entire activity occurs outside the employee’s normal working hours; or

ii. the employee uses personal leave or pre-approved vacation hours for the portion of
the activity that overlaps the employee’s normal working hours; or

ii. ~the employee remits the honorarium, stipend, or similar compensation or
consideration to the Vice President of Administrative Services at the location where
the employee works. The honorarium, wages, similar compensation or consideration
shall become the property of MCCCD. The Vice President of Administrative Services
may consult with the Legal and Business Services Divisions for guidance on remissions.
At the District Office, the employee remits the honorarium, stipend or similar
compensation to the Vice Chancellor for Business Services.

Business Related

An employee may receive a modest honorarium or stipend for time spent preparing

for presentations (keynote addresses, etc.) that are MCCCD business-related. Modest

is considered to be limited or moderate in the amount of the honorarium. In addition,

activities such as accreditation visits that may be considered MCCCD business-

related due to the inherent nature of the event and the professional expertise of
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(cont’d)

the employee(s), and that involve the offer of an honorarium, stipend or similar

compensation or consideration from an entity external to MCCCD, are acceptable under

the following conditions:

i.  Ifthe activity occurs during work hours, the employee shall submit the honorarium
or stipend to the college or foundation; or

ii. if the employee uses personal leave or pre-approved vacation hours for the portion
of the activity that overlaps the employee’s normal working hours.

Resource Development

To the extent that employees of the MCCCD are engaged in an official capacity with duties
that involve resource development and such involvement requires attending local events
that are either hosted by or attended by vendors, such participation may be acceptable if it
can be established that the event could result in expansion of District or college resources
and that participation is disclosed in advance with the Vice Chancellor of Business Services.
Attendance at vendor-invited events that would involve travel is not acceptable.

College Course Materials — Board Resources 6.5

Section 7 of this requlation has been adopted by the Governing Board and is incorporated

here by reference.

In accordance with ARS §15-1891, the MCCCD Governing Board establishes the parameters for

employees when ordering course materials from publishers and working with book dealers:

A. No faculty member or employee shall demand or receive any payment, loan, advance,
good or deposit of money present or promised for selecting or purchasing specific
course materials received for coursework or instruction, except that the faculty
member or employee may receive:

i. free review copies, complimentary teacher editions or instructional materials that
are not intended to be sold by any faculty, staff or bookstore.

ii. royalties or other compensation from the sale of course materials that include the
faculty member’s own writing or work.

iii. honoraria for academic peer review of course materials.

iv. training in the use of course materials and learning technologies.

B. Afaculty member or any other employee who is in charge of selecting or adopting course
materials shall, prior to selection or adoption of any course materials, make a request for
the following written information from the publisher of the course materials:

i.  Alisting of relevant course materials offered by the publisher and whether each of the
course materials are offered in a bundled package or sold separately;

ii.  The suggested retail price, the estimated wholesale price or the price that the
publisher makes available to the public for the course materials. The publisher may
include the time period during which the pricing is available.

iii. The copyright dates of the previous edition if the copyright dates do not appear in
the course materials.

iv. A summary of the substantive content differences between the current edition of
the course materials and the immediate previous edition.

C. Afaculty member or any other employee who is in charge of selecting or adopting
course materials shall place orders for such course materials by the date specified
and communicated by the College or District bookstore to enable the College or
District bookstore or contract managed bookstore to confirm the availability of the
requested materials.

D. Anunsolicited free review copy, sample copy, or complimentary teacher edition of
course materials provided by a publisher at no charge and delivered to the attention
of an employee at a college or District location is presumed to be the property of
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and unrelated compensation nevertheless assume ownership of such materials if the materials are, in the judgment
(cont’d) of the employee, pertinent to the employee’s academic discipline or professional

responsibilities.

As these materials are provided for professional academic use and are not intended by the

publisher for sale, an employee should at no time sell or trade them to any person or other

entity for personal profit. Appropriate disposition of the materials includes donation to a

student or library or other non-profit or charitable organization, or returning the book to

the publisher.
E. This policy shall not be construed in a manner that violates academic freedom.
F.  For purposes of this policy:

i.  “Book buyer” means any person or entity, including a university or community
college district bookstore, engaged in the purchase or sale of course materials.

ii.  “Bundled” means one or more course materials that are packaged together to be
sold as course materials for a single price.

iii. “Complimentary teacher edition” means a book with information that is meant for
the exclusive use of faculty members, commonly labeled as an “instructor edition”
or “instructor manual” and that contains answers and solutions, test questions and
pedagogical techniques.

iv.  “Course materials” means any textbook or other instructional tool published
for the purpose of classroom instruction and used for or in conjunction with a
course in a university under the jurisdiction of the Arizona board of regents or a
community college under the jurisdiction of an Arizona community college district.

v.  “Publisher” means any publishing house, firm or company that produces course
materials.

vi. “Sample copy” means any book that is the same as the regular student edition.

vii. “Substantive content” means portions of a college textbook, including new
chapters, additional eras of time, new themes or new subject matter.

viii. “Written information” means information provided on print material. Written
information includes electronic communication or publication on a website.

8. Solicited Course Materials
A solicited free review copy, sample copy, or complimentary teacher edition of course
materials provided by a publisher at no charge and delivered to the attention of an
employee at a college or District location is presumed to be the property of the Maricopa
County Community College District. However, such employee may nevertheless assume
ownership of such materials if the materials are, in the judgment of the employee, pertinent
to the employee’s academic discipline or professional responsibilities.

As these materials are provided for professional academic use and are not intended by the
publisher for sale, an employee should at no time sell or trade them to any person or other entity
for personal profit. Appropriate disposition of the materials includes donation to a student or
library or other non-profit or charitable organization, or returning the book to the publisher.

AMENDED through the Administrative Regulation approval proces, May 26, 2010
ADOPTED through the Administrative Regulation approval process, September 22, 2009
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1.19 delegation of authority

for grants

The purpose of this administrative regulation is to establish the authority by which grants may
be approved on behalf of the Maricopa County Community College District and its college
locations. Under the Maricopa Governance structure, the Governing Board delegates authority
for administrative operations to the Chancellor. The Chancellor further delegates authority for
grants as follows:

1. Approval of Grant Applications Generally. The Executive Vice Chancellor and Provost or his
or her designee is solely authorized to approve or sign, as applicable, grant applications.
Approving or signing grant applications does not obligate the District to accept and enter
into a contract to proceed. If a grant or subgrant is awarded through a grant or subgrant
contract, that contract must be signed by the appropriate District Office staff named and
authorized in writing by the Chancellor under the general contract signing procedures issued
by the Chancellor.

2. Electronic Grant Applications and Submissions. Managerial staff of the District Office Grants
Development and Management Department is designated as the Authorized Organizational
Representative for the purpose of taking electronic grant proposal-related actions (including
applications and other submissions) with federal, state or local governments and with
other selected organizations so long as those actions are approved by the Executive Vice
Chancellor and Provost or his or her designee.

3. Grants of $100,000 or More. Acceptance of grants in the amount of $100,000 or more
requires the approval of the Governing Board.

4. Administrative Acceptance of Grants. Grants amounting to less than $100,000 may be
accepted and implemented without Governing Board approval if approved in advance by all
of the following:

A. The Executive Vice Chancellor and Provost or his or her designee;

B. The appropriate President or Vice Chancellor if the grant is within his or her area of
responsibility, or his or her designee; and

C. The Chancellor or his or her designee.

ADOPTED through the Administrative Regulation approval process, February 8, 2012
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The District shall comply with those regulations and guidelines established by the Federal
Communications Commission (FCC) governing underwriting activities of public radio stations. The
Dean of Public Service at Rio Salado College (Station Manager) shall ensure that appropriate KJZZ,
KBAQ, and SunSounds staff are aware of and are complying with the FCC regulations and guidelines.

ADOPTED through the Administrative Regulation approval process, January 25, 2012
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2.1 general regulation

1.

General Statement

Compliance with Policies, Rules and Regulations

Every student is expected to know and comply with all current published policies, rules
and regulations as stated in the college catalog, class schedule, and/or student handbook.
Documents are available on each college’s website.

Policies, courses, programs, fees and requirements may be suspended, deleted, restricted,
supplemented or changed through action of the Governing Board of the Maricopa
Community Colleges.

The Maricopa Community Colleges reserve the right to change, without notice, any
materials, information, curriculum, requirements and regulations.

Note: The regulations that comprise the student section contain language that appears in various sources such as
the Catalog Common Pages and the Student Handbook. All areas became Administrative Regulations with the 1996
adoption of the Governance Model. Changes are made annually either through the Administrative Regulations
approval process, or by Board approval for those items that fall under its statutory duty, such as Tuition and Fees.

In an effort to prevent duplication, topics in this section may be incorporated by reference, as they are featured in

other areas of the manual and are noted accordingly.

The Maricopa County Community College District Vision, Mission and Values that are featured
in the Common Pages are a part of approved Governing Board policy and are located in

the policy section of the manual. As such, the following statement related to Outcomes
Assessment that appears in the Common Pages is presented here as a general statement.

Outcomes Assessment

The mission of the Maricopa Community Colleges is “to create and continuously improve
affordable, accessible, and effective learning environments for the lifelong educational needs of
the diverse communities we serve.” In order to evaluate how successfully the Maricopa County
Community College District accomplishes this mission, student outcomes will be assessed as part of
the continuous improvement process.

Students may be asked to participate in a variety of assessment activities at each college.
Assessment results will be used to improve educational programs, services and student learning.

AMENDED through the Administrative Regulation Process, March 4, 2011
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2.2 admission/registration/ Admission Policy, Classifications and Procedures
enrollment
2.2.1 Admission Policy

Persons meeting the admissions criteria may attend any Maricopa Community College of their
choice. Falsification of any admission materials or official college records may be cause for denial
or cancellation of admission. Exceptions to the admissions policies may be requested through the
Admissions and Standards Committee. Admission is determined in accordance with state law (ARS
§§15-1805.01 and 15-1821) and regulations of the Maricopa Community Colleges Governing Board.

Admission Classifications
1. Admission of Regular Students

Admission to the community college in Arizona may be granted to any person who meets at

least one of the following criteria:

A. Isagraduate of a high school, which is accredited by a regional accrediting association as
defined by the United States Office of Education or approved by a State Department of
Education or other appropriate state educational agency.

B. Has a high school certificate of equivalency.

C. Isatleast 18 years of age and demonstrates evidence of potential success in the
community college.

D. Is a transfer student in good standing from another college or university.

2. Admission of Students Under 18 Years of Age

A. Admission to the community colleges in Arizona shall be granted to any student who
is under age 18 and who completes course prerequisites and meets any one of the
following requirements:

i.  Acomposite score of 93 or more on the Preliminary Scholastic Aptitude Test (PSAT).

ii. A composite score of 930 or more on the Scholastic Aptitude Test (SAT).

ii. A composite score of twenty-two or more on the American College Test (ACT).

iv. A passing score on the relevant portions of the Arizona Instrument to Measure
Standards test (AIMS).

v.  The completion of a college placement test designated by the community college
district that indicates the student is at the appropriate college level for the course.

vi. s a graduate of a private or public high school or has a high school certificate
of equivalency.

B. A community college may limit the number of semester hours in which the student may
enroll to not more than six (6) credit hours.

C.  Home schooled students are exempt from this sub-section.

D. Astudent shall not be denied admission because of age, lack of a high school diploma
or high school certificate of equivalency, grade in school, lack of permission of school
officials or lack of concurrent enrollment in a public or private school, if the student has
achieved at least a specified score on a college entrance examination.

3. Specialized Vocational / Training Program
Students who enroll in vocational courses may be admitted on an individual basis with
the approval of college officials if the student meets the established requirements of the
courses for which the student enrolls and the college officials determine that the student’s
admission is in the best interest of the student.
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2.2 admission/registration/ 4. Western Undergraduate Exchange Program
enrollment (cont’d) The Western Undergraduate Exchange (WUE) program is a student exchange program
coordinated by the Western Interstate Commission for Higher Education (WICHE) and
administered by the Arizona Board of Regents. Through WUE, students who reside in
western states (Alaska, Arizona, California, Colorado, Hawaii, Idaho, Montana, Nevada,
New Mexico, North Dakota, Oregon, South Dakota, Utah, Washington, and Wyoming) and
the Commonwelath of the Northern Marianas Islands (CNIMI) and who meet the eligibility
requirements, pay 150 percent of the regular resident tuition plus fees. Students must mark
prominently on the Student Information Form that they seek admission as WUE students.
Students may not apply as out-of-state students and expect to receive the WUE tuition
rate after admitted. Once admitted as WUE students, students may not petition for in-state
residency. Further information may be obtained from the Admissions and Records Office/
Office of Student Enrollment Services.
AMENDED through the Administrative Regulation Process, March 25,2013
5. Admission of F-1 Nonimmigrant Students
Prospective students should contact the Admissions and Records Office/Office of Student
Enrollment Services or designated office for the international student application form(s).
When completed, the form(s) should be returned to the Admissions and Records Office/
Office of Student Enrollment Services or the International Education office with all requested
supporting documents. After the file has been reviewed, a notice will be sent to the
applicant indicating either acceptance or denial of admission.

To be guaranteed consideration for admission, all application materials must be received by
July 1 for the fall semester and November 1 for the spring semester.

Prospective students seeking admission based on F-1 nonimmigrant status must provide proof
of secondary school with documentation comparable to a United States high school diploma
or higher degree. Itis recommended that F-1 nonimmigrant students have graduated in the
upper 50% of their secondary school (high school or equivalent) in order to ensure success
in academic classes at this college. Applicants for admission to the college must have high
school and college (if applicable) transcripts sent directly from the high school or college to
the Admissions and Records Office/Office of Student Enroliment Services or designated office.
In addition, it is the applicant’s responsibility to have all transcripts translated into English and
evaluated by a foreign credential evaluation service if necessary.
A.  Admission to Academic Programs
Applicants who wish to enroll in an academic program at the college must present
evidence of English language proficiency. If the Test of English as a Foreign Language
(TOEFL) is used to satisfy this requirement, the applicant must attain a score of at least
500 (on the paper-based TOEFL) or 61 (on the internet-based TOEFL, known as the iBT).
If the International Language Testing System (IELTS) is used to satisfy this requirement,
an |ELTS overall Band Score of 5.5 or better is required, and a minimum IELTS individual
Band Score of 5.0 on each module is recommended. The dean or director of Admissions
and Records of the college may accept other proof of English language proficiency for
admission purposes, such as the ASSET, ACCUPLACER, COMPASS or CELSA tests.
B. Admission to an Intensive English Program
Applicants for admission to an Intensive English Program are advised to check with
individual colleges for their respective admission requirements. Applicants must
provide evidence of at least an intermediate command of English by way of one or
more of the following criteria:
i. At least six years of English language instruction as shown by the applicant’s
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2.2 admission/registration/
enrollment (cont’d)

school transcript(s);

ii. A minimum TOEFL score of 400 (on the paper-based TOEFL) or 23 (on the internet-
based test);

iii. An original letter of recommendation from a teacher, school principal or
headmaster/ headmistress, or the director of an English language institute
attesting to the applicant’s proficiency at the intermediate level;

iv.  Other credentials, test scores, interview results, or evidence accepted by the
coordinator of an intensive English program or the college’s responsible designee.
Students admitted to an Intensive English Program will not be allowed to enroll in
courses outside those officially designated as part of the program unless and until
they have met all of the prerequisites or other course requirements.

v.  Foreign students under certain types of visas may need special permission to
enroll and should contact the appropriate college official.

C. Financial Support

Evidence of financial support will be required prior to issuance of the I-20 form. The

colleges have no scholarship or financial aid provisions for foreign students; therefore,

students must be fully prepared to meet the necessary financial obligations for the

full time they will be in the United States. The colleges estimate a student’s average

expenses for 10 months to be:

Tuition and Fees $7,890(1)
Living Expenses 10,140(2)
Books 1,100(3)
Health Insurance 1,100(4)
Total $20,230(5)

D. Dependent Financial Guarantee
Evidence of financial support for dependents of F-1 and M-1 students (spouse and
dependent children) is also required: $5,000 for the first dependent and $2,500 for
each additional dependent.

E. Health Insurance
All F-1 and M-1 students who have an I-20 issued by one of the Maricopa Community
Colleges are required to purchase the Maricopa Community Colleges’ international
student health insurance plan. Health insurance coverage for dependents of F-1 and
M-1 students is highly recommended. The Maricopa Community Colleges contracts
with an insurance provider annually to offer a health insurance plan for F-1 and M-1
students. For more information contact the college Admissions and Records Office/
Office of Student Enrollment Services or designated international student office.

Footnotes

(1)  Based on 2014-2015 tuition and fee schedule .

(2)  Based on estimated living expenses for two (2) semesters (10 months).

(3)  Based on average new and used textbook prices and rental rates. Assumes books are sold at the end of the
semester.

(4)  Based on the 2014-2015 insurance premium for the mandatory Maricopa Community Colleges’ International
Student Health Plan.

(5)  Applicants must provide evidence of this minimum amount of financial support before an I-20 is issued.

AMENDED through the Administrative Regulation Process, March 25, 2013

2.2.2 Admission Information
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Students must file a Student Information Form with the Admissions and Records Office/Office of
Student Enrollment Services at the college of attendance. There is no charge for this service.

Student Status
A. Freshman - A student who has completed fewer than 30 credit hours 100-level courses
and above.

B. Sophomore - A student who has completed 30 credit hours or more in 100-level
courses and above.
C. Unclassified - A student who has an associate degree or higher.

Student Identification Number

Disclosure of the social security number is voluntary (ARS §15-1823). However, students
must use social security numbers for reporting information pertaining to potential
educational tax credits and for processing federal financial aid applications and Veterans
Administration benefits.

Residency for Tuition Purposes (Appendix S-1)

All students are classified for tuition purposes under one of the following residency classifications:
A. Maricopa County resident

B. Out-of-County resident

C. Out-of-State resident (including F-1 non-immigrant students)

Residency for tuition purposes is determined in accordance with state law (ARS §§15-1801et
seq.) and regulations of the Maricopa Community Colleges Governing Board. All of the
Maricopa Community Colleges are subject to the above statutes and regulations. Students
who have questions about their residency should contact the Admissions and Records
Office/Office of Student Enrollment Services for clarification.
A. Implementation
i.  Domicile status must be established before the student registers and pays fees. It is the
student’s responsibility to register under the correct domicile status.
ii.  Enforcement of domicile requirements shall be the responsibility of the Chancellor
of the Maricopa Community Colleges. The Chancellor has charged the Director
of Admissions and Records or other designee at each college to make the initial
domicile classification. In determining a student’s classification, the college
may consider all evidence, written or oral, presented by the student and any
other information received from any source which is relevant to determining
classification. The college may request written sworn statements or sworn
testimony of the student.
iii. Arequest for review of the initial classification may be made to a district
review committee. The request must be in writing, signed by the student and
accompanied by a sworn statement of all facts relevant to the matter. The request
must be filed with the admissions officer of the college within ten days of receipt
of notification of classification as a non-resident. Failure to properly file a request
for review within the prescribed time limit constitutes a waiver of review for the
current enrollment period. The decision of the review committee shall be final.
B. Definitions
i.  “Armed Forces of the United States” means the Army, the Navy, the Air Force,
the Marine Corps, the Coast Guard, the commissioned corps of the United
States Public Health Services, the National Oceanographic and Atmospheric
Administration, the National Guard, or any military reserve unit of any branch of
the Armed Forces of the United States.
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2.2 admission/registration/
enrollment (cont’d)

Vi.

vii.

vii.

“Continuous attendance” means enrollment at one of Maricopa Community
Colleges as a full-time or part-time student for a normal academic year since the
beginning of the period for which continuous attendance is claimed. Students
need not attend summer sessions or other such intersession beyond the normal
academic year in order to maintain continuous attendance.

“Maricopa County resident” means an individual who has lived in Maricopa County
for at least fifty (50) days before the first day of classes of the semester. In-state
residency must be established prior to county residency for those moving from other
states. Refer to section C for guidelines.

“Domicile” means a person’s true, fixed, and permanent home and place of
habitation. It is the place where he or she intends to remain and to which he or
she expects to return when he or she leaves without intending to establish a new
domicile elsewhere.

“Emancipated person” means a person who is neither under a legal duty of service
to his parent nor entitled to the support of such parent under the laws of this state.
“Full-time student” means one who registers for at least twelve (12) credit hours
per semester.

“Part-time student” means one who registers for fewer than twelve (12) credit
hours per semester.

“Parent” means a person’s father, or mother, or if one parent has custody, that parent,
or if there is no surviving parent or the whereabouts of the parents are unknown, then
a guardian of an unemancipated person if there are not circumstances indicating that
such guardianship was created primarily for the purpose of conferring the status of an
in-state student on such unemancipated person.

Criteria for Determining Residency

In-State Student Status

1. Except as otherwise provided in this article, no person having a domicile
elsewhere than in this state is eligible for classification as an in-state
student for tuition purposes. Applicants for in-state tuition status and other
public benefits must demonstrate lawful presence in the United States by
presenting one of the documents listed in this regulation, under the section
“Demonstrating Lawful Presence.”

2. Anperson is not entitled to classification as an in-state student until the
person is domiciled in this state for one year preceding the official starting
day of the semester, except that a person whose domicile is in this state is
entitled to classification as an in-state student if the person meets one of
the following requirements:

a. The person’s parent’s domicile is in this state and the parent is allowed
to claim the person as an exemption for state and federal tax purposes.

b. The person is an employee of an employer which transferred the person
to this state for employment purposes or the person is the spouse of
such an employee.

c. The person is an employee of a school District in this state and is under
contract to teach on a full-time basis, or is employed as a full-time
non-certified classroom aide, at a school within that school District.
For purposes of this paragraph, the person is eligible for classification
as an in-state student only for courses necessary to complete the
requirements for certification by the state board of education to teach
in a school District in this state. No member of the person’s family is
eligible for classification as an in-state student if the person is eligible for
classification as an in-state student pursuant to this paragraph, unless
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2.2 admission/registration/
enrollment (cont’d)

the family member is otherwise eligible for classification as an in-state
student pursuant to this section.
d.  The person’s spouse has established domicile in this state for at least
one year and has demonstrated intent and financial independence and
is entitled to claim the student as an exemption for state and federal
tax purposes or the person’s spouse was temporarily out of state for
educational purposes, but maintained a domicile in this state. If the person
is a non-citizen, the person must be in an eligible visa status pursuant to
federal law to classify as an in-state student for tuition purposes.
The domicile of an unemancipated person is that of such person’s parent.
An unemancipated person who remains in this state when such person’s parent,
who had been domiciled in this state, removes from this state is entitled to
classification as an in-state student until attainment of the degree for which
currently enrolled, as long as such person maintains continuous attendance.
A person who is a member of the Armed Forces of the United States and who
is stationed in this state pursuant to military orders or who is the spouse or
a dependent child of a person who is a member of the armed forces of the
United States and who is stationed in this state pursuant to military orders is
entitled to classification as an in-state student. The student does not lose in-
state student classification while in continuous attendance toward the degree
for which he or she is currently enrolled.
A person who is a member of the armed forces of the United States or the
spouse or a dependent of a member of the armed forces of the United
States is entitled to classification as an in-state student if the member of the
armed forces has claimed this state as the person’s state of home record
for at least twelve consecutive months before the member of the armed
forces, spouse or dependent enrolls in a university under the jurisdiction of
the Arizona Board of Regents or a community college under jurisdiction of a
community college district governing board. For purposes of this subsection,
the requirement that a person be domiciled in this state for one year before
enrollment to qualify for in-state student classification does not apply.
Beginning in the fall semester of 2011, a person who is honorably discharged
from the armed forces of the United States on either active duty or reserve or
national guard status, or who has retired from active duty or reserve or national
guard status, shall be granted immediate classification as an in-state student
on honorable discharge from the armed forces and, while in continuous
attendance toward the degree for which currently enrolled, does not lose in-
state student classification if the person has met the following requirements:
a. Registered to vote in this state.
b. Demonstrated objective evidence of intent to be a resident of Arizona
which, for the purposes of this section, include at least one of the following:
An Arizona driver license
Arizona motor vehicle registration
Employment history in Arizona
Transfer of major banking services to Arizona
Change of permanent address on all pertinent records
Other materials of whatever kind or source relevant to domicile or
residency status
A person who is a member of an Indian tribe recognized by the United States
Department of the Interior whose reservation land lies in the state and
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2.2 admission/registration/
enrollment (cont’d)

extends into another state and who is a resident of the reservation is entitled
to classification as an in-state student.

ii.  Alien In-State Student Status

1.

An alien is entitled to classification as an in-state refugee student if such
person has been granted refugee status in accordance with all applicable laws
of the United States and has met all other requirements for domicile.
In accordance with the lllegal Immigration Reform and Immigrant Responsibility
Act of 1996 (P.L. 104-208; 110 Stat. 3009-546), a person who was not a citizen
or legal resident of the United States or who is not lawfully present in the
United States is not entitled to classification as an in-state student pursuant to
ARS §15-1802 or entitled to classification as a county resident pursuant to ARS
§15-1802.01. A student will be assessed out-of-state tuition until such time
that documentation of lawful presence is received in the Office of Admissions
and Records/Enrollment Services and (eligibility for) residency is confirmed.
Documentation must be provided prior to the end of the term in which
residency classification is being requested. Documentation received after the
end of term will be used for residency determination in subsequent terms.
In establishing domicile, the alien must not hold a visa that prohibits
establishing domicile in this state. After meeting other domicile
requirements, students holding valid, unexpired visas in the following
categories may be classified as in-state students:
A Foreign Government Official or Adopted Child of a
Permanent Resident
Treaty Traders
Principal Resident Representative of Recognized Foreign Member
Government to International Staff
K Spouse or Child of Spouse of a U.S. Citizen, Fiancé or Child of

Fiancé of U.S. Citizen
L Intracompany Transferee, or Spouse or Child
N6 NATO-6
V  Spouses and Dependent Children of Lawful Permanent Residents
Students who hold a current visa and have submitted an 1-485 to U.S.
Citizenship and Immigration Services (USCIS), may establish residency if other
domicile requirements have been met. Residency eligibility for I-485 applicants
may be considered one year after the date on the USCIS Notice of Action letter
(1-797) confirming application for permanent resident status. Students must
provide required residency documentation in addition to the Notice of Action
for residency consideration. In establishing domicile, the alien must be in a
status that does not prohibit establishing domicile in this state for at least one
year immediately preceding the official starting date of the semester.

o m

iii.Proving Lawful Presence in the United States

All applicants for instate tuition (and other public benefits) must first show

at least one of the following documents in accordance with ARS 1-502 to
demonstrate that they are lawfully present in the United States by presenting
to the Registrar at Least one of the following documents:

e An Arizona Driver’s License issued after 1996 or an Arizona Non-operating

Identification License.

¢ A birth certificate or delayed birth certificate issued in any state, territory, or

possession of the United States.
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e A United States Certificate of Birth Abroad

¢ A United States Passport.

e A Foreign Passport with a United States Visa.

¢ An 1-94 Form with a Photograph.

¢ A United States Citizenship and Immigration Services Employment Authorization (Work

Permit) or Refugee Travel Document.

¢ A United States Certificate of Naturalization.

¢ A United States Certification of Citizenship.

e A Tribal Certificate of Indian Blood.

e A Tribal or Bureau of Indian Affairs Affidavit of Birth.

iv.

* Tribal members*, the Elderly and “Persons with disabilities or incapacity of
the Mind or Body,” may submit certain types of documentation under section
1903 of the federal Social Security Act (42 United States Code 1396B, As
Amended By Section 6036 of the Federal Deficit Reduction Act of 2005)** *A
Document issued by a federally recognized Indian Tribe Evidencing Membership
or Enrollment in, or affiliation with, such tribe.**If you think that this may
apply, please contact the legal services department for assistance.

Presumptions Relating to Student Status
Unless there is evidence to the contrary, the registering authority of the community
college or university at which a student is registering will presume that:

1.

No emancipated person has established a domicile in this state while attending
any educational institution in this state as a full-time student, as such status is
defined by the community college district governing board or the Arizona Board
of Regents, in the absence of a clear demonstration to the contrary.

Once established, a domicile is not lost by mere absence unaccompanied by
intention to establish a new domicile.

A person who has been domiciled in this state immediately before becoming a
member of the Armed Forces of the United States shall not lose in-state status by
reason of such person’s presence in any other state or country while a member of
the Armed Forces of the United States.

Proof of Residency
When a student’s residency is questioned, the following proof will be required.

1.

In-State Residency

a. An affidavit signed by the student must be filed with the person
responsible for verifying residency.

b.  Any of the following may be used in determining a student’s domicile in
Arizona:

Arizona income tax return

Arizona Voter registration

Arizona Motor Vehicle registration

Arizona Driver’s license

Employment history in Arizona

Place of graduation from high school

Source of financial support

Dependency as indicated on federal income tax return

Ownership of real property

Notarized statement of landlord and/or employer
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11. Transfer of major banking services to Arizona
12. Change of permanent address on all pertinent records
13. Other relevant information
b.  County Residency
1. An affidavit signed by the student must be filed with the person
responsible for verifying domicile to prove continuous residency in a
county for fifty (50) days, and
2. Any of the following may be used to determine a student’s county
residency:
Notarized statements of landlord and/or employer
Source of financial support
Place of graduation from high school
Ownership of real property
Bank accounts
Arizona income tax return
Dependency as indicated on a Federal income tax return
8.  Other relevant information
Concurrent Enrollment in Arizona Public Institutions of Higher Education (ARS §15-1807)
(Appendix S-3)
Under Arizona Revised Statutes §15-1807, it is unlawful for any non-resident student to
register concurrently in two or more public institutions of higher education in this state
including any university, college or community college for a combined student credit hour
enrollment of more than six (6) credit hours without payment of non-resident tuition at one
of such institutions.Any non-resident student desiring to enroll concurrently in two or more
public institutions of higher education in this state including any university or community
college for a combined total of more than six (6) credit hours who is not subject to non-
resident tuition at any of such institutions shall pay the non-resident tuition at the institution
of his choice in an amount equivalent to non-resident tuition at such institution for the
combined total of credit hours for which the non-resident student is concurrently enrolled.

Nk wWwNE

AMENDED through the Administrative Regulation Process, March 25, 2013

2.2.3 Other Admission Information

Veterans

By Arizona statute, any failing grades from any Arizona university or community college
that were received prior to military service will not be used to determine admission to the
community college for the honorably discharged veterans with two years’ service in the
Armed Forces of the United States. Students admitted or readmitted to the community
college under this statute are subject to progression, retention, graduation and other
academic regulations and standards. (Also see Withdrawal - Appendix S-7)

Ability to Benefit

A. Federal guidelines require that students who are applying for financial aid demonstrate
the ability to benefit. Under federal law, a student who enrolls after June 30, 2012,
must be a high school graduate, have a GED certificate, or have completed a secondary
school education in a home school setting that is treated as a home school or private
school under state law, be admitted as a regular student, and be pursuing an eligible
degree or certificate to qualify for federal financial assistance under Title IV of the
Higher Education Act.

B. For student enrolled prior to July 1, 2012, an evaluation during the admission process
resulted in the student being admitted to the college with the status of Regular, Regular

IS .. I
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“Regular” status, for the purpose of 2.2.3.2, is granted to an individual admitted to
the college who is a high school graduate, has a GED certificate, or has completed
a secondary school education in a home school setting that is treated as a home

school or private school under state law. A student without a high school diploma
or GED certification and beyond the age of compulsory high school attendance
may be a regular status student if the student has been assessed to benefit

from college instruction by receiving qualifying scores on approved assessment
instruments. All regular status students must be pursuing a degree/certificate in an
eligible program.

“Regular with Provisional Requirements” status, for the purpose of 2.2.3.2, is
granted to a student admitted to the college who is not a high school graduate,
does not have a GED certificate, is beyond the age of compulsory high school
attendance, or has completed a secondary school education in a home school
setting that is treated as a home school or private school under state law, but

has been assessed to benefit from college instruction requiring developmental/
remedial coursework and is pursuing a degree/certificate in an eligible program.
“Special” status, for the purpose of 2.2.3.2, is granted to a student admitted to
the college for concurrent enroliment or pursuing one or more courses of special
interest and who meets all the requirements for admission.

Transcripts

A.  The Maricopa Community Colleges reserve the right to require an official transcript for
admission to specific programs, for verification of course requisites and for determination
of academic standing. The official transcript must be mailed directly from the source
institution to the college Admissions and Records Office/Office of Student Enrollment
Services. It is the student’s responsibility to ensure that official transcripts have been
received and are complete.

B. Students entering as high school graduates may be required to submit high school
transcripts. Students entering as GED recipients may be required to present a copy of
the high school equivalency certificate or official report of qualifying GED scores.

Educational Assessment

All students are encouraged to undergo an educational assessment to determine course
placement. Prospective students who do not possess a high school diploma or GED
equivalence certificate are required to complete an educational assessment to determine their
ability to benefit from college instruction. See Student Course Placement Process (AR 2.2.7)

2.2.4 Credit for Prior Learning

The Maricopa Community Colleges recognize that learning takes place in a variety of situations
and circumstances. Many students have significant, demonstrable learning from experiences
outside the traditional academic environment. Therefore, prior learning, not life experience, is
the basis for the award of college credit. Students may be awarded no more than 30 credit hours,
unless required by a specific program of study, within the Maricopa Community Colleges using
one or more of the following assessment methods recommended by the Council for Adult and
Experiential Learning (CAEL) and the American Council on Education (ACE):

Articulated Programs
Credit By Evaluation
College-Level Equivalency Examinations
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Credit awarded for prior learning does not count as hours in residence for graduation requirements.
Exceptions may be granted at some MCCD colleges for specially approved programs. No more

than 20 credit hours may be applied to AGEC. Credit received through Prior Learning Assessment is
transferable within the Maricopa Community Colleges but is not necessarily transferable to other
colleges and universities. Therefore, students are strongly advised to meet with a program advisor
or contact the college or university they plan to attend. For further information on Prior Learning
Assessment, contact the Admissions and Records Office/Office of Student Enroliment Services.

1. Credit by Evaluation
The Maricopa Community Colleges offer credit by evaluation. The American Council on
Education (ACE) evaluates military training and experiences as well as non-collegiate
sponsored training programs and recommends credit awards based on this evaluation.
The number of credits listed in the ACE guide are recommendations only. A college is not
required to grant a student the number of credits recommended. The credits are included
on a student’s transcript.

A.

Educational Experiences in the Armed Services

The Maricopa Community Colleges may award credit for military experiences based on

the ACE Guide to the Evaluation of Educational Experiences in the Armed Services. A

student may receive college credit if:

i.  Training parallels a discipline area offered through the Maricopa Community
Colleges, and

ii.  Credit meets a program requirement or is used as elective credit.

Upon request, individuals who have successfully completed Basic Training, four (4)

credit hours in Physical Education will be awarded as indicated in the ACE Guide and

the Community College of the Air Force Catalog. Official documentation of military

training is required.

College Credit Recommendation Service (CREDIT)

ACE evaluates training programs offered by business, industry, and government and

publishes its credit recommendations in The National Guide to College Credit for

Workforce Training. If a student has received training that appears in the guide, he or

she may receive college credit if:

i.  training parallels a discipline area offered through the Maricopa Community
Colleges, and

ii. credit meets a program requirement or is used as elective credit.

iii. Departmental Credit by Evaluation

Students may apply for Departmental Credit By Evaluation in certain courses by

obtaining the appropriate form in the Admissions and Records Office/Office of Student

Enrollment Services, and completing applicable paperwork and other requirements of

the college, including payment of required fee. See fee schedule for appropriate fee.

Fees are not refundable if a student fails to obtain credit. Students may not request:

i.  The evaluation of a course a second time;

ii.  The evaluation of a course while currently enrolled in the course;

iii. To establish credit in a previously completed course; and

iv.  To establish credit for a lower level of a course in which credit has been received.
Exceptions may be granted at some MCCCD colleges for their unique programs of study.

Certain departments have additional requirements that must be met before credit

may be granted through departmental