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CLARENDON COLLEGE 
 PERSONNEL HANDBOOK 
 
 
 EQUAL OPPORTUNITY STATEMENT 
 

Clarendon College is an equal opportunity institution and employer.  The College 
does not discriminate on the basis of age, gender, color, national or ethnic origin, race, 
religion, creed, and/or disability in the administration of its educational policies, admission 
policies, scholarships and loan programs, employment practices, and all institutional 
programs. 
 

Clarendon College does not make pre-admission or pre-employment inquiries 
about disabilities.  Information regarding disabilities, voluntarily given or inadvertently 
received, will not adversely effect any admission or employment decision.  If you require 
special services because of a disability during the interview or pre-employment process, 
you may notify the EEO Officer.  If you require special services as a student because of 
a disability, you may notify the Office of Student Services.  Inquiries or complaints 
concerning Section 504 or the Rehabilitation Act of 1973 or the Americans with 
Disabilities Act (ADA) of 1990 should be referred to the Office of Student Services or to 
the Vice President of Student Services. 
 
 
 CERTIFICATION OF DRUG-FREE WORKPLACE 
 

This is certification that Clarendon College maintains a drug-free workplace as 
required by the Drug-Free Workplace Act of 1988, 34 CFR Part 85, Subpart F. 
 

A. This is official notice to employees that the unlawful manufacturer, 
distribution, dispensing, possession or use of a controlled substance is 
prohibited in the workplace and appropriate action will be taken for violation 
of such prohibition. 

 
B. Clarendon College's drug free awareness program informs employees 

about 
(1) the dangers of drug abuse in the workplace, 
(2) the College policy of maintaining a drug-free workplace, 
(3) drug counseling, rehabilitation, and employee or student assistance 

programs available, and 
(4) penalties may be imposed upon employees, as appropriate. 

 
C. All employees engaged in performance of federal grants will receive a copy 

of this statement. 
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D. Employees must agree that as a condition of employment the employee will 
(1) abide by the terms as stated and 
(2) notify Clarendon College of any criminal drug statute conviction for a 

violation occurring in the workplace no later than five (5) days after 
notice of such a conviction. 

 
E. Clarendon College will notify the proper federal agency within ten (10) days 

after receiving notice under (D) (1) from an employee or otherwise receiving 
actual notice of such conviction.  

 
F. Clarendon College will take one of the two following actions, within thirty 

(30) days of receiving actual notice under subparagraph (D)(2) with respect 
to an employee who is so convicted.  
(1) take appropriate personnel action against such an employee up to 

and including termination of employment; or 
(2) require such employee to participate satisfactorily in a drug abuse 

assistance or rehabilitation program as approved for such purposes. 
 

G. Clarendon College will make good faith efforts to continue to maintain a 
drug-free workplace through implementation of paragraphs (A), (B), (C), 
(D), (E), and (F).  
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 CLARENDON COLLEGE 
 PERSONNEL HANDBOOK 
 
 
 INTRODUCTION 
 

This Personnel Handbook contains basic information about the organization, 
operational policies, regulations, and procedures of Clarendon College.  A thorough 
understanding of the information contained herein, by every employee of the College, is 
essential to the accomplishments of excellence and higher productivity in the educational 
program. 

Additions, deletions, and changes in the Personnel Handbook may be submitted 
to the President's office at any time, and as a result of an ever changing environment 
policies and procedures may be altered from time to time.  

This manual is not to be construed as a contract between Clarendon College and 
its employees and does not in any way imply or create any rights, contractual or 
otherwise, on behalf of Clarendon College's employees.  The Regents of Clarendon 
College may at their sole discretion alter or amend this manual or portions thereof at any 
time. 

Your suggestions and recommendations for improving this Handbook are 
appreciated.  For clarification or additional information, please call the President. 
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CLARENDON COLLEGE 
PERSONNEL HANDBOOK 

 
SECTION I MISSION AND PURPOSE 

 
CLARENDON COLLEGE MISSION STATEMENT 

 
Clarendon College is a comprehensive community college committed to teaching, 

learning and providing access to opportunities that assist in the holistic development of 
its constituents and community.  

 
In pursuit of this mission the College provides academic transfer programs, 

Career/Technical Education, student services, developmental education programs, 
continuing education/community service courses through a variety of instructional 
methodology, including but not limited to: face to face, distance education, and hybrid 
delivery.  

 
Clarendon College strives to provide diverse cultural enrichment opportunities for 

our constituents.  
 

 
 PHILOSOPHY OF CLARENDON COLLEGE 
 

The faculty, Board of Regents, and administrators at Clarendon College are 
committed to the concept that our College be an open door to learning.  With this goal in 
mind, we extend an educational opportunity to students of all ages who can profit from 
instruction.  Every effort is made to provide equal access to the educational opportunities 
offered at Clarendon College without regard to race, creed, color, age, sex, national 
origin, or disability. 

 
In keeping with this philosophy, Clarendon College recognizes and accepts the 

responsibility for providing curricula for university-bound students, for students seeking 
career opportunities in a variety of occupations, and for persons of the community seeking 
cultural enrichment, short-term skill training, or personal improvement opportunities.  The 
College will seek to achieve these goals within the limits of its legal responsibilities and 
available fiscal resources.  
  

PURPOSES OF CLARENDON COLLEGE 
 
The purposes of Clarendon College are defined in the Texas Education Code, 

Section 130.003, and shall be to provide: 
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(1) technical programs up to two years in length leading to associate degrees 
or certificates; 

(2) occupational programs leading directly to employment in semi-skilled and 
skilled occupations; 

(3) freshman and sophomore courses in arts and sciences; 
(4) continuing adult education programs for occupational or cultural upgrading; 
(5) compensatory education programs designed to fulfill the commitment of an 

admissions policy allowing the enrollment of disadvantaged students; 
(6) a continuing program of counseling and guidance designed to assist 

students in achieving their individual educational goals; 
(7) workforce development programs designed to meet local and  statewide 

needs; 
(8) adult literacy programs and other basic skills programs; and, 
(9) such other purposes as may be prescribed by the Texas Higher Education 

Coordinating Board or the Clarendon College Board of Regents, in the best 
interest of postsecondary education in Texas. 

 
Clarendon College exists to serve these purposes as they relate first to the local 

service areas, then to the State of Texas, and finally, to the nation.  It has accepted the 
challenge of providing the resources, curricula, instructional support, and personnel 
required to best serve the many educational needs of its students.  
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 ACCREDITATION 

Clarendon College is accredited by the Southern Association of Colleges and 
Schools Commission on Colleges to award associate degrees. Contact the Commission 
on Colleges at 1866 Southern Lane, Decatur, Georgia 30033-4097 or call 404-679-4501 
for questions about the accreditation of Clarendon College.  

Clarendon College is approved by the Texas Higher Education Coordinating Board 
and The State Board of Vocational Nurse Examiners. 

 
Clarendon College is a member of: 

 
American Association of Community Colleges 

High Plains Higher Education Regional Council 

National Junior College Athletic Association 

Texas Association of Community Colleges 

Texas Association of School Boards 

Texas Community College Teachers Association 

Western Junior College Athletic Conference 

Texas Department of Licensing and Regulations for Cosmetology 

Texas Association of College & University Student Personnel 

Administrators 
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SECTION II ETHICS AND STANDARDS 
 
 
 STATEMENT OF ETHICS AND PHILOSOPHY  
 

It is the policy of Clarendon College to apply the highest ethical standards to all 
members of the College community including the Board of Regents, administration, staff, 
and faculty in achieving its mission, and in managing its resources efficiently and 
effectively to reach its goals and objectives.  The College seeks to treat each person of 
the College community as a unique individual and provide a positive, encouraging, and 
success-oriented environment.  College policies and practices that protect the rights and 
development of each individual in the College community shall be enforced.  Protection 
from unlawful discrimination, including conduct that constitutes sexual harassment, and 
freedom to develop as a student and/or College employee shall be promoted. 

 
The College accepts its responsibilities to its students, to its employees, and to the 

members of the community.  The College is committed to meet these responsibilities with 
balance, fairness, accountability, and ethical integrity.  
 
 
 EMPLOYEE ETHICS 
 

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

 
In order to more adequately express the affirmation of our professional 

responsibilities, we the employees of Clarendon College hold ourselves and each other 
subject to, the following Code of Professional Ethics: 
 

1. We shall treat all persons with respect, dignity, and justice, discriminating 
against no one on any arbitrary basis such as ethnicity, creed, gender, 
disability, social station, or age. 

 
2. We shall strive to help each student realize his or her full potential as a 

learner, a scholar, and as a human being. 
 

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

 
4. We, recognizing the necessity of many roles in the educational enterprise, 

shall work in such a manner as to enhance cooperation and collegiality 
among students, faculty, administrators, and non-academic personnel. 

 
5. We shall recognize and preserve the confidential nature of professional 

relationships, neither disclosing nor encouraging the disclosure of 
information or rumor which might damage or embarrass or violate the 
privacy of any other person. 

 
6. We shall maintain competence through continued professional 

development, shall demonstrate that competence through consistently 
adequate preparation and performance, and shall seek to enhance that 
competence by accepting and appropriating constructive criticism and 
evaluation. 

 
7. We shall exercise the highest professional standards and shall make the 

most judicious and effective use of the college’s time and resources. 
 

8. We, recognizing the needs and rights of others as embodied in the 
institution, shall fulfill the employment agreement both in spirit and in fact, 
shall give reasonable notice upon resignation, and shall neither accept 
tasks for which we are not qualified, nor assign tasks to unqualified persons. 

 
9. We shall support the goals and ideals of the institution and shall act in public 

and private affairs in such a manner as to bring credit to the institution. 
 

10. We shall not engage in sexual harassment of students or colleagues and 
shall adhere to the College’s policy that prohibits sexual misconduct. 

 
11. We shall observe the stated policies and procedures of the College, 

reserving the right to seek revision in a judicious and appropriate manner. 
 

12. We shall participate in the governance of the College by accepting a fair 
share of committee and institutional responsibilities. 

 
13. We shall support the right of all to academic freedom and due process, and 

defend and assist those accused of wrongdoing, incompetence, or other 
serious offense so long as the individual's innocence may reasonably be 
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maintained. 
 

14. We shall not support a colleague or an individual who is known to be 
persistently unethical or professionally incompetent. 

 
15. We shall accept all the rights and responsibilities of citizenship, including 

participation in the formulation of public policy, always avoiding use of the 
privileges of his or her public position for private or partisan advantage. 

 
*In this code the term "colleague" refers to administrators, teachers, nonacademic 
personnel, and any other persons employed by the College in the educational enterprise. 
Reference: TCCTA, 1997. 
 
 
 ACADEMIC FREEDOM 
 

Institutions of higher education are conducted for the common good.  The following 
statements rest upon the belief that the common good depends upon a free search for 
truth and its free expression without intent to do personal harm.  

 
Each faculty member is entitled to freedom in discussing the subject which he/she 

teaches.  Limitations to this basic statement exist only within bounds of common decency 
and good taste.  Each faculty member is also entitled to speak or write as a citizen of 
his/her nation, state, and community without fear of institutional censorship or discipline. 
 

 
 ACADEMIC RESPONSIBILITY 
 

The concept of academic freedom must be accompanied by an equally demanding 
concept of responsibility, shared by the Board of Regents, administration, and faculty 
members. 

 
The fundamental responsibilities of a faculty member as a teacher and scholar 

include maintenance of competence in his/her field of specialization and the exhibition of 
such competency in lectures, discussions, and publications. 

 
Exercise of professional integrity by a faculty member includes recognition that the 

public will judge his/her profession and his/her institution by his/her statements. 
Therefore, he/she should strive to be accurate, to exercise appropriate restraint, to show 
respect for the opinion of others, and to avoid creating the impression that he/she speaks 
or acts for his/her college when he/she speaks or acts as a private person. 
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A faculty member should be selective in the use of controversial material in the 

classroom and should introduce such material only as it has clear relationship to his/her 
subject field. 
 
  

OPEN DISCUSSION 
 

The Board of Regents adopts the position that in a world of rapid change and 
recurrent crises, a college best serves its community, not as a stronghold of rigid tradition, 
but as an open intellectual forum where varying opinions may be freely expressed and 
freely debated. 
 

The Board holds the following assumptions to be basic to college policy: 
 
a. That a free society functions efficiently only if its citizens have a right to 

discuss, to debate, and to agree or disagree constructively.  
b. That an educated citizenry, fully aware of all the evidence, is best able to 

preserve the valuable heritage of American-democratic institutions.  The 
College has an obligation to its community to promote healthy discussion 
as an educative force. 

 
Policy Statement 

a. The Board endorses the principle of open discussion and free inquiry on the 
College campus. 

b. The Board seeks to enlist a faculty whose members subscribe to high 
standards of professional conduct, who are specialists in the various subject 
matter areas, and who are fair and constructive in presenting ideas and 
issues to the students. 

c. The Board desires to foster in students a respect for differing points of view, 
and the ability to discriminate between opinion and fact, and to think 
intelligently. 

d. The College may invite visits from outside speakers representing diverse 
points of view.  In return, it reserves the right to impose specific conditions 
insuring that opportunity be provided for students to hear opposing sides of 
a question. 
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COMPACT WITH TEXANS 

 A Commitment to Customer and Student Service 
 

Clarendon College is a comprehensive community college committed to teaching 
and learning and to providing equal access to opportunities that assist in the holistic 
development of its constituents and community.  In pursuit of that mission, the College 
provides academic transfer programs, workforce education programs, student services, 
developmental education courses, continuing education/community service courses, and 
diverse cultural enrichment opportunities. 
 

Therefore, in pursuit of this mission and to emphasize our commitment to customer 

and student service, Clarendon College enters into the ACompact with Texans@ 

agreement, which sets forth the rights of customers/students and defines the standards 
of service customers/students should expect. 
 
 
 Customer Service Standards 
 

Clarendon College is committed to meeting the highest customer service 
standards.  In this compact with Texans, we reaffirm the College’s commitment to 
professional service, responsiveness, effective communication and follow-through with 
each customer/student.  Our customers/students can expect College employees to be 
courteous, knowledgeable, and efficient when providing services. 
 

To ensure quality services, Clarendon College will foster an environment that is 
caring and friendly, and that encourages and enhances trust.  The College will (1) respond 
promptly to individual questions and comments and will (2) use customer comments for 
the continual improvement of services and to minimize response times. 
 
Accessibility: 
 

Clarendon College facilities will be clean and well maintained, easy to navigate 
with clear signage and will be accessible to all, including those with disabilities.  Contact 
numbers and office hours for faculty and staff will be clearly communicated.  The phone 

system will be customer friendly with quick and easy access to a Alive person.@ 

 
Faculty, Staff, Administration: 
 

Employees of the College will be educated in the service standards of the College; 
will exhibit customer friendly service skills; and, be knowledgeable, professional, and 
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demonstrate optimal effort to meet needs and solve problems. 
 
Communications: 
 

Employees will respond to customer requests in a clear, concise, and timely 
manner.  In addition, the College will emphasize courtesy, accuracy, and efficiency.  
Customers will be consulted regularly about the service provided and the results will be 
reported to the President of the College.  Employees will protect and uphold all aspects 
of confidentiality. 
 
Internet Site: 
 

The College=s Internet site will be user-friendly, easy to navigate and contain up-

to-date information that is useful to the student/customer.  The site will offer key contact 
names, e-mail addresses, and phone numbers for customers seeking information about 
the College.  The site will clearly identify the date that information is updated.  The home 
page for Clarendon College is www.clarendoncollege.edu.   
 
Timely Service: 
 

College faculty and staff will respond to customer/student requests for information 
as close to the time of the request as possible.  Faculty and staff will update 
customers/students about unavoidable wait times and offer other options to meet 
customer’s needs.  (In such cases where a class schedule is requested, a mailing list will 
be maintained.  Once the schedules have been printed and become available, a schedule 
will be mailed to all those on the mailing list.) 
 
Printed Information: 
 

Published information, brochures, catalogs, class schedules, and any other 
information printed and/or published by the College to promote the College or to inform 
the public about the College, will be published in professional and timely manner and will 
be up-to-date and accurate. 
  
Complaint Process Procedures 
 

Clarendon College seeks fair, just, and prompt solutions, when possible, to all 
complaints and grievances.  Currently enrolled students wishing to discuss issues 
regarding student services, student life, student rights, and student obligations should do 
so through the Office of Student Services.  Academic and student services related 
complaints are to follow the policies and procedures outlined in the Clarendon College 
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Student Handbook, the College Catalog, and/or the Clarendon College Policy Manual.  
Employees who have concerns should contact their supervisor and should proceed in 
accordance with College policies and procedures. 
 

Individuals or groups external to the College who have concerns or complaints 
about a customer service issue should address the concern to the department head in 
the area involved.  If the issue is unresolved, complaints should be directed to one of the 
College Vice Presidents.  The Customer Service Representative may be contacted for 
issues unresolved at the department or vice president level or if the customer needs 
assistance in directing the complaint. 
 
  
 
 
 
 

Name and Contact Information of the 
 Customer Service Representative 
 
 Mrs. Ashlee Estlack 
 Assistant to the President 
 Clarendon College 
 P.O. Box 968 
 Clarendon, TX 79226 
 
 Phone: (806) 874-4808 
 Fax: (806) 874-1489 
 E-Mail: ashlee.estlack@clarendoncollege.edu 
 
 
 Customer Service Performance Measures 
 
Annual surveys will be conducted to measure student satisfaction with the services of the 
institution. 



 
 

 
Adopted by Board of Regents 8-20-2015  Page 17 

SECTION III   EMPLOYMENT 
 
 
 THE IMMIGRATION REFORM AND CONTROL ACT OF 1986 
 

The Immigration Reform and Control Act of 1986 requires Clarendon College to 
obtain proof of identity and eligibility to work in the United States from all persons to whom 
a job offer is extended before employment processing is completed. 
 

Lack of English language skills will not be a barrier to enrollment at Clarendon 
College. 
 

The administrative staff supports the concept of equal employment opportunity and 
is committed to working in all feasible ways to insure its implementation at Clarendon 
College. 
 
 PRELIMINARY REQUIREMENTS 
 

Prior to assuming the duties of the appointed position, all employees will complete 
the following requirements: 
 

1. File an IRS withholding tax form (W-4) and an I-9 with the business office;  
2. Complete all required forms for enrolling in the Texas State Teachers 

Retirement System, or an alternative retirement plan;  
3. Complete the necessary forms for participation, if desired, in the 

hospital-surgical and group life insurance plans sponsored by the College;  
4. Complete the institutional questionnaires and required forms; and, 
5. File with the proper office all official transcripts of all college work and any 

other documentation necessary to verify previous training and experience. 
 
 ORIENTATION OF NEW FACULTY MEMBERS 
 (Part-Time and Full-Time) 
 

The strength and soundness of the educational program at Clarendon College 
depends on the quality of its faculty.  Thus, the College makes a concerted effort to 
employ only the best qualified and most effective instructors.  Furthermore, it is 
recognized that their efforts will be most productive if they are familiar with the institution 
and understand clearly the many operational features necessary for the smooth operation 
of the College.  Toward this end, the Vice President of Instruction has overall responsibility 
for the orientation of new faculty members.  He/she may publish from time to time the 
Part-time and New Faculty Handbook, may hold orientation sessions for new and part-
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time faculty, and may assign the Division Director and/or other appropriate person to all 
newly employed faculty members for the purpose of providing a complete orientation to 
Clarendon College. 

 

 TEXAS TEACHER RETIREMENT SYSTEM 
 

All full-time employees will be subject to the provisions of the Texas Teachers 
Retirement System or the optional retirement plan.  A deduction will be made each month 
as required by law of the gross wages during the academic year from September 1 
through August 31.  An annual Teacher Retirement System fee will be deducted each 
September and at the time of initial employment if other than September for members in 
the TRS.  

 
All salaries and wages will be subject to the Federal Withholding Tax provisions 

and such tax will be withheld on the basis of information furnished by the employee on 
the Form W-4. 
 
 OPTIONAL RETIREMENT PLAN INFORMATION 
  

In compliance with the provisions of Chapter 729, acts of the 60th Legislature of 
the State of Texas, Regular Session, 1967, the Board of Regents of Clarendon College 
established for eligible faculty, administrators, and some professional personnel of the 
College an alternative retirement plan which may be elected in lieu of active membership 
on the Texas Teacher Retirement System.  

 
The carriers authorized to issue optional retirement plan contracts under this policy 

will be determined by the Vice President of Administrative Services, authorized by the 
eligible faculty and staff of the College, through a procedure approved by the President 
of the College, providing that all contracts meet the provisions of the laws of the State of 
Texas.  
 
 Eligibility 
 

All full-time faculty members, administrators and some professional personnel of 
the College are eligible to participate in an alternative retirement plan. 

 
A full-time person who enters the program and later reduces to part-time status will 

remain eligible for the program. 
 
A person is automatically considered a member of the Texas Teacher Retirement 

System unless he/she elects to participate in an alternative retirement plan during the first 
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ninety (90) days of employment. 
 
It is the individual employee's responsibility to insure that the decision to participate 

or not to participate is made within the ninety (90) day period.  A person electing to 
participate in an alternative retirement plan must take the following action: 
 

1. Complete Teacher Retirement System form entitled Notice of Election to 
Participate in Optional Retirement Program (TRS 28), and TRS Form 29 
entitled Application for Refund for Participants in Optional Retirement 
Program, if appropriate.  Upon such withdrawal of funds the member shall 
thereby forfeit and relinquish all rights as a member of the Texas Teacher 
Retirement System.  

2. Sign Optional Retirement Program Form to indicate choice of carrier.  
3. Complete application form of carrier and forward to carrier through the 

Payroll Office of Clarendon College. 
 

PARS (PUBLIC AGENCY RETIREMENT SERVICES) 
 

The Omnibus Budget Reconciliation Act of 1990 (OBRA 90) amended the 
Internal Revenue code to mandate that employees of public agencies, who are not 
members of their employer’s existing retirement system as of January 1, 1992, be 
covered under Social Security or an alternate plan.  The PARS 457 FICA 
Alternative Plan satisfies the OBRA 90 federal requirements. 

 
Clarendon College adopted the PARS 457 FICA Alternative Plan 

September 20, 2007 as an alternate plan to Social Security for their employees 
who otherwise are not eligible for participation in the agency’s other retirement 
systems(s). 

 
 STUDENT FEDERAL WORK-STUDY PROGRAM 
 
1. Functions of the Vice President of Administrative Services: 
 

The Vice President of Administrative Services is charged with the overall 
responsibility for business services, including the student work-study program.  
The Vice President is responsible for establishing overall policies and procedures 
for the administration of student work study program.  

 
2. Functions of the Director of Financial Aid 

 
The Director of Financial Aid, under the direction of the Vice President of 
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Off Student Services, is charged with the day-to-day operational responsibility for 
the student work study program at Clarendon College.  The Director of Financial 
Aid has specific responsibility for the following: 
a. Assigning positions for student employment in various departments. 
b. Establishing pay schedules to be applied to student positions. 
c. Receiving requests from various departments for filling positions.  All 

departments wishing to nominate students by name for employment may 
do so.  Requests will be honored, if possible. 

d. Clearing all transfers or temporary assignments of student employees from 
one department to another. 

e. Approving all commitments for employment, number of hours and rate of 
pay.  (The Vice President of Administrative Services has the authority to 
review all assignments and/or commitments.) 

f. Maintains student employee position descriptions, student employee 
requisitions, work schedule forms, and time sheets. 

 
3. Function of Student Employee Supervisors 

 
Human growth and development are primary objectives of student 

employment.  Supervisors should gain insight and exercise tolerance where 
improvement is needed in student skills and attitude.  Student Employee 
Supervisors should 

 
a. Assist the Director of Financial Aid in developing job descriptions for 

positions in the department.  
b. Initiate requests for students to fill positions in their department.  

c. Train each employee thoroughly in the duties and responsibilities of the job.  
d. Review and approve student time sheets.  (Time sheets are maintained by 

each student.  The supervisor will approve and submit student worker time 
sheets for payment at the end of each month.  The authorized signature on 
the time sheet may be any staff or faculty member who is responsible for 
accomplishment of the work indicated on the time sheet.) 

e. Develop effective working-learning conditions for students through the 
design, planning and organization of work.  

f. Assign work appropriate to the individual's capacity and stimulate creativity 
and responsibility in his/her accomplishment.  

g. Report names of students who are not working to the Director of Financial 
Aid.  
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4. Functions of Student Employees 

 
In accepting employment through the Student Work-Study Program, it is 

important for the student to understand job responsibilities.  Only through 
conscientious and dependable service of students can we improve the quality and 
quantity of student employment.  (A student worker when placed is on a 30 day 
probationary period, to determine the level of satisfaction with his/her 
performance.) 

 
a. Students are expected to have regular attendance and to be punctual.  (This 

is absolutely essential to satisfactory performance.) 
b. Students who have occasion to leave their assigned work station will inform 

the supervisor prior to leaving his/her workstation. 
c. Students are expected to report with a willing and cooperative attitude.  

(This is necessary for personal growth, skills development, and efficiency 
on the job.) 

d. Students are expected to remain on the same job through the school term.  
Anyone who wishes to terminate should notify his/her supervisor and the 
Director of Financial Aid in advance. 

e. Past performance and references will be a consideration in financial aid 
renewals or any further job referrals. 

f. Students are expected to maintain a time sheet and be paid once a month.  
The time will be logged "in" and "out" for each work period. 

 

5. Procedure for the Administration of Work-Related Disputes 

 
a. In the event of a disagreement or misunderstanding in the course of 

employment, the student and the supervisor will try to reach accord and 
mutual understanding by discussing the problem at the time.       

b. If the misunderstanding is not resolved, the supervisor will counsel the 
Student on the functions and responsibilities of the job within the framework 
of support and encouragement.  A written record of the counseling session 
and of any previous discussions or remedial measures will be made and 
forwarded to the Director of Financial Aid. 

c. If the proper application and intent of the employment program has been 
followed and the problem still persists, the supervisor may recommend to 
the Director that the student employee be discontinued in the position,  

d. If other openings are available, the Director of Financial Aid will endeavor 
to place the student elsewhere, without prejudice, within the student 
employment program.  
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6. Timekeeping Procedure 

 
Students should list their name, security number, and assigned 

department/office on each time sheet.  Students should log "in" and "out" each 
work period, and track the total hours worked.  Each supervisor should have a time 
sheet for each student.  The supervisor is that person who is directly responsible 
for supervising and detailing the student's work.  Any permanent employee on the 
College staff or faculty charged with this responsibility is the authorized signature 
on the time sheet.  Time sheets are to be turned in to the Financial Aid Office by 
the supervisor, where they will be logged and forwarded to the Payroll Office for 
processing.  Signatures of the student and the supervisor at the bottom of the time 
sheet indicate that the time is accurate and ready for payment.  It is important that 
hours are reviewed and are correct before signing the time sheet. 
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 SECTION III OPERATING PROCEDURES 
 
 
 GENERAL FACULTY MEETINGS 
 

The Vice President of Instruction at Clarendon College is chairperson of the 
general faculty and may call it together for meetings anytime there is significant business 
to discuss and transact.  As a rule, the general faculty will meet once a month.  Any 
member of the College faculty or administration may suggest agenda items by submitting 
them in writing to the Vice President of Instruction.  Any item of business which may 
impact on the affairs of the faculty or the well-being of the institution is a proper topic for 
discussion at the meetings.  Attendance at faculty meetings is mandatory for all full-time 
faculty members; an absence must be approved in advance.   

 
 PERSONNEL RECORDS 
 

The administration of the College will provide for gathering, organizing and 
safekeeping of pertinent data regarding each employee.  Each person's file will be 
available to him/her for review upon request. 
 
 CREDENTIALS 
 

The new instructor, immediately after being employed, will bring his/her credentials 
up-to-date and file them with the appropriate office.  This will include complete and official 
transcripts of all college work from all institutions attended and a prior service record.  
Instructors should file supplementary transcripts when graduate work is earned after 
employment. 
 
 STATEMENT ON ACADEMIC AND PROFESSIONAL PREPARATION 
 

In accordance with the policies and procedures of Clarendon College, the rules 
and regulations of the Texas Higher Education Coordinating Board, and the Principles of 
Accreditation of the Commission on Colleges of the Southern Association of Colleges and 
Schools, all full- and part-time faculty teaching at Clarendon College must meet the 
following appropriate criteria for academic and professional preparation. 
 
For Faculty Teaching Academic or Transfer Courses 
 

All full-time and part-time faculty members teaching credit academic or transfer 
courses must have completed at least a minimum of 18 graduate semester hours in the 
teaching discipline and hold a master's degree, or hold a minimum of a master's degree 
in the discipline (i.e., a major in the teaching discipline). 
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For Faculty Teaching in Career & Technical Education 
 

All full-time and part-time faculty members teaching in Work Force Education, 
occupational, and/or technical areas that are components of associate degree programs 
not usually resulting in college transfer, or in the continuation of students in senior 
institutions must possess appropriate academic preparation or academic preparation 
coupled with work experience.  The minimum academic degree for faculty teaching in 
CTE areas must be at the same level at which the faculty member is teaching.  However, 
the expected combination is a baccalaureate degree with at least three to five years of 
appropriate work experience. 
 

If a CTE course or area is designed for transfer or if the majority of the students in 
the course or program transfer to a senior institution, the minimum academic preparation 
is the same as for faculty who teach academic and transfer courses or programs. 
 
For Faculty Teaching Remedial or Developmental Education 
 

All full-time and part-time faculty members who teach in remedial or developmental 
education programs must hold at least a baccalaureate degree in the discipline related to 
their assignment and have either teaching experience in the discipline related to their 
assignment or graduate training in remedial or developmental education. 
 
Required Documentation 
 

In addition, the policies and procedures of Clarendon College, the rules and 
regulations of the Texas Higher Education Coordinating Board, and the Principles of 
Accreditation of the Southern Association of College and Schools - Commission on 
Colleges require Clarendon College to document the qualifications of each full-time and 
part-time faculty member.  Required documentation to document academic and 
professional preparation includes a completed Application for Employment, official 
transcripts from all institutions attended, a current resume, and Statement of Educational 
Philosophy.  Lastly, individual faculty members are encouraged to place in his or her file 
additional information regarding professional development activities and other 
professional accomplishments, such as publications or professional presentations. 
 

 COMMUNITY ACTIVITIES 
 

Clarendon College prides itself on securing employees who participate in 
community life.  All employees are urged to be involved in some facet of community 
service, organizations, churches, clubs, or charitable activities. 
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CONFLICT IN INTEREST IN EMPLOYMENT 
 

Clarendon College must have first call on the energy, and efforts of the full-time 
contractual employee as well as all full-time employees.  Clarendon College must be your 
primary employment. 
 

No employee of Clarendon College shall have any interest, financial or otherwise, 
direct or indirect, or engage in any business, transaction, or professional activity or incur 
any obligation of any nature that is in substantial conflict with the proper discharge of 
duties in the college’s interest. 

 
No college instructor or employee shall enter into a business transaction with a 

student or related family member without having it documented and approved by the 
immediate supervisor and the President of the College. 
 

Employees of the College who wish to hold additional positions or offices are 
subject to the following rules: 
 
 
Incompatible Offices 
 

One person may not occupy two legally incompatible offices.  A college instructor 
is an employee and not an officer within the meaning of the Texas Constitution, Art. XVI, 
Sec. 40; therefore, he/she is not barred from serving in another governmental capacity so 
long as the two positions are not incompatible.  Offices are legally incompatible when the 
faithful and independent exercise of one would necessarily interfere with the faithful and 
independent exercise of the other.  Whether two positions are legally incompatible is a 
question to be determined by those having supervision over one or both of the positions 
held by the person in question, and ultimately, by the courts.  In the case of a college 
instructor, it is the responsibility of the College President to determine whether any 
additional position or office is legally incompatible with the teaching position. 
 
 
Exception 
 

Employees shall not be barred from serving as members of the governing bodies 
of school districts (other than those in which they are employed), cities, towns, or other 
local governmental districts; provided, however, that such employees shall receive no 
salary for serving as members of these governing bodies. 
 
Automatic Resignation of Office 
 

When a person occupies two offices which he/she may not occupy for 
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constitutional reasons or at common law, it is the common law rule that by accepting the 
second of such positions, the person automatically vacates the first. 
 
Employee Standards of Conduct 
 
The following standards of conduct shall apply to all employees of Clarendon College: 

1. No employee shall accept or solicit any gift, favor, or service that might 
reasonably tend to influence the employee in the discharge of official duties 
or that the employee knows or should know is being offered with the intent 
to influence official conduct. 

2. No employee shall accept employment or engage in any business or 
professional activity that the employee might reasonably expect would 
require or induce the disclosures of confidential information acquired by 
reason of the official position. 

3. No employee shall accept other employment or compensation that would 
reasonably be expected to impair the employee's independence or 
judgment in the performance of official duties. 

4. No employee shall make personal investments or knowingly solicit, accept, 
or agree to accept any benefit for having exercised the employee's official 
powers or performed official duties in favor of another. 

5. All college employees must maintain a professional relationship with college 
students.  Anything other than a professional relationship will not be 
tolerated and will provide grounds for dismissal of non-professional ethics. 
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TRANSPORTATION MANAGEMENT 
 OPERATIONAL PROCEDURES 
 
 
Modes of Transportation 
 

Modes of transportation used for college travel shall include, but not be limited to 
cars, and/or motor coaches.  Travel arrangements shall be made in accordance with the 
College’s operational procedures and administrative regulations. 
 
 
Driver Requirements 
 
A driver who operates a College-owned or -leased vehicle must: 
 

1. Be at least 18 years of age; 
 

2. Be an employee of the College or approved by the College; 
 
3. Hold a valid driver’s license appropriate for the vehicle to be driven; and, (A 

driver of a commercial vehicle must have a valid commercial drivers license 
with appropriate certifications for the vehicle to be driven.) 

 
4. Obey all rules and laws governing the roadways and be subject to losing their 

eligibility to drive a college vehicle if a violation occurs.  (Note: The College will 
not be responsible for the payment of any fine levied by law enforcement 
against a driver of a college-owned or -leased vehicle.  The fine is strictly the 
personal responsibility of the individual driver.) 

 
Safety Standards 
 
1. The driver shall ensure that the number of passengers does not exceed the 
designed capacity of the vehicle and that each passenger is secured by a safety belt, if 
provided. 
 
2. The driver should check to make sure the vehicle is in safe operating 
condition before starting each trip.  (Such things as lights, brakes, tires, spare tire, gas, 
etc. should be checked.)  Any suspected problem with the vehicle must be reported before 
starting the trip. 
 
3. Students participating in college sponsored trips are subject to the College’s 
Code of Student Conduct at all times during the sponsored trip. 
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4. The posted legal speed limit shall be considered the maximum speed limit 
for all college-owned vehicles, unless weather conditions demand slower speed. 
 
5. Smoking and the use of any other tobacco product, including smokeless or 
chewing tobacco, is prohibited at all times in all college-owned vehicles. 
 

6. College vehicles are not for personal use. 
 
Driver Fatigue 
 

A driver of a college owned vehicle shall not drive for more than three consecutive 
hours without taking a 15 minute break or relief from driving. 
 
Reserving a Vehicle 
 

1. The instructor or sponsor of the trip must complete a travel request form 
and submit the request seven days prior to the departure date of the trip.  

 
2. Travel requests requiring expenditure of funds for expenses other than 
gasoline must be accompanied by an appropriate purchase order requesting funds for 
travel expenses. 
 
Check Out 
 

1. Once the trip has been approved and all appropriate paper work completed, 
the Motor Pool will be notified and the availability of the vehicle will be 
established. 

 
2. The Office of the Vice President of Instruction is responsible for notifying 
college instructors that the identified students are participating in a school sponsored 
activity; however, this notification does not diminish the student’s obligation to 
communicate with his/her instructor concerning the absence, nor does a school 
sponsored activity absolve the student of his/her responsibility for all work missed as a 
result of the sponsored activity. 

 
3. The vehicle and keys may be picked up from the Motor Pool at the 

designated time and all bus keys and cards may be picked up from the office 
of the Assistant to the President. Courtesy cards (credit cards) may be 
obtained as appropriate in the Business Office. 

 
Check In 
 

1. The vehicle, the courtesy cards, and the keys are to be checked in 
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immediately following trip. 
 

2. The driver and/or sponsor of the trip must report any needed repairs or 
suspected problems to the Motor Pool Specialist, the Director of 
Maintenance, and/or the Office of the President.  

 
3. If you drive or sponsor the trip, please have your passengers clean the 

vehicles before returning the vehicle to the Motor Pool.  It is responsibility 
of the driver and the sponsor to keep the vans as clean as possible on all 
trips.   

 
Responsibilities of the Sponsor/Supervisor/Program Director 

 
1. The sponsor, supervisor, or program director must accompany the student 

group. 
 
2. The sponsor/supervisor/program director is responsible to make certain that 
all of those in his/her charge are wearing seat belts, where available, when the vehicle is 
in motion. 

 
3. The sponsor/supervisor/program director shall make certain the names of 

any individual in his/her charge who will be driving a college vehicle are 
submitted to the Office of the President prior to any trip being conducted. 

 
4. The sponsor/supervisor/program director shall be responsible for planning 

the trip. 
 

1. The sponsor/supervisor/program director shall work to keep the vans as 
clean as possible during the trip and to return the cars and/or vans as clean 
as possible after the trip. 

 
2. The sponsor/supervisor/program director shall report any needed repairs or 

suspected problems with the vehicle to the Motor Pool Specialist, the 
Director of Maintenance, and/or the office the President. 

 
 
Accident Reports 
 

Any accident, regardless of the extent of damage, involving a college vehicle, 
should be investigated by a police officer, the Office of the President and the Vice 
President of Administrative Services are to be informed as soon as possible. 
 
Service of College Vehicles 
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The service of all college-owned vehicles will be the responsibility of the Motor 

Pool Specialist.  It is the responsibility of the Specialist to regularly inspect, service, and/or 
repair (or arrange for the repair of) all college vehicles, to promote safety, to make certain 
no vehicle is used that is not absolutely roadworthy, and to make certain all vehicles 
comply with college safety standards and other appropriate safety standards. 
 

 OFF-CAMPUS USE OF COLLEGE EQUIPMENT 

College equipment is not available for off-campus use or for non-college related 
activities except upon the specific approval of the President.  
 

 INSURANCE PROBLEMS - NON-OWNED VEHICLES 

When personal vehicles (not owned by the College) are being used to transport 
college students and employees, the College insurance does not apply.  There is no 
coverage for medical payments to students or employees or for physical damage to the 
vehicle. 

 
College students should not be transported on college business or college 

sponsored activities in personal vehicles unless the insurance of the vehicle owner will 
adequately cover them.  Some people do not carry medical payments coverage in their 
insurance policies and this should be checked thoroughly.  The owner of the personal 
vehicle should be advised that college insurance will not cover his/her vehicle in case of 
a loss. 
  

CARE OF SCHOOL PROPERTY 

It is expected that all personnel charged with the custody of any college property 
(furniture and equipment) will exercise prudent care of such property.  The President's 
Office along with the Vice President of Administrative Services should be notified of any 
malfunctioning, damage, or theft of college property.  

 
The Vice President of Administrative Services will maintain an accurate inventory 

of all furniture and equipment owned by the College.  Once items of equipment have been 
received, the business office will make an entry in the inventory records showing (1) 
campus location; (2) description, model, serial number; (3) cost, including freight.  
Annually, the Vice President of Administrative Services will conduct a physical inventory 
of all furniture and equipment and compare such inventory with card records.  All 
employees will be expected to participate in taking and maintaining the equipment 
inventory on an annual basis. 
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 CHANGES TO BUILDINGS 
 

Changes to buildings that can be considered permanent, such as installation of 
drapes, carpet, shelves, signage, or anything else installed or attached to a building, must 
be arranged through the President. 

 
 

 ADMINISTRATIVE OFFICE HOURS 

Administrative offices at Clarendon College (Clarendon College campus, Pampa 
Center campus, and Childress Center campus) are normally open from 8:00 a.m. until 
4:30 p.m. Monday through Thursday and 8:00 a.m. until4:00 p.m. on Fridays.  

 
Alternate or flexible work schedules and alternate hours may be established by the 

President each semester in order to provide appropriate support services to students who 
attend class at other than traditional times.  
 

 CANCELLATION OF THE WORK DAY 

The President of the College or his designee will be responsible for making the 
final decision on canceling a work day due to bad weather, national tragedy, or other 
reasons.  As soon as a decision has been made it will be relayed to staff personnel via 
telephone calls and mass media communication.  Public announcements in the 
Clarendon area are normally made over KEFH radio (99.3 FM), in the Pampa area over 
KGRO radio (100.3 FM) and KOMX radio (1230 AM), in the Memphis area over KLSR 
radio (105.3 FM), in the Childress area over KSRW radio (96.1 FM), and in Amarillo and 
other parts of the Panhandle over KGNC radio (710 AM and 97.9 FM) and on television 
stations KVII Channel 7, KFDA Channel 10, and KAMR Channel 4.  In addition, faculty, 
staff, and students are encouraged to check the college’s website, Facebook page, and 
Twitter.  You may call the Clarendon College Weather Hotline at (806) 874-4850 or at 
(806) 874-3571 Ext 300 for up-to-date information. 
 

 

 THE COLLEGE CALENDAR 

The official calendar for the current year is printed in the College Catalog.  
Employees will be advised of other significant calendar events from time to time during 
the year. 
 
 THE ANNUAL BUDGET 

The Board of Regents is required by law to adopt an annual budget of income and 
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expenditures for the College.  The budget for a given school year is adopted in the latter 
part of the preceding year and is filed with certain governmental agencies in accordance 
with State law. 
 

Preparation of the budget begins with the individual employee and proceeds 
through the administrative organization of the College and to the Board of Regents.  Each 
employee is responsible for estimating his/her needs for the upcoming school year.  
Through a series of conferences among the college personnel, an agreement is reached 
whereby the desirable expenditures for the year are "budgeted" in relation to expected 
income.  The budget is an estimate of income and expenditures, made up of many small 
parts and affecting each employee, who, in turn, is responsible for "living within his/her 
means."  An approved purchase order is required for all expenditures.  All departments 
and areas are required to stay within the limits of their budget. 
 

In budget matters, each employee should be governed by the fact that the 
administration and Board of Regents will do everything possible to ensure that Clarendon 
College personnel have adequate resources for maintaining excellence in all facets of the 
College.  The College is responsible to the constituency of the district for the exercise of 
prudence and self-discipline in financial matters.  Each employee must consider the 
welfare of the institution as a whole as well as his/her own immediate needs. 
 

 COLLECTION OF FUNDS 

As a general rule, the collection of tuition and other monies due the College will be 
the responsibility of the Business Office.  Funds derived from auxiliary enterprises or in 
behalf of approved student organizations may be collected by such organizations, under 
policies and procedures established by the Business Office and the administration; 
however, all such funds must be deposited and accounted for by the Business Office on 
a daily basis.  Funds turned over to the Business Office for deposit will be credited to the 
appropriate student organization, agency account, or auxiliary fund. 
 

  ENERGY CONSERVATION 

Clarendon College will make every possible effort to conserve energy.  Heating 
and air conditioning, as well as lighting, should be controlled in an appropriate manner 
(i.e. turned off on weekends, holidays, or when buildings are not in use). 
 

All employees are urged to be "energy conscious," to conserve energy in every 
way possible, and to make suggestions about further steps that might be taken to 
conserve energy.  Energy conserved also will mean dollars conserved that can be used 
elsewhere in the College. 
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 DISPOSAL OF SURPLUS PROPERTY 

Property which is surplus to the needs of the College will be disposed of by public 
sale or other appropriate methods through the Business Office.  Employees of the College 
or members of their immediate families are eligible to purchase surplus property only 
when it is offered for sale by the College to the general public. 
 

 ADVISORY COMMITTEES 

Clarendon College is committed to serving the educational needs of its service 
area.  To remain responsive to these needs, a variety of advisory committees will be 
utilized to improve communication between the College and the people.  General 
guidance and advice will be sought through one or more advisory committees while more 
specific assistance will be provided by occupational or program advisory committees. 
 

Membership on advisory committees shall be open to all adults within the 
community who have a potential for service to the College without regard to race, age, 
color, sex, national origin, or handicap.  All advisory committee members shall be 
approved by the President. 
 

Minutes of advisory committee meetings related to the instructional program and 
the membership of each instructional advisory committee are maintained in the Office of 
the Vice President of Instruction.  Minutes of general advisory committee meetings are 
maintained in the Office of the President and/or the appropriate Vice President.  

 
 
Procedures for Program Advisory Committees 

 
A separate program advisory committee must be established for each workforce 

education (vocational-technical) program or for a cluster of closely related programs.  The 
broad purposes for each program advisory committee shall be to: 

 
1. help the college document the need for a workforce education program; 
2. help the college ensure that the program operates from a well-designed 

curriculum which works to provide students  with the skills, knowledge, and 
attitudes necessary to successfully meet the needs of business and 
industry; and, 

3. help the college ensure that the program has adequate resources. 
 

Functions of the Program Advisory Committee 
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1. assist the College in establishing immediate and long range goals for the 
program; 

2. assist the College in providing a well-designed curriculum which meets the 
needs of students and the needs of business and industry; 

3. assist the College in the establishment of workplace competencies within 
the program; 

4. assist the College with the program evaluation, including an evaluation of 
facilities and equipment and an assessment of the strengths and 
weaknesses of the relevance and adequacy of the program in meeting the 
needs of business and industry. 

5. advise the College on the selection and acquisition of new equipment; 
6. provide resource people for the program and work to provide external 

learning opportunities, employment, and placement opportunities for 
program participates; 

7. assist the College in promoting and publicizing the program to the 
community and to business and industry; and, 

8. represent the needs of students and the needs of business and industry to 
the College. 

 
Advisory Committee Meetings / Minutes 
 

1. Advisory committees must meet in person a minimum of two times a year, 
once each semester.  It is recommended that contact with committees be 
maintained throughout the year via e-mail, fax, or phone.  During the 
development of new programs or in times of major program revision, the 
advisory committee should meet frequently. 

2. Minutes must be kept of all advisory committee meetings.  The minutes 
should follow the standard form for Clarendon College Committee Minutes.  
The advisory committee minutes should include or reflect the following: 

a. a list of committee members present and absent, 
b. a list of others present at the meeting, and 
c. the active participation of committee members, 

3. Attached to the minutes should be list of all committee members which 
reflects name, title, affiliation, address, and telephone number.  (Note: Full-
time faculty members may only serve on the advisory committee in an ex-
officio capacity.) Following the advisory committee meeting, a copy of the 
minutes must be forwarded to the Vice President of Instruction. 
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The following is an index of all policies listed in the Clarendon College Policy Manual: 
 
 
 
 INDEX 
 
 SERIES 1000 - GENERAL INSTITUTIONAL POLICIES 
 
Policy Number          Page 
 
1100-1199 FOUNDATION POLICIES         
 1110  Legal Authority         1 
 1115  Legal Limits          1 
 1120  Harmony with State and Federal Laws      2 

1125  Legal Name          2 
1130  Clarendon College Service Area       2 

 1135  Logo         2 
1140  Location of Offices         3 
1145  Philosophy of Clarendon College       3 
1150  Mission Statement         4 
1155  Purposes of Clarendon College       4 
1160  Degrees Granted        5 

 
1200-1299  POLICIES AND BYLAWS OF THE BOARD OF REGENTS 

1210  Policies and Bylaws of the Board of Regents     6   
 1220  Duties and Responsibilities of the Board of Regents  14 

1230  Powers and Duties of the Board Officers     18 
1240  Transaction of Board Business      19 
1250  College Board Members Orientation     24 

 1260  College Board Members' Conventions, 
Conferences and Workshops     25 

 1270  Board Member’s Statement of Ethics              26 
1280  Guidelines for Videotaping, Tape Recording, 

or Otherwise Recording Meetings      27 
1300-1399  EXECUTIVE DIRECTION 

1310  Chief Executive Officer       29 
 1320  Position Descriptions       32 

1330  College Committees      32 
 1340  Advisory Committees      33 
 
1400-1499  INSTITUTIONAL PLANNING AND EVALUATION 
 1410  Institutional Effectiveness       34 
 1420  Master Plan              34 
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 1430  Performance Report      35  
 1440  Substantive Change      35 
 
1500-1599  GENERAL INSTITUTIONAL POLICIES    
 1510  Posted Materials        36 

1520  Mail         39  
1530  In-House Duplications       39 
1540  Telephone Service        40   
1541  Cell Phone Use       40 
1542  Dress Code        42 
1550  Institutional Publications       42 
1560  Use of College Name, Seal, Logo      45 
1570  Records Management      45 

 1580  Computer Use – General      48 
 1590  Computer Data Backup      69 
 1595  Information Security       76 
 1596  Data Classification Security     81 
 1597  Social Media        90 
 
 
1600-1699  COLLEGE CALENDAR 

1610  College Calendar        96  
 
1700-1799  COMMUNITY AND EXTERNAL RELATIONS 
 1710  Ex-Students Association       97 
 1720  Open Records / Requests for College Documents   97 
 1730  Public Information / New Releases     99  
  1740  Community Use of College Facilities     99 
 1750  Tax Abatement       104 
 1760  Externally Funded Grants and Contracts    105 
 1770  The Clarendon College Foundation     105 
 1780  The Clarendon College Pampa Center Foundation   106 
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 SERIES 2000 - BUSINESS AND GENERAL OPERATING POLICIES 
 
Policy Number          Page 
2100-2199  BUSINESS OFFICE 

2110  Budgeting          107 
2120  Purchasing and Acquisition      108 

 2130  Property Control        128 
2140  Cashier Function        131 

 2150  Cashiering and Purchasing for Clubs and Organizations 131 
 2160  Gate Receipts       132 
 2170  Tuition & Fees       132 
 2175  Tuition and Fee Rates / Waivers / Exemptions   134 
 2180  Refund Policy       136 
 2190  Transportation and Travel       136 
 
2200-2299  FISCAL MANAGEMENT 

2210  Chief Fiscal Agent        138 
2220  Accounting         138 
2230  Financial Reporting        138 
2240  Auditing and Control       139 
2250  Depository         139 
2260  Tax Rate and Levy        140 
2270  Revenue Bonds       141 
2280  Investments         141 
2290  Gifts, Bequests, and Donations     150 

 
2300-2399  CONSTRUCTION 

2310  Construction        151 
2320  Acceptance of New Construction     151  
2330  Certificate of Mold Remediation     152 

 
2400-2499  BUILDINGS, MAINTENANCE, AND GROUNDS 

2410  Operation and Maintenance of Buildings and Grounds  152 
2420  Routine Maintenance      152 
2430  Custodial Services       153 
2450  Maintenance and Operation of Mechanical Services  153 
2460  Security        154 
2470  College Keys        155 

 
2500-2599  EMERGENCY MANAGEMENT 

2510  Medical Emergencies      156 
2520  Evacuation Procedures      157 
2530  Severe Weather       158 
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2540  Closing the College as the Result of Severe Weather  159 
2550  Self-Determination Policy      159 

 
2600-2699  AUXILIARY ENTERPRISES 

2610  College Bookstore       160  
2620  Food Service        160 

 2630  Housing        161 
2640  Vending        161 
2650  Student Solicitation and Selling     161  
2660  Fundraising Projects      

 164 
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2700-2799  SAFETY MANAGEMENT 
2710  Safety         164 

 2715  Illegal Weapons       166 
2720  Good Housekeeping      167 
2725  Tools and Equipment      167 
2730  Solvents, Chemical Cleaning, Water Treatment  

and Other Chemicals      168 
 2735  Hazardous Materials      178 

2740  Responsibility       169 
2745  First Aid        170 
2750  Fire Prevention       170 
2755  Storage of Flammable Liquids     171 
2760  Emergency Response Program Testing    171 

 
2800-2899  COLLEGE VEHICLES 

2810  Transportation Management - Student Travel   171  
 2812  Transportation Management - Employee Travel   173 

2820  Accident Reports       174 
2830  Service of College Vehicles     

 175  
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 SERIES 3000 - PERSONNEL AND HUMAN RESOURCE POLICIES 
 
 
Policy Number          Page 
3100-3199  EQUAL EMPLOYMENT OPPORTUNITY  

3110  Equal Employment Opportunity     176 
 
3200-3299  HIRING PRACTICES & EMPLOYMENT REQUIREMENTS 

3210  Recruiting and Screening Applicants for Professional Positions  177 
 3220  Recruiting and Screening Applicants for Classified Positions 179 
 3225  Access to Police Records      181 
 3226  Drug and Alcohol Screening / Testing    181 
 3230  Personnel Appointments      188 
 3240  Employment Requirements and Selections   189 
 3250  Members of the Same Family     189 
 3260  Employment of Minors      190 
 3270  Nepotism        190 
 3280  Former Board Member Employment    191 
 
3300-3399  CONTRACTS AND TERMS OF EMPLOYMENT 
 3310  Contracts        191 
 3315  Contractual Agreements      192 
 3320  Preliminary Employment Requirements    193 
 3325  Personnel Records       193 
 3330  Assistance to Faculty Whose Primary 
   Language is Not English      194 
 3335  Absences        195 

3340  Holidays        196  
3345  Termination of Employment     198 
3350  Resignations        198 
3355  Suspension and Dismissal      199 

 3360  Reductions in Force       204 
 3370  Mandatory Retirement      207 
 
3400-3499  COMPENSATION AND BENEFITS 

3410  Salary Administration      207 
3420  Overtime Pay / Compensatory Time    208 
3430  Pay Dates and Method of Payment    209 
3440  Payroll Deductions       209 

 3450  Benefits and Services      210 
 3455  Breaks        212 
 3460  Vacations        213  
 3470  Employee Sick Leave and Leave of Absence   214 
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3500-3599  EMPLOYEE RIGHTS AND RESPONSIBILITIES 
 3510  Employee Political Activities     222 
 3520  Definition of Faculty       222 
 3530  Responsibilities of Faculty      222  
 3535  On-Line Instruction       227 

3540  Academic Freedom       227 
 3550  Academic Responsibility      227 
 3560  Grievances        228 
 
3600-3699  STANDARDS OF CONDUCT AND EMPLOYEE WELFARE 
 3610  Statement of Ethics and Philosophy    231 
 3620  Employee Ethics       232 
 3630  Racial or Sexual Harassment     235 
 3640  Conflict in Interest in Employment     237 
 3650  Intellectual Property       239 
 3660  Use of Tobacco in College Facilities    248  
 3670  Drug-Free Work Place      248 
 3675  Physical Examinations and Communicable Diseases  251 
 3680  Policy on the Americans with Disabilities Act   256 
 
3700-3799  ASSIGNMENTS AND SCHEDULES 
 3710  Assignment and Schedules     257 
 3720  Teaching Assignments and Teaching Loads   257 
 3730  Administrative Office Hours        261 
 
3800-3899  PROFESSIONAL DEVELOPMENT 
 3810  Faculty Organization      261  
 3820  Faculty Meetings       261 
 3830  Faculty Rank        262 
 3840  Professional Growth and Development    268 
 3850  Professional Development - Part-time Faculty   269 
 3870  Professional Memberships      269 
 3880  Faculty and Staff Evaluations     269 
 3881  Dual Credit Faculty Evaluation     270 
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 SERIES 4000 - STUDENT SERVICES POLICIES 
 
Policy Number          Page 
4100-4199  ADMISSION POLICIES 

4110  Equal Opportunity       275 
4115  Student Admissions, Responsibility for    275 
4120  General Admissions Requirements    276 
4125  Specialized Admissions                  280 
4130  Academic Fresh Start for Admissions Decisions  288  
4135  Veteran’ Benefits and Services     289 
4140  Continuing Education      290 
4145  Admission Procedures (Credit Programs)   292 

 4150  Transfer of Credit from another College    293 
4155  Registration        294 
4160  Articulation and Transfer      294 

 4165  Resolution of Transfer Disputes for Lower-Division Courses 295 
4170  College Credit Granted for Non-Traditional Education  296 

 
4200-4299  FAMILY EDUCATIONAL RIGHTS AND PRIVACY 

4210  FERPA Disclosure to the Student     301 
4220  Access Rights       303 
4230  Directory Information      304 
4240  Limit of Access and Record of Access    305 
4250  Entitlement to Access Without Permission   306  
4260  Assurances Required by Commissioner of Education  307 

 
4300-4399  STUDENT SERVICES 

4310  Counseling Services      308 
4315  Assessment and Advisement     309  
4320  The Texas Success Initiative     310 

 4325  Support Services for Students with Disabilities   317  
4330  Orientation        318 
4335  Testing        319  
4340  Health Services       319 
4345  Substance Abuse Prevention Program    320 
4350  College Housing       320 
4355  Missing Student Notification     321 
4360  Student Activities       322 
4365  Communicable Diseases      322 
4366  Immunization Requirements     323 
4370  Clubs and Organizations      325  
4375  Student Participation in Institutional Decision-Making  326 
4380  Athletics        327 
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4390  Alcohol and Drug Use      329 
 
4400-4499  STUDENT FINANCIAL AID 

4410  Student Financial Aid      332 
4420  Authorization        334    

 4430    Satisfactory Progress Standards for 
   Recipients of Federal Title IV Funds    334 
 
4500-4599  STUDENT CONDUCT 

4510  Student Conduct       335 
4515  Student Disruptions       336 
4520  Student Rights & Responsibilities     337 
4530  Prohibited Activities       341 
4540  Student Discipline       343 
4545  Student Appeals and Grievance Procedure   344 

 
 
4600-4699  TRAFFIC RULES AND REGULATIONS 

4610  Traffic Rules and Regulations     347 
4620  Student Parking Permits      348 
4630  General Parking and Traffic Violations    348  
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 SERIES 5000 - EDUCATIONAL POLICIES 
 
Policy Number          Page 
5100-5199  ORGANIZATION OF INSTRUCTION 

5110  Divisions of Instruction      350 
 
5200-5299  PROFESSIONAL STANDARDS 

5210  Educational Requirements of Instructors    350 
 5220  Open Discussion Policy      350 
 
5300-5399  CURRICULUM POLICIES 

5310  Curriculum Development      351 
5320  Course Syllabi       352 
5330  Catalog Course Descriptions     353  
5340  Course Objectives       354 

 5350  Textbook Selection       354 
 5360  Class Records       356 
 
5400-5499  ACADEMIC REGULATIONS 

5405  Academic Records       356 
 5410  Transcripts        357 
 5415  Continuing Education Records and CEU Transcripts  357 
 5420  Withdrawal from College      358 
 5425  Adding and Dropping Courses     359  

5426  Limited Student Withdrawal     360 
5430  Class Attendance       361 

 5435  Grades and Grade Points      362 
5440  Grade Reports       363 

 5441  Grade Appeals       363  
5445  Withholding Grades       364 
5450  Types of Degrees and Certificates    364 
5455  Semester Hours and Credit     364 
5460  Credit for "Less than Semester Length Courses"  366 

 5461  Distance Education       367 
 5462  Off Campus Course       368 
 5463  Dual Credit        369 
 5465  The Clarendon College Core Curriculum    370 

5470  Requirements for Graduation     370 
5475  Application for Graduation      374 
5480  Awards and Academic Recognitions    375 
5485  Clarendon College Graduate Guarantee    377 

 5490  Classification of Students      380 
 5495  Academic Standards of Progress     381 
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5500-5599  SUPPORT SERVICES 

5510  Library                     382 
 5520  Instructional Technology      383   
 5530  Instructional Resources: Copyrighted Materials   384 
 5540  Educational Materials      
 385 

5550  Office Supplies       385 
5560  Faculty Offices       385 

 
5600-5699  EVALUATION 

5610  Evaluation of Faculty      385 
5620  Evaluation of Student Learning     386 
5630  Evaluation of Curriculum      387 
5640  Evaluation of Administration     387 
5650  Evaluation of Policies and Programs    387 
5660  Evaluation of the Library                   388  
5670  Program Evaluation - Work Force Education Programs 388 
 

 
 APPENDICES 
Appendix A 
   Clarendon College Organizational Chart     
 
         

 
 

 
  



 

 
Adopted by Board of Regents 8-20-2015  Page 46 

POSITION: Accounts Payable Clerk                         FLSA: Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION:   
 
The Accounts Payable Clerk reports to the Vice President of Administrative Services and 
is primarily responsible for Accounts Payable and other business office functions. 
 
RESPONSIBILITIES: 
 
1.  Responsible for accounts payable, including the posting of requisitions, purchase 

orders and invoices. 
 
2.  Ensure all purchase orders and invoices follow the policies and procedures 

guidelines. 
 
3. Responsible for the accurate and timely payment of all authorized billings incurred 

by the College to avoid any late fee or penalty and to ensure all available discounts 
are taken. 

 
4 Administration of College credit cards to faculty and staff to ensure all persons 

traveling for college business have appropriate credit available to cover expenses. 
 
5.  Responsible for the maintenance and accuracy of outstanding PO reports. 
 
6.  Reconciliation of all vendor statements in a timely and accurate manner. 
 
7. Responsible for the preparation and filing of monthly sales tax reports. 
 
8.  Prepare and distribute 1099’s for all vendors. 
 
9. Production and analysis of cash requirements journals to meet college payment 

obligations. 
 
10.  Maintain complete and organized vendor files for all payment documentation. 
 
11.     Provide secretarial and clerical assistance as needed to the Vice President of 

Administrative Services.  Duties may include: 
a. Filing 
b. Photocopying 
c. Sort and distribute incoming mail and prepare outgoing mail for delivery 
d. Typing and preparing various letters, documents and reports 
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c. Account reconciliations as assigned  
 
12.  Assist others as needed. 
 
13.  Assist in the registration, including the billing and collection of registration invoices. 
 
14.  Participate in the Business Office cross training program. 
 
15.  Assist in the preparation of monthly financial reports. 
 
16.  Assist in the preparation of PBC schedules for the annual external audit. 
 
17. Unclaimed property annual reporting 
 
18. Maintain utility spreadsheet info for website on a monthly basis 
 
19.     Reconcile and post payroll entries. 
 
20.     Calculations and transfer of all bond payments. 
 
21.     Unclaimed property annual reporting. 
 
22. Communicate an accurate image of the College as a means of informing others 

about opportunities at the College. 
 
23.  Work on standing and ad hoc committees of the College, as assigned. 
 
24.  Support College activities and special events through attendance and/or 

participation. 
 
25.  Comply with all College policies, rules and regulations. 
 
26.  Perform all other duties as assigned by the Vice President of Administrative 

Services and President. 
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POSITION: Accountant      FLSA: Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION:   
 
The Assistant Accountant reports to the Vice President of Administrative Services and is 
primarily responsible for account reconciliations and other business office functions. 
 
RESPONSIBILITIES: 
 
1.  Balancing the cashier report and posting student billing to the GL on a daily basis. 
 
2.  Responsible for balancing and posting of cash drawer and petty cash. 
 
3. Assisting with the registration process, including the billing and collection of 

registration invoices. 
 
4 Billing for TDCJ contract 
 
5.  Calculation and transfer of TPEG revenue. 
 
6. Balancing financial aid accounts in the GL to the financial aid records. 
 
7.  Prepare and distribute 1098’s for all students with assistance from financial aid. 
 
8. Posting of month end journal entries process. 
 
9.  Preparation of monthly financial reports including: 

a. Available bank balances 
b. Statement of net assets 
c. Financial summary report 
d. All funds reports 
e. Investment report 
f. Revenue report 
g. Expense report 
h. Taxing reports 
i. Checks written report 

 
10.  Assist in the preparation of PBC schedules for the annual external audit. 
  
11. Production and analysis of daily cash availability. 
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12.     Assist in the annual budget process. 
 
13. Complete a daily reconciliation of selected cash accounts and prepare a monthly 

bank reconciliation report of all funds. 
 
14. Other account reconciliations as assigned. 
 
15.   Grant billings. 
 
16. Provide secretarial and clerical assistance as needed to the Vice President of 

Administrative Services.  Duties may include: 
a. Filing 
b. Photocopying 
c. Sort and distribute incoming mail and prepare outgoing mail for delivery 
d. Typing and preparing various letters, documents and reports 

 
17.  Maintain agency fund account balances 
 
18. Assist others as needed. 
 
19.  Participate in the Business Office cross training program. 
 
20. Work with Cashier to turn account over for collection. 

 
21. Posting Quarterly and Annual Investment Reports 

 
22. Audit Petty Cash 

 
23. Enter Student Enrollment in ACH payments 

 
24. Write-up work orders / file when completed. 

 
25. Review / Matching of check with invoices and distribution of check to 

vendors. 
 

26. Processing of Online Credit Card payments. 
 

27. Review and Audit of monthly sales tax reports 
 

28. Calculation and transfer of TPEG Revenue. 
 
29.  Communicate an accurate image of the College as a means of informing others 

about opportunities at the College. 
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30.  Work on standing and ad hoc committees of the College, as assigned. 
 
31.  Support College activities and special events through attendance and/or 

participation. 
 
32.  Comply with all College policies, rules and regulations. 
 
33.  Performs all other duties as assigned by the Vice President of Administrative 

Services and President. 
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POSITION: Administrative Assistant to the Vice President of Instruction  
 

FLSA: Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
NARRATIVE DESCRIPTION: 
 
The primary responsibility of the Administrative Assistant to the Vice President of 
Instruction is to provide administrative, secretarial, and clerical support to the Vice 
President of Instruction. 
  
RESPONSIBILITIES: 
 

1. Provide administrative, secretarial, and clerical support to the Vice 
President of Instruction.  In addition, provide secretarial and clerical support 
to other employees as needed and approved.  Secretarial and clerical duties 
include, but are not limited to: 

 
a. answering the telephone in a friendly and courteous manner; 
b. providing information and assistance to current and prospective 

students; 
c. filing; 
d. photocopying; 
e. word processing/typing and preparing various letters, documents, 

and reports; 
f. maintaining adjunct and fulltime faculty records and files; 
g. college switchboard operator; 
h. assisting in the coordination and conducting of public relations 

events and other special events, In-Service, and other faculty related 
events  

i. Provide graduation duties and support as requested by the Vice 
President of Instruction 

j. sort and distribute incoming mail and prepare outgoing mail for 
delivery; 

 
2. Communicate an accurate image of the College as a means of informing 

others about opportunities at the College. 
 

3. Work on standing and ad hoc committees of the College, as assigned. 
 

4. Support College activities and special events through attendance and/or 
participation. 
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5. Comply with all College policies, rules, and regulations. 
 

6. Performs all other duties as assigned by the Vice President of Instruction 
and/or the President. 
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POSITION: Administrative Assistant-Childress Center          
   FLSA: Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
NARRATIVE DESCRIPTION: 
 
The primary responsibility of the Administrative Assistant-Childress Center is to provide 
administrative, secretarial, and clerical support to the supervisor to which he/she is 
assigned.   
 
Immediate Supervisor: Director of Childress Center and for admissions and financial aid 
issues reports to the Associate Dean of Enrollment Services.  
 
RESPONSIBILITIES: 
 

1. Provide administrative, secretarial, and clerical support.  In addition, provide 
secretarial and clerical support to other employees as needed and 
approved.  Secretarial and clerical duties include, but are not limited to: 

 
a. answering the telephone in a friendly and courteous manner; 
b. providing information and assistance to current and prospective 

students; 
c. filing; 
d. photocopying; 
e. word processing/typing and preparing various letters, documents, 

and reports; 
f. keying in data,  
g. assisting in registering students on- and off-campus for academic, 

workforce education, continuing education, and community service 
courses; 

h. assisting in the coordination and conducting of public relations 
events and other special events, e.g., commencement, orientation, 
college days, and student activities. 

  i receiving and maintaining accurate records of payments from  
   individuals for books, supplies, tuition and fees, and/or other   
   monies; 

j. preparing daily bank deposits, as assigned; 
k. assist in the submission of textbook orders; 
l. sort and distribute incoming mail and prepare outgoing mail for 

delivery; 
m. responsible for balancing and posting of cash drawer and petty cash 

on a daily basis, Childress Center. 
n. responsible for preparation of daily bank deposits, Childress Center. 
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o. balancing the cashier report and posting on a daily basis, Childress 
Center. 

p. maintaining the “HOLD” status of all student accounts, Childress 
Center. 

q. responsible for the purchase order process and hold department 
accountable, Childress Center. 

r. maintain all student files and work with the Admissions Coordinator 
and Registrar to ensure all student files are accurate and complete. 

s. work with Director of Childress on recruiting, admissions, and 
registration of students. 

 
2. Assist the Director of Financial Aid in carrying out the College student  

  financial aid and assistance programs, including, but not limited to: 
  a.   Pell Grants 
  b.   Texas Public Education Grants 
  c.    Loans 
  d.    Federal Supplemental Education Opportunity Grants 
  e.    WIA assistance 
  f.     Veterans Education and Vocational Rehabilitation 
  g.    Federal Work Study Program 
  h.    Texas Grants 
  i.      Institutional scholarships and aid 
 
 
3. Assist the Director of Financial Aid in counseling and/or assisting students 
 and/or their families in regards to federal, state, and local financial aid 
 programs, and awarding of student financial aid and scholarships. 
 
4. Communicate an accurate image of the College as a means of informing 

others about opportunities at the College. 
 

5. Work on standing and ad hoc committees of the College, as assigned and 
serve on the crisis management team. 

 
6. Support College activities and special events through attendance and/or 

participation. 
 

7. Comply with all College policies, rules, and regulations. 
 

8. Performs all other duties as assigned by the Director of the Childress 
Center, Associate Dean of Enrollment Services and/or the President. 
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POSITION: Administrative Assistant-Pampa Center          
   FLSA: Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
NARRATIVE DESCRIPTION: 
 
The primary responsibility of the Administrative Assistant-Pampa Center is to provide 
administrative, secretarial, and clerical support to the supervisor to which he/she is 
assigned.   
 
Immediate Supervisor: Associate Dean of Enrollment Services 
 
RESPONSIBILITIES: 
 

1. Provide administrative, secretarial, and clerical support to the administrative 
team of Clarendon College-Pampa Center.  In addition, provide secretarial 
and clerical support to other employees as needed and approved.  
Secretarial and clerical duties include, but are not limited to: 

 
a. answering the telephone in a friendly and courteous manner; 
b. providing information and assistance to current and prospective 

students; 
c. filing; 
d. photocopying; 
e. word processing/typing and preparing various letters, documents, 

and reports; 
f. keying in data,  
g. assisting in registering students on- and off-campus for academic, 

workforce education, continuing education, and community service 
courses; 

h. assisting in the coordination and conducting of public relations 
events and other special events, e.g., commencement, orientation, 
college days, and student activities. 

  i maintain all student files and work with the Admissions Coordinator  
  and the Registrar to ensure all student files are accurate and   
  complete. 

j. work with the Associate Dean of Enrollment Services on recruiting, 
admissions, and registration of students. 

k. sort and distribute incoming mail and prepare outgoing mail for 
delivery. 

l. maintaining the “HOLD” status of all student accounts, Pampa 
Center. 
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2. Communicate an accurate image of the College as a means of informing 
others about opportunities at the College. 

 
3. Work on standing and ad hoc committees of the College, as assigned. 

 
4. Support College activities and special events through attendance and/or 

participation. 
 

5.  Comply with all College policies, rules, and regulations. 
  

6. Performs all other duties as assigned by the Associate Dean of Enrollment 
Services and/or the President. 
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POSITION: Administrative Assistant to the VP of Student Services  

FLSA: Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
NARRATIVE DESCRIPTION: 
 
The primary responsibility of the Administrative Assistant to the Vice President of Student 
Services is to provide administrative, secretarial, and clerical support to the Vice 
President of Student Services. 
 

1. Provide administrative, secretarial, and clerical support to the Vice President of 
Student Services. In addition, provide secretarial and clerical support to other 
employees as needed and approved.  Secretarial and clerical duties include, but 
are not limited to: 

 
a. answering the telephone in a friendly and courteous manner; 
b. providing information and assistance to current and prospective 

students; 
c. filing; 
d. photocopying; 
e. word processing/typing and preparing various letters, documents, 

and reports; 
f. keying in data, e.g. student master files, class rolls, course 

schedules, transcripts; 
g. registering students on- and off-campus for academic, workforce 

education, continuing education, and community service courses; 
h. assisting in the coordination and conducting of public relations 

events and other special events, e.g., commencement, orientation, 
judging contests. 

i. sort and distribute incoming mail and prepare outgoing mail for 
delivery. 

 
2. Communicate an accurate image of the College as a means of informing 

others about opportunities at the College. 
 

3. Work on standing and ad hoc committees of the College, as assigned. 
 

4. Support College activities and special events through attendance and/or 
participation. 

 
5. Comply with all College policies, rules, and regulations. 
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6. Performs all other duties as assigned by the Vice President of Instruction 
and/or the President. 
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POSITION:  Administrative Assistant - Nursing                                  FLSA: Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
NARRATIVE DESCRIPTION: 

The primary responsibility of the Administrative Assistance– Nursing is to provide 
administrative, secretarial, and clerical support to the Nursing programs at Clarendon 
College. 
 
IMMEDIATE SUPERVISOR: Directors of ADN & VN Programs  

RESPONSIBILITIES: 

1. Provide administrative, secretarial, and clerical support to the Nursing 
Programs.  In addition, provides secretarial and clerical support to the 
Faculty of the ADN and VN programs. Secretarial and clerical duties 
include, but are not limited to: 
 
a. Answering the telephone in a friendly and courteous manner; 
b. Providing information and assistance to current and prospective 

students;  
c. keep all student files in order at all times; 
d. filing, photocopying; 
e. word processing/typing and preparing various letters, documents 

and reports; 
f. maintain all student files to ensure All Files are accurate and 

complete at all times; 
g. assisting in the coordination and conducting of special events, e.g., 

commencement, orientation, college days and student activities. 
h.  Work with Director of the ADN & VN nursing programs on 

recruiting, admissions, and registration of students. 
i. Sort and distribute incoming mail and prepare outgoing mail for 

delivery. 
 

2. Communicate an accurate image of the College as a means of informing 
others about opportunities at the College. 
 

3. Support College and Nursing Program activities and special events 
through attendance and/or participation.  
 

4. Comply with all College policies, rules and regulations. 
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5. Performs all other duties as assigned by the ADN Director, VN Director, 
and Associate Dean of CTE and/or the President.  
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POSITION: Admissions Coordinator FLSA: Non- Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION: 
 
The Admissions Coordinator has specific responsibility for all student admissions 
including foreign student admissions, support services to enrollment services counselors, 
and dissemination of information about the College.  The Admissions Coordinator reports 
to the Vice President of Student Services and Associate Dean of Enrollment Services 
 
 
RESPONSIBILITIES: 
 

1. Coordinate all admissions activities of the College including Bulldog Day in 
conjunction with the Vice President of Student Services and the Vice President of 
Instruction, including all off-campus sites. 

 
2. Maintain the student management and information system; work to initiate and 

update computer programs related to, admissions; work with the Business Office 
and other offices and staff to help as appropriate with housing, and student billing. 

 
3. Responsible for gathering documents and validating residency status for all 

students (TEC 21.29) 
 

4. Collects and records documentation required for meningitis verification (TEC 
51.9191 & TEC 38.0025) 
 

5. Processes and validates all documents required for international students as well 
as applies for F-1 Visas through SEVIS. Maintains eligible status with SEVIS. 
 

6. Develop and implement an admissions program designed to communicate with 
prospective students, communicate admissions decisions to the students, and to 
maintain all admissions files in an appropriate manner. 
 

7. Work cooperatively with the Vice Presidents and the President to provide 
appropriate data for purposes of institutional research and institutional 
effectiveness. 

 
8. Provide support services to institutional and program recruiting. 

 
9. Represent the College and disseminate appropriate information about the College 

to prospective students and other interested parties. 
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10. Work to maintain the integrity of the student database in order to ensure complete 

accuracy for local, state and federal reporting; process changes to student records 
and the student database as required. 

 
11. Work on institutional standing and/or ad hoc committees, as assigned. 

 
12. Assist in recruiting and academic advisement.  

 
13. Support College activities and special events through attendance and/or 

participation. 
 

14. Comply with all College policies, rules, and regulations. 
 

15. Remain current through a program of professional development. 
 

16. Performs all other duties as assigned by the Vice President of Student Services, 
Associate Dean of Enrollment Services and/or the President. 
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POSITION:   Assistant Financial Aid Director FLSA: Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
NARRATIVE DESCRIPTION: 
 
The Assistant Financial Aid director reports to the Director of Financial Aid. 
  
RESPONSIBILITIES: 
 

1. Assist the Director of Financial Aid in carrying out the College student 
financial aid and assistance programs, including, but not limited to: 

   a.  Pell Grants 
   b.  Texas Public Education Grants 
   c.  Loans 
   d.  Federal Supplemental Education Opportunity Grants 
   e.  WIA assistance 
   f.  Veterans Education, Vocational Rehabilitation, and Hazelwood 
   g.  Federal Work Study Program 
   h.  Texas Grants and Texas Tomorrow Program 
   i.   Institutional scholarships and aid 
 

2. Coordinator of all VA Financial Aid Services. 
 

3. Assists the Director of Financial Aid in counseling and/or assisting students 
and/or their families in regards to federal, state, and local financial aid 
programs, and awarding of student financial aid and scholarships. 

 
4. Assist the Director of Financial Aid in preparing and distributing all 

appropriate forms to support the College’s scholarship and financial aid 
program. 

 
5. Responsible for maintenance of all student financial aid files. 

 
6. Supervises extension centers financial aid assistants. 

 
7.  Invoices all external entities for financial aid programs. 

 
8.  Assist the Director of Financial Aid in compiling and submitting all federal 

 and state reports pertaining to the area of responsibility. 
 

 
 



 

 
Adopted by Board of Regents 8-20-2015  Page 64 

9. Assist the Director of Financial Aid in maintaining accurate student 
 financial aid records in compliance with all federal, state, and 
external  auditing guidelines. 

10.  Assist the Director of Financial Aid in preparing files and documents for 
 the auditors; assist the auditors, as appropriate. 
 

11.  Provide administrative support, secretarial assistance, and research 
 assistance to the Director of Financial Aid. 
 

12. Serve and participate on institutional standing and/or ad hoc committees, 
 as assigned. 

 
13. Support College activities and special events through attendance and/or 

participation. 
 

14. Comply with all College policies, rules, and regulations. 
 

15. Remain current through a program of professional development. 
 
16. Communicate a positive and accurate image of the College to the public; 

be a positive and active representative of Clarendon College. 
 
17.  Performs all other duties assigned by the Director of Financial Aid, Vice 

President of Student Services, Associate Dean of Enrollment Services,  
and/or the President. 
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POSITION: Assistant to the President    FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
NARRATIVE DESCRIPTION: 
 
The Assistant to the President reports to the President and is responsible for providing 
administrative support to College President. 
 
 
RESPONSIBILITIES: 
 

1. Provide secretarial, clerical, and research assistance to the President. 
 
 2. Participates as a member of the Administrative Council, in the 

formulation of all college-wide policies. 
 

 3. Assist the President in conducting special events. 
 

4. Provide secretarial and clerical assistance to the Board of Regents in 
conjunction with all regular and special meetings of the Board. 

 
5. Be responsible for conducting the Board of Regents elections every two 

years. 
 

6. Serve as the liaison with the Clarendon College Foundation and Clarendon 
College Ex-Students Association.  

 
           7. Schedule, in conjunction with the Motor Pool Specialist, the use of 

college vehicles; notify the Motor Pool Specialist of any mechanical 
problems reported. 

 
8. Maintain the College’s Master Calendar, including responsibility for 

scheduling of activities (internal and external) to be held in College facilities.  
Other responsibilities related to the Master Calendar include renting college 
facilities to external agencies, per institutional policy, and conveying to 
Maintenance and Grounds daily messages to display on the College 
marquee. 

           
9. Serve as the Personnel/EEO Officer 

a. maintains files on all positions that were previously advertised 
b. makes sure all forms related to position vacancy are completed 
c. advertises position vacancies 
d. accepts applications for employment and keeps a file for future 
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reference 
e. answers correspondence from persons interested in employment. 

 
10. Assist the President in the preparation of annual contracts for all faculty, 

administrators, and professional staff; prepare letters of employment for 
classified staff. 

 
11. Serve as one of the College’s Investment Officers and as a member of the 

Investment Committee. 
 

12. Assist the President in preparing institutional reports and in institutional 
research and institutional effectiveness. 

 
13. Assist the President in maintaining an up to date Personnel Handbook and 

Policy Manual. 
 
           14. Communicate an accurate image of the College as a means of 

informing others about opportunities at the College. 
 

15. Work on standing and ad hoc committees of the College, as assigned and 
serve on the crisis management team. 

 
16. Support College activities and special events through attendance and/or 

participation. 
 

17. Remain current through a program of professional development. 
 
18.     Comply with all College policies, rules, and regulations. 

 
19. Performs all other duties as assigned by the President. 

   



 

 
Adopted by Board of Regents 8-20-2015  Page 67 

POSITION: Associate Dean of Career, Technical and Continuing Education 
  

 FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION: 
 
The Associate Dean of Career, Technical and Continuing Education is responsible for the 
development and recruitment of career, technical and continuing education programs.  
The Associate Dean reports to the Vice President of Instruction. 
 
RESPONSIBILITIES: 
 

1.  Recommends the formulation and recommends policy on matters relating 
to the development and expansion of the workforce and continuing 
education. 

  
2.  Designs workforce development and Continuing Educational Programs to 

meet local and statewide needs.  
 

3.  Helps document the need for Career, Technical and Continuing Education 
Programs.  

 
4.  Responsible for registering students on and off campus for Career, 

Technical, and Continuing Education courses.  
 

5.  Works with the Vice President of Instruction in the planning and scheduling 
of all workforce education, continuing education, and community service 
courses and programs at all Clarendon College locations. 

  
6.  Provides administrative supervision for the development, implementation 

and evaluation of adult-vocational, workforce education programs, 
continuing education, and industrial start-up programs of the College. 

 
7.  Works with institutional committees, personnel committees, and lay 

advisory committees.  
 

8.  Submit incident/damage reports to the Vice President of Student Services.  
 

9.  Maintains continuous evaluation of the economic feasibility of curricula to 
insure that only those programs with appropriate priority in terms of need 
and demand are continued.  
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10.  Maintains a current file of all course syllabi. 
 
11. Write grant proposals, as appropriate, for the purposes of funding special, 

new, and innovative instructional programs.  
 

12. Works with the Vice President of Instruction in compiling and submitting all 
regional, state, or federal reports related to instructional programs. 

 
13. Participates as a member of the President’s Cabinet and in the formulation 

of college-wide policies. 
 
14. Support College activities and special events through attendance and/or 

participation. 
 
15.  Comply with College policies, rules, and regulations. 
 
16. Remain current through a program of professional development. 
 
17. Performs all other duties assigned by the President or Vice President of 

Instruction necessary to accomplish the educational objectives of the 
College. 
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POSITION: Associate Dean of Enrollment Services FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION: 
 
The Director of Enrollment Services reports directly to the Vice President of Student 
Services and is responsible for recruiting students and for providing admissions, financial 
aid, and academic advisement to incoming and current students.  The Associate Dean of 
Enrollment Services is responsible for area high school relations, admissions, financial 
aid, planning the college’s recruiting efforts, coordinating testing, career planning, and 
processing incoming requests for disability services. 
 
 
RESPONSIBILITIES: 
 

1. Actively work to recruit and retain students in concert with the marketing and 
recruiting plans of the College; follow-up on all prospects to ensure completion 
of the admissions process and registration at the College. 

 
 

2. Oversee and direct financial aid counseling to prospective and current 
students. 

 
3. Oversee and direct academic advisement, degree planning, and career 

planning to students. 
 

4. Process and facilitate requests for disability services from incoming and current 
students. 

 
5. Coordinate the campus testing program, which may include GED,  CLEP, ACT, 

TSI, and/or other appropriate tests. 
 

6. Assist with new student orientation and orientation activities. 
 

7. Assist with other recruiting, registration, or admissions activities, as assigned. 
 

8. Serve as the College’s liaison for area high school counselors, providing them 
with information that will assist in the transition of students from high school to 
college. 
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9.  Assist students seeking to transfer to a senior college or university. 
 

10.  Assist students with job placement information and guidance. 
 

11.  Assist students and/or provide intervention for students with academic or        
attendance problems. 

 
12.  Coordinate advisement activities. 

 
13.  Make professional referrals for students who are experiencing personal          

problems beyond the scope of the job description. 
 

14.  Support College activities and special events through attendance and/or         
participation. 

 
15.  Assist with public information and the marketing of the College. 

 
16.  Comply with all College policies, rules, and regulations. 

 
17.  Remain current through a program of professional development. 

 
18.  Performs all other duties assigned by the Vice President of Student Services 

and /or President. 
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POSITION: Associate Dean of Financial Aid  FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION: 
 
The Director of Financial Aid reports to the Vice President of Student Services and is 
responsible for the coordination and administration of the College’s student financial aid 
and assistance programs. 
 
 
RESPONSIBILITIES: 
 

1. Administer and work to carry out the College’s student financial aid and 
assistance programs, including, but not limited to: 

 
a. Pell Grant 
b. Texas Public Education Grant 
c. Loans 
d. Federal Supplemental Education Opportunity Grants 
e. WIA (formerly JTPA) 
f. Veterans Education and Vocational Rehabilitation 
g. Institutional scholarships and aids 
h. Texas Grants 

 
2. Counsel and assist students and/or their families in regards to federal, state, 

and local financial aid programs. 
 

3. Prepare and distribute all appropriate forms to support the College’s 
scholarship and financial aid program. 

 
4. Administer all internal and external scholarships. 

 
5. Conduct financial aid seminars and workshops in high schools and other 

appropriate places in conjunction with the College’s recruiting program. 
 

6. Compile and submit all federal and state reports pertaining to the area of 
responsibility. 

 
7. Maintain accurate student financial aid records in compliance with all 

federal, state, and external auditing guidelines. 
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8. Balancing all financial aid accounts in the GL to the financial aid records         
 and Department of Education. 
 
9. Prepare files and documents for the auditors; assist the auditors, as 

appropriate. 
 
10. Support College activities and special events through attendance and/or         

participation. 
 

11. Comply with all College policies, rules, and regulations. 
 

12. Remain current through a program of professional development. 
 

13. Performs all other duties assigned by the Vice President of Student 
Services and /or President. 
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10.   Maintain an accurate and up-to-date procedures manual in accordance     
 with institutional and federal guidelines. 

 
11. Grant billings. 
 
12. Support college activities and college events through attendance and 

participation. 
 

13. Coordinate the work study program in conjunction with faculty, staff, and 
administration. 

 
14. Work with the Scholarship and Financial Aid Committee.  

 
15. Evaluates the scholarship and financial program in conjunction with the 

Scholarship and Financial Aid Committee and is responsible for making 
recommendations for the improvement of existing programs and/or the 
establishment of new aid programs. 

 
16. Comply with all policies, rules, and regulations of the College. 

 
17. Remain contemporary in the proper functioning of the College’s Financial 

Aid Office through the reading of related literature and by attending and 
participating in meetings and conferences, as approved by the Associate 
Dean of Enrollment Services or the President. 

 
18. Perform all other duties as assigned by the Associate Dean of Enrollment 

Services, Vice President of Student Services and/or the President. 
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POSITION: Athletic Director FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION: 
 
The Athletic Director reports directly to the President and is responsible for the overall 
operation of the athletic program within the institution. 
 
 
RESPONSIBILITIES: 
 

1. Supervises the Athletic Department and the coaching staff.  Works closely 
with the coaching staff in the formation, development, and running of the 
different athletic programs. 

 
2. Assumes a major role in the recruiting procedures used to bring prospective 

student athletes into the program.  Assists other coaches in the recruiting 
of student-athletes to Clarendon College. 

 
3. Evaluates the different athletic programs and is responsible for making 

recommendations for the improvement of existing programs and/or the 
establishment of new programs. 

 
4. Keeps an inventory, maintenance, and security of all equipment and 

facilities charged to the Athletic Department. 
 

5. Coordinates schedules of games, practice times, and officials. 
 

6. Schedules regular meetings with the coaches as they are needed. 
 

7. Coordinates and consolidates the proposed budget for the Athletic 
Department and regulates expenditures within the approved programs. 

 
8. Reviews and makes recommendations concerning all purchase 

requisitions, travel requests, and other expenditures emanating from 
coaches in the Department. 

 
9. Supervises the coaching staff and acts as a resource person and aid to all 

coaches in finding answers to athletic problems. 
 

10. Ensures proper compliance by the Athletic Department with all institutional 
and NJCAA rules. 
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11. Coordinate and certify the eligibility of all Clarendon College student-

athletes. 
 

12. Coordinate all support functions of the athletic program, including but not 
limited to gym and athletic facility maintenance, concessions, officials, 
official scorers, travel arrangements, etc. 

 
13. Coordinate any public school or public use of College athletic facilities. 

 
14. Complies with all policies, rules, and regulations of the College and the 

NJCAA. 
 

15. Serve on the crisis management team. 
 
16. Provides oversight to all departmental camps/fundraising efforts. 
 
17.      Responsible for Fitness Center and upkeep of facility/equipment. 
 
18.    Serves on institutional standing or ad hoc committees, as assigned, and 

serves on the crisis management team. 
 
19.   Monitors academic progress of student-athletes through the early alert 

process, with follow-up tutoring and study halls. 
 
20.      Performs all other duties as assigned by the President. 
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POSITION: Bookstore Coordinator FLSA: Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION: 
 
The Bookstore Coordinator reports to the Vice President of Administrative Services and 
works closely with the Vice President of Instruction and is primarily responsible for the 
supervision of and operation of the College Bookstore. 
 
RESPONSIBILITIES: 
 

1. Supervise and manage the online College Bookstore, including the ordering 
of textbooks and merchandise, textbook buy-back, and delivery and sales 
of textbooks at off-campus locations. 

 
2. Keep accurate inventory records; take and report the year-end book 

inventory. 
 

3. Assist the Business Office, as needed. 
 
4. Communicate with instructional member in order to maintain book adoption. 
 
5. Administers all athletic insurance and claims. 
 
6. Accountable for monies collected from business transactions including 

receipt and deposit. 
 
7. Communicate an accurate image of the College as a means of informing 

others about opportunities at the College. 
 

8. Work on standing and ad hoc committees of the College, as assigned. 
 

9. Support College activities and special events through attendance and/or 
participation. 

 
10. Comply with all College policies, rules, and regulations. 

 
11. Performs all other duties as assigned by the Vice President of 

Administrative Services and/or the President. 
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PHYSICAL EFFORT REQUIRED: 
 

The position requires average agility and good physical condition.  Ability to lift and 
carry moderately heavy materials weighing up to 75 pounds.  Work requires lifting, 
stooping, bending, stretching, walking, standing, pushing, pulling, and other 
physical exertion. 
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POSITION:  Cashier      FSLA: Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
NARRATIVE DESCRIPTION:   
 
The Cashier reports to the Vice President of Administrative Services and is primarily 
responsible for Accounts Receivable and other business office functions. 
 
RESPONSIBILITIES: 
 

1. Responsible for accounts receivable, including the posting of all receivables 
on a daily basis. 

 
2.  Responsible for balancing and posting of cash drawer and petty cash on a daily 

basis. 
 
3.  Review and audit of student billing.  
 
4.  Responsible for the preparation of daily bank deposits. 
 
5.  Balancing the daily cashier report and posting to the GL. 
 
6.  Responsible for the registration process, including the billing and collection of 

registration invoices. 
 
7.  Producing and working A/R aging report weekly. 
 
8.  Producing and distributing statements on a monthly basis, when appropriate. 
 
9.  Maintaining the “HOLD” status of all student accounts. 
 
10.  Following up and collecting account balances for all receivables. 
 
11.  Production and analysis of daily cash availability. 
 
12,     Provide secretarial and clerical assistance as needed to the Vice President of 
 Administrative Services.  Duties may include: 
 
a. Filing 

b.  Photocopying 
c.  Sort and distribute incoming mail and prepare outgoing mail for delivery 
d.  Typing and preparing various letters, documents and reports 
e.  Account reconciliations as assigned  
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13. Assist others as needed. 
 
14.  Participate in the Business Office cross training program. 
 
15.  Assist in the preparation of monthly financial reports. 
 
16.  Assist in the preparation of PBC schedules for the annual external audit. 
 
17.  Communicate an accurate image of the College as a means of informing others 

about opportunities at the College. 
 
18.  Work on standing and ad hoc committees of the College, as assigned. 
 
19.  Support College activities and special events through attendance and/or 

participation. 
 
20.  Comply with all College policies, rules and regulations. 
 
21.  Performs all other duties as assigned by the Vice President of Administrative 

Services and President. 
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JOB TITLE:  Clinical Simulation Lab – Nursing Faculty                                FLSA: Exempt 

 SECURITY SENSITIVE:  Y 
 
REPORTS TO:  Director – ADN Programs 
 
POSITION OVERVIEW: 
 
The clinical/simulation lab faculty coordinates the day-to-day activities of the nursing lab 
including scheduling/ lab set-up, and management of both low and high fidelity simulation 
equipment for the ADN Bridge/Traditional program and the LVN program.  The Clinical 
Simulation Faculty is expected to become proficient with the routine operation and 
maintenance of all simulation equipment and on the use of simulation software and 
required AV scenarios.  This position will be trained to provide both to nursing clinical lab 
experiences, and simulated clinical learning experiences. 
 
POSITION REQUIREMENTS: 
 
EDUCATION: 
 

Bachelor’s Degree in Nursing; Preferred Master’s Degree in Nursing. 
 
LICENSE REQUIRED:  

 
Valid unencumbered Texas Registered Nurse License. Valid Texas Driver’s  
License.  Basic CPR certified. 

 
WORK EXPERIENCE: 

 
Minimum of three years’ work experience in an acute care setting. 

 
COMPUTER SKILLS: 

 
Proficiency in word processing, spreadsheet, and presentation software 
applications. 

 
PHYSICAL REQUIREMENTS:  
 

1. Work is performed in a standard office and lab environment. 

 
2. Subject to sitting, standing, bending, walking, reaching, kneeling, and 

stooping. 
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3. Occasional lifting of objects up to 30 pounds and push/pull minimum of 50 

pounds. 

 
4. Exposure to hazards related to working in medical waste/sharps 

environment. 

 
5. Potential for exposure to contaminated blood and/or body fluid. 

 
DUTIES AND RESPONSIBILITIES: 
 

1. Actively engages in teaching groups of students through demonstration, 

practice, and assistance. 

 
2. Interest in teaching nursing skills and simulated patient care scenarios using 

low/high fidelity simulation. 

 
3. Responsible for appropriately setting up all equipment for specific 

educational courses. 

 
4. Assist students in the application of the nursing process to include 

assessing, planning, implementing, and evaluating nursing care.  

 
5. Demonstrates ability to facilitate scenarios according to evidence-based 

standards and guidelines. 

 
6. Uses evidence-based tools and measures to evaluate the students’ clinical 

learning. 

 
7. Assist nursing faculty/staff in the development, implementation, and 

integration of simulation activities for the students. 

 
8. Facilitates student learning in the advancement of basic nursing skills to 

resolving simple to complex patient situations via simulation scenarios. 

 
9. Assist students with critical thinking, clinical judgment, problem solving, 

using reflection, de-briefing, active listening, and other clinical teaching 

strategies. 

 
10. Maintain all lab equipment including both low/high fidelity simulation 

equipment and recommending replacements as needed. 
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11. Conducts basic preventative maintenance on simulation equipment both 

before and after scenarios. 

 
12. Anticipate necessary supplies required in advance for lab presentations. 

 
13. Maintains the clinical/simulation lab as a clean, safe, and optimal learning 

environment. 

 
14. Maintains proficiency in existing and emerging technologies and training 

activities. 

 
15. Perform other duties as required. 
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POSITION: Coach FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION:  
 
The Coach reports to the Athletic Director and has specific responsibilities for the 
coaching function as it relates to his/her assigned sport.  The Coach is expected and 
required to encourage and promote high academic and athletic standards and to work to 
promote excellence. 
 
 
DUTIES AND RESPONSIBILITIES: 
 

1. Establish and maintain appropriate office hours. 
 

2. Work on institutional standing and ad hoc committees, as assigned. 
 

3. Work individually and collaboratively with others to recruit new students and 
work to retain current students. 

 
4. Assist in advising and registration, as assigned. 

 
5. Participate in departmental meetings; provide input on program planning 

and evaluation, budgets, and the selection of supplies and equipment. 
 

6. Use the funds of the institution allocated to the budget of the department or 
a special project in effective and efficient manner. 

 
7. Comply with all Clarendon College policies and procedures (rules and 

regulations). 
 

8. Set a high standard in academic and scholarly excellence, personal 
integrity, professional competence, and professional ethics.  Work to enrich 
the emotional well-being of the student-athlete through proper role modeling 
and the demonstration of high ethical standards and behavior.  

 
9. Respects the right of others in the college community to hold divergent 

opinions, including other faculty members, students, and administrators.  
 

10. Fulfill all the contractual obligations for the period of time agreed and give 
the institution reasonable notice when resigning.  
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11. Avoid professional and personal actions which may cause economic loss 
and/or public or legal embarrassment to the institution.  

 
12. Field a team that will be as competitive as possible within the guidelines set 

by institutional policies and the rules and legal boundaries prescribed by the 
Western Junior College Athletic Conference and the National Junior 
College Athletic Association. 

 
13. Conduct physical conditioning sessions and practices for student athletes 

who are members of the intercollegiate sport activity.  
 

14. Develop strategies for competition in his or her sport(s).  
 

15. Coach the team during competition.  
 

16. Provide services as trainer to team members. 
 

17. Supervise all team practices, competition activities, and student athletes, 
including student athletes during away games.  

 
18. Schedule team activities including developing a competition schedule.  

 
19. Arrange for officials for sporting events. 

 
20. Arrange for and supervise team travel, accommodations, and meals. 

 
21. Manage and care for athletic equipment. 

 
22. Inventory and order equipment and supplies as authorized by the Athletic 

Director.  
 

23. Supervise maintenance of playing area or field. 
 

24. Make arrangements for visiting teams as needed. 
 

25. Recruit student athletes for his or her assigned sport(s); recruit student-
athletes who possess individual traits indicating good character and 
personal goals reflecting a desire for academic and athletic success. 

 
26. Assist student athletes in his or her sport(s) with academic/personal 

counseling.  
 

27. Manage scholarship awards in his or her sport(s) and coordinates other 
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financial aid with the financial aid officer.  
 

28. Report, communicate, and receive pre-approval for any or all fund-raising 
activities from the Athletic Director and the President.  Fund-raising 
activities are to be handled in proper accordance with Clarendon College 
and NJCAA policies. 

 
29. Serve and participate on institutional standing and/or ad/hoc committees, 
as assigned. 
 

30. Support College activities and special events through attendance and/or 
participation. 

 
31. Comply with all College policies, rules, and regulations. 

 
32. Prepare and submit all necessary reports, as appropriate. 

 
33. Remain current through a program of professional development. 
 
34. Communicate an accurate image of the College to the public.  Be a positive 

and active representative of Clarendon College. 
 
35. Be available to address impromptu situations involving the College during 
non-traditional work hours. 
 

36. Reside within the taxing district of Clarendon College. 
 

37. Perform all other duties assigned by the Athletic Director and/or the 
President. 

 
38.      Maintain stats in accordance with NJCAA Region 5 and NJCAA. 

 
 
PHYSICAL EFFORT REQUIRED: 
 

The position requires average agility and good physical condition.  Ability to lift and 
carry moderately heavy materials weighing up to 75 pounds.  Work requires lifting, 
stooping, bending, stretching, walking, standing, pushing, pulling, and other 
physical exertion. 
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ACADEMIC QUALIFICATIONS: 
 

Bachelor’s degree in an area related to coaching, education, or a closely related 
area is required. 
 
 
 

CERTIFICATES AND/OR LICENSURES: 
 

A valid Certified Driver’s License (CDL) Class B with air brake endorsement is 
required. 
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POSITION:  Director of Childress Center FLSA:  Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION:  
 
The Director of Childress Center reports to the President. The Director is responsible for 
the day-to-day operation, management, and supervision of Childress Operations. 
 
 
RESPONSIBILITIES: 
 

1. Works to promote and enhance existing academic, technical, and continuing 
education programs at Childress. 

 
2. Works to develop and implement new programs or services as needed at Childress 

 
3. Formulates and recommends policy on matters relating to Childress Center. 

 
4. Participates in the formulation of college-wide policies. 

 
5. Supervises the day-to-day operation of Childress Center. 

 
6. Keeps the President informed on a timely basis on any issue or event concerning 

Childress operations. 
 

7. Communicates an accurate image of the College to the public.  Be a positive and 
active representative of Clarendon College in Childress and Childress County.  Be 
available to address impromptu situations involving the College during non-
traditional work hours. 

 
8. Writes grant proposals, as appropriate, for the purposes of funding existing, 

special, new, and/or innovative programs. 
 
9. Works with issues, interest groups, community groups, and professional societies 

in the Childress area who have or believe they have an interest in Clarendon 
College and Clarendon College - Childress, and/or have an interest in the 
economic development of Childress or the area.  
 

10. Participates and supervises the preparation and recommendation of detailed 
budgets, with cost estimates, for functions supervised.  Establishes and maintains 
budgetary control of functions supervised. 
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12. Oversees routine and general maintenance and custodial services of the 
Childress buildings, grounds, and/or vehicles. 

 
13. Works with the Vice President of Student Services to provide student 

services at Childress and to administer student discipline as related to 
incidents which occur at Childress. 

 
14. Works with the Vice President of Instruction in the planning and scheduling 

of all academic, workforce education, continuing education, and community 
service courses and programs at Childress. 

 
15. Works with the President or other administrators and the Division Directors 

in the hiring, coordinating, and scheduling of faculty at Childress. 
 

16. Works with the Vice-President of  Instruction in compiling and submitting all 
regional, state, or federal  reports related to instructional programs.          

            
17. Assists with Institutional Research and Institutional Effectiveness. 

 
18. Works with the Vice President of Instruction to coordinate, sustain, and grow 

the Early Admissions Program at Clarendon College and specifically in the 
Childress area. 

 
19.     Serve and participate on institutional standing and/or ad hoc committees, as 

assigned. 
 

20. Recruit for Clarendon College and Clarendon College – Childress Center 
and assist in recruiting, academic advisement, admissions, and registration 
activities for the College. 

 
23. Support College activities and special events through attendance and/or 

participation. 
 

24. Comply with all College policies, rules, and regulations. 
 

25. Remain current through a program of professional development. 
 

26. Serve on the crisis management team. 
 
27. Performs all other duties assigned by the President or duties necessary to 

accomplish the educational objectives of the College. 
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POSITION:  Director of Information Technology FLSA:  Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION: 
 
The Director of Information Technology reports to the Vice President of Administrative 
Services. The Director of Information Technology has responsibilities for system 
operations; assisting in the installation and support of application software; network 
operations; installation, upgrade, and maintenance of network wiring; installation, 
upgrade and maintenance of PC's; and, user support and training. 
 
 
RESPONSIBILITIES: 
 

1.  Installs, maintains, and repairs administrative and instructional computer 
systems. 

 
2. Evaluates the need and viability of hardware and software upgrades and 

new acquisitions. 
 

3. Aids in the installation, testing and configuration of software in support of 
administrative and instructional personnel. 

 
4. Performs the installation, maintenance, operation and repair of all 

administrative and instructional networks. 
 

5. Assists in the coordination of the computer related training of administrative 
and instructional personnel. 

 
6. Assists in the installation of software in support of administrative and 

instructional personnel. 
 

7. Responsible for backing up administrative and instructional computer 
system. 

 
8. Assists in the compilation and transmittal of federal and state mandated 

reports. 
 

9. Supports the administration and faculty in the usage of software 
applications. 
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10.  Aids in the maintenance of documentation related to the College's computer 
hardware, systems wiring, and software applications. 

 
11.  Aids in the maintenance of documentation related to the College's software 

applications. 
 

12.  Helps in the maintenance of administrative databases and their 
documentation. 

 
13. Assists in the setting up and "tearing down" of hardware during registration. 

 
14. Coordinator of operations with outside system administrator. 

 
15. Communicates an accurate image of the College as a means of informing 

others about opportunities at the College. 
 

16. Work on standing and ad hoc committees of the College, as assigned. 
 

17. Support College activities and special events through attendance and/or 
participation. 

 
18. Comply with all College policies, rules, and regulations. 

 
19. Serve on the crisis management team. 
 
20. Performs all other duties as assigned by the Vice President of 

Administrative Services and/or the President. 
 

 
 

POSITION PHYSICAL REQUIREMENTS: 
 
This position requires average agility and good physical condition.  In addition, workers 
must be able to lift 75 pounds.  Work requires lifting, stooping, bending, stretching, 
walking, standing, climbing, pushing, pulling, crawling, and other physical exertion.  In 
addition, work requires working above the shoulders and repetitive motion. 
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POSITION:   Director of Institutional Research FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
NARRATIVE:  The primary responsibility of the Director of Institutional Research is to 
compile data and to generate accurate reports and information to the President. The 
Director of Institutional Research needs to be able to use the computer as a research tool 
and to be statistically astute to understand raw data, organize it, manipulate it, and draw 
accurate conclusions. 
 
Duties include but are not limited to: 
 

1. Annual performance report 

2. Customer Service information report 

3. Affordability and Access of the institution report 

4. Enrollment Status report 

5. Course information report 

6. Drugs and Alcohol report 

7. Graduate report 

8. Licensure report 

9. CB 116 

10. ASLF survey 

11. ACT IDQ 

12. Equity in Athletics 

13. Performance Measures 

14. DEP survey 

15. On-line course report 

16. Core curriculum report 

17. Tuition and fees report 

18. Immunization status report 

19. Security report 

20. Crimes on campus report 

21. FTIC (First time in college) report 

22. Other reports and data requested from the Board of Regents and the 

President. 

23. Solicit grants and monies to fund various needs of students – to 

strengthen the core requirements and student learning 

24. Manage grants and assure compliance 

Reports that are proactive and will keep the College apprised of weaknesses
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POSITION: Director of the Library                  FLSA: Exempt 
SECURITY SENSITIVE: Y 
 

NARRATIVE DESCRIPTION: 
 
The Director of the Library has overall responsibility for developing and administering a 
comprehensive collection of print, non-print and electronic educational materials as well 
as a program of instructional and educational support. This position reports directly to 
the Vice President of Instruction and supervises the work of library assistants and 
students assigned to the library. 
 
RESPONSIBILITIES: 
 
 

1. Formulate and recommend policy on all matters relating to the development 
and operation of the Library and the College’s learning resources. 

 
2. Direct all activities pertaining to the Library and the College’s learning 

resources, including the supervision and training of all employees assigned to 
the Library. 

 
3. Supervise and maintain the Learning Resource Center in the absence of the 

Learning Resource Center Cooperator, including all students and employees. 
 

4. Select, order, receive and process all new books, periodicals and other 
instructional materials housed in the library. 

 
5. Establish policies for the acquisition of material and the maintenance of the 

collections. 
 

6. Prepare and submit to the Vice President of Instruction an annual budget of 
the estimated expenditures for library operations and instructional media and 
administer the approved budget throughout the year. 

 
7. Maintain an effective and cooperative program for assisting students and 

teachers with the use of the library facilities and collections, including 
orientation lectures, handouts and individual instruction. 

 
8. Proctor examination in the Library or Learning Resource Center when 

needed, examination including the TSI and others as needed.  
 

9. Plan and conduct special educational events for the Library and the 
community. 
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10. Establish and maintain appropriate library records and inventory in 

accordance with the standards of the Southern Association of Colleges and 
Schools and the Texas State Library. 

 
11. Periodically evaluate the holdings of the library with reference to the changing 

curriculum of the College and makes adjustments in future purchases to 
serve new and expanding programs. 

 
12. Prepare regular reports to the faculty and staff on new acquisitions and 

services of the library. 
 
 

13. Prepare and submits to the Vice President of Instruction and the President an 
annual progress and evaluation report on the operations of the library. 

 
14. Work in cooperation with other libraries, area schools, state agencies and the 

general public.  
 

15. Remain current in his/her knowledge of procedure and practices pertaining to 
the Library; maintain an active role in appropriate professional organizations.  

 
16. Supervises the maintenance of the library’s web page as well as all other 

forms of library promotional material. 
 

17. Work on institutional standing and ad hoc committees, as assigned.  
 

18. Support College activities and special events through attendance and/or 
participation.  

 
19. Comply with all College policies, rules, and regulations.  

 
20. Remain current through a program of professional development.  

 
21. Perform other duties as assigned by the Vice President of Instruction and/or 

the President. 
 

POSITION PHYSICAL REQUIREMENTS: 
 
The position requires average agility and good physical condition. Ability to lift and carry 
moderately heavy materials weighing up to 25 pounds. Work requires lifting, stooping, 
bending, stretching, walking, standing, pushing, pulling, and other physical exertion. 
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POSITION:   Director of Maintenance and Grounds FLSA: Non- Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION: 
 
The Director of Maintenance and Grounds reports to the Vice President of Administrative 
Services and is responsible for routine,  general, and the overall maintenance of campus 
buildings, facilities, grounds, utility systems, vehicles, and equipment. 
 
 
RESPONSIBILITIES: 
 

1. Be responsible for the maintenance of all college facilities, making sure that 
all facilities are clean and in good working order, all grounds are well-kept 
and groomed, and all college equipment and vehicles are in good working 
order.  Typical duties include, but are not limited to: 

 
a. Ensuring that preventive maintenance is performed on buildings, 

facilities, grounds, utility systems, vehicles, and equipment. 
b. Scheduling general maintenance jobs so that they are performed on 

a timely basis. 
c. Conducting inspections of all buildings for needed maintenance 

including A/C, electrical and plumbing. 
d. Monitoring contracted maintenance. 
e. Setting up buildings for activities and events such as registration, 

graduation, and meetings. 
f. Ensuring that grounds are free of trash and litter. 
g. Supervising garbage disposal. 
h. Supervising the maintenance and service of college vehicles and 

equipment. 
i. Inspecting vehicles and equipment regularly for safety defects. 
j. Maintaining all chemical safety data sheets. 
k. Conducting safety training. 
l. Keeping safety records. 
m. Ensuring the security and control of all vehicles and equipment. 
n. Evaluating all personnel supervised. 

 
2. Be responsible for the ongoing evaluation of campus safety, as related to 

fire hazards, building codes, ADA compliance, hazardous waste disposal, 
and any other situation that may present a danger to students or employees.  
Recommend to the Vice President of Administrative Services steps that 
should be taken to alleviate any unsafe condition. 
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3. Be personally available at non-traditional working hours to address 

impromptu maintenance needs that may arise, e.g., electrical shorts, 
heating and/or air conditioning repair, water leaks. 

 
4. Assign and maintain work schedules for each employee supervised. 

 
5. Plan and submit annual plans and budgets, as required. 

 
6. Provide timely input to the Vice President of Administrative Services 

regarding maintenance of college facilities. 
 

7. Engage in building renovation and new construction projects, as assigned. 
 

8. Maintain contact with the Assistant to the President concerning the 
scheduling of special events on campus and make certain buildings are 
ready for use. 

 
9. Requisition, secure, and distribute any supplies and equipment that may be 

necessary to effectively and efficiently maintain campus facilities. 
 

10. Be responsible for making recommendations to the Vice President of 
Administrative Services on contracted labor for tasks that cannot be 
performed by college maintenance or grounds personnel. 

 
11. Communicate an accurate image of the College as a means of informing 

others about opportunities at the College. 
 

12. Work on standing and ad hoc committees of the College, as assigned. 
 

13. Support College activities and special events through attendance and/or 
participation. 

 
14. Comply with all College policies, rules, and regulations. 

 
15. Serve on the crisis management team. 
 
16. Performs all other duties as assigned by the Vice President of 

Administrative Services and/or President. 
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POSITION PHYSICAL REQUIREMENTS: 
 
This position requires average agility and good physical condition.  In addition, workers 
must be able to lift 75 pounds.  Work requires lifting, stooping, bending, stretching, 
walking, standing, climbing, pushing, pulling, crawling, and other physical exertion.  



 

 
Adopted by Board of Regents 8-20-2015  Page 97 

POSITION: Director of Student Life      FLSA: 
Exempt 
  SECURITY SENSITIVE:   Y 
 
NARRATIVE DESCRIPTION: 
 
The Director of Student Life monitors and directs aspects of Student Life at the College 
and reports directly to the Vice President of Student Services.  The Director of Student 
Life has responsibility for student services at the Clarendon Campus and works to 
respond to student needs. 
 
RESPONSIBILITIES: 
 

1. Formulates and recommends procedures on matters relating to functions 

supervised. 

2. Direct responsibility for the following student services: 

a. Housing 

b. Campus security 

c. Discipline, excluding suspension. 

d. Student organizations 

e. Student Life 

f. Student Activities 

3. Works to recruit and retain students. 

4. Works with Student Services staff to coordinate student services functions 

including commencement. 

5. Participates in the preparation and recommendation of budgets for 

responsible areas. Establishes and maintains budgetary control of areas 

of responsibility. 

6. Develops and implements procedures for providing information to the Vice 

President of Student Services to keep him/her thoroughly informed of all 

aspects of the areas of responsibility. 

7. Serve and participate on institutional standing and/or ad hoc committees, 

as assigned. 

8. Support College activities and special events through attendance and/or 

participation. 

9. Comply with all College policies, rules, and regulations. 

10. Remain current through a program of professional development. 
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11. Communicate an accurate image of the College to the public.  Be a 

positive and active representative of Clarendon College.  Be available to 

address impromptu situations involving the College during non-traditional 

work hours. 

12. Reside in College housing. 

13. Performs all other duties as assigned by the Vice President of Student 

Services and/or President. 
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POSITION:   Division Director     FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION: 
 
The Division Director reports to the Vice President of Instruction and has broad 
responsibilities for the overall operation of the academic and occupational programs 
within the division.  The position requires both teaching and administrative duties and 
serves as an important link between the faculty and administration.  The Division Director 
is appointed on a year-to-year basis.  
 
 
RESPONSIBILITIES: 
 

1. Works closely with faculty members in the formulation, justification, 
development and revision of courses, curricula, and course schedules.  

 
2. Provides status reports on activities within the division to the Vice President 

of Instruction; sets forth division goals and objectives and reports to the VP 
division accomplishments during the year, plans for the following year, 
recommendations and suggestions.  

 
3. Assumes a major role in the recruitment, selection, direction and evaluation 

of all full and part-time instructional and non-instructional staff within the 
division.  

 
4. Assumes a major role in the evaluation of instruction, including follow-up 

studies.  
 

5. Assumes a specific role in faculty development and evaluation. 
 

6. Develops and implements recruiting and retention efforts within division 
programs. 

 
7. Works with the Vice President of Instruction to ensure course syllabi are 

available on the College website and on file in the Vice President of 
Instruction’s Office. 

 
8. Works with individual faculty members to inventory, maintain and secure all 

facilities and equipment charged to the division.  
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9. Schedules regular meetings of the division and special meetings as 
required. 

 
10. Coordinates and consolidates a preliminary budget for the division and 

monitors expenditures emanating from faculty in the division.  
 

a. Review of and make recommendations when requested concerning 
all purchase requisitions, travel requests and other expenditures 
emanating from faculty in the division. 

 
11. Interprets policies of the College to members of the division.  

 
12. Works with the Vice President of Instruction to arrange for substitutes in 

case of absence by the regular faculty.  
 

13. Provides leadership to division faculty in the study and review of literature 
dealing with new developments, practices and knowledge of higher 
education with special emphasis on community colleges.  

 
14. Acts as a resource person and aid to all faculty in finding answers to 

instructional or curricular problems.  
 

15. Assumes a major role in the supervision of the instructional process.  
 

16. Teaches classes as assigned; performs the duties of Instructor. 
 
17.     Assists with the annual core curriculum assessment. 

 
18. Performs all other duties as assigned by the Vice President of Instruction 

and/or the President. 
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POSITION: Financial Aid Assistant FLSA: Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
NARRATIVE DESCRIPTION: 
 

The Financial Aid Assistant reports to the Assistant Director of Financial Aid. 
 
RESPONSIBILITIES: 
 

1. Assist in carrying out the Colleges student financial aid and assistance 
programs, including, but not limited to: 

 
a. Pell Grants 
b. Texas Public Education Grants 
c. Loans 
d. Federal Supplemental Education Opportunity Grants 
e. WIA assistance 
f. Veterans Education and Vocational Rehabilitation 
g. Federal Work Study Program 
h. Texas Grants 
i. Institutional scholarships and aid 

 
2. Assist in counseling and/or assisting students and/or their families in 

regards to federal, state, and local financial aid programs, and awarding of 
student financial aid and scholarships. 

 
3. Assist in preparing and distributing all appropriate forms to support the 

Colleges scholarship and financial aid program. 
 

4. Assist in compiling and submitting all federal and state reports pertaining to 
the area of responsibility. 

 
5. Assist in maintaining accurate student financial aid records in compliance 

with all federal, state, and external auditing guidelines. 
 

6. Assist in preparing files and documents for the auditors; assist the auditors, 
as appropriate. 

 
7. Provide administrative support, secretarial assistance, and research 

assistance. 
 

8. Serve and participate on institutional standing and/or ad hoc committees, 
as assigned. 
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 9. Remain current through a program of professional development. 
 
 10.  Communicate a positive and accurate image of the College to the public;  
  be a positive and active representative of Clarendon College. 
 
11. Support College activities and special events through attendance and/or 
participation. 
 
12. Comply with all College policies, rules, and regulations. 
 

13. Perform all other duties as assigned by the Assistant Director of Financial 
Aid, Vice President of Student Services and/or the President. 
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POSITION: Groundskeeper FLSA: Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
NARRATIVE DESCRIPTION: 
 
The Groundskeeper reports to the Director of Maintenance and Grounds and is 
responsible for maintaining the college grounds. 
 
 
RESPONSIBILITIES: 

 
1. Maintain all college grounds in a well-kept, well-groomed, and attractive 

condition.  Typical duties include, but are not limited to: 
 

a. regularly mow the campus lawn and grounds. 
b. keep all bushes, shrubs, and trees neatly trimmed and groomed. 
c. regularly edge all sidewalks,curbs,and around buildings. 
d. regularly waters the campus lawn and grounds, shrubs, and trees. 
e. engage in activities to promote healthy grass, shrubs, and trees, e.g., 

fertilizing, weeding, aeration, seeding. 
f. regularly maintains all flower beds; plant beds as approved by the 

President. 
g. plant new trees and shrubs as approved by the President. 
h. regularly picks up trash and litter on the campus. 
i. maintain the college track, keeping it free from weeds and grass. 
j. assist as required in the maintenance and grooming of the baseball 

and softball fields and the areas around the baseball and softball 
fields. 

k. Daily raising and taking down of flags 
 

2. Maintain and repair equipment required to perform the duties of 
Groundskeeper. 

 
3. Maintain the sprinkler system and equipment 

 
4. During the winter months, engage in any off-season maintenance and repair 

of equipment in readiness for the growing season. 
 

5. Perform and/or assist in other maintenance and custodial tasks. 
 

6. Bring to the attention of the Director of Maintenance and Grounds the  need 
for any equipment or supplies required to perform his/her  assignment. 
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7. Identify to the Director of Maintenance and Grounds any unsafe or 
potentially unsafe conditions that require attention and correct such 
conditions under the direction of the Director. 

 
8. Be personally available to address impromptu maintenance needs that may 

arise during non-traditional working hours. 
 

9. Stay current in grounds keeping, maintenance, and safety issues by reading 
related literature and by attending meetings, seminars, and/or workshops, 
etc, upon approval of the President. 

 
10. Work on standing and ad hoc committees of the College, as assigned. 

 
11. Support College activities and special events through attendance and/or 

participation. 
 

12. Comply with all College policies, rules, and regulations. 
 

13. Performs all other duties as assigned by Director of Maintenance and 
Grounds, the Vice President of Administrative Services, and/or the 
President. 

 
 

POSITION PHYSICAL REQUIREMENTS: 
 
This position requires average agility and good physical condition.  In addition, workers 
must be able to lift 75 pounds.  Work requires lifting, stooping, bending, stretching, 
walking, standing, climbing, pushing, pulling, crawling, repetitive motion, working above 
the head, and other physical exertion.  
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POSITION: Health Science Support Center (HSSC) Coordinator FLSA: Non-Exempt 
SECURITY SENSITIVE: Y 

 
 
NARRATIVE DESCRIPTION: 
 
The primary responsibility of the HSSC Coordinator is to manage and direct the day to 
day operations of the HSSC(s) under the auspices of the Title III Grant at Clarendon 
College. 
 
 
RESPONSIBILITIES: 
 

1. Development of the HSSC. 
 

2. Prepare for development of supplemental instruction modules to be available for 
online assistance. 
 

3. Develops, implements and evaluates activities for the HSSCs in accordance with 
the currently accepted and approved Title III Grant application. 
 

4. Develop supplemental instruction modules utilizing for use in tutorials using 
computers and software purchased. 
 

5. Supervises tutors for Allied Health Coursework: 
a. Associate Degree Nursing – Pre-requisites 
b. Vocational Nursing – Pre-requisites 
c. Vocational Nursing workforce courses beginning with VNSG. 
d. Associate Degree Nursing courses beginning with RNSG. 

 
6. Provide accurate and timely information to students for usage of the HSSC 

 
7. Monitor and evaluate Title III grant time. 

 
8. Communicate an accurate image of the College as a means of informing others 

about opportunities at the College. 
 

9. Work on standing and ad hoc committees of the College, as assigned. 
 

10. Support College activities and special events through attendance and/or 
participation. 
 

11. Comply with all College policies, rules, and regulations. 
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12. Performs all other duties as assigned by the Associate Dean of Career, Technical, 

and Continuing Education and/or the President. 
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POSITION:   Housekeeper / Custodial Services Staff FLSA: Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
NARRATIVE DESCRIPTION / RESPONSIBILITIES: 
 
The custodial staff reports directly to the Vice President of Administrative Services and is 
responsible for performing the overall cleaning of all college buildings and facilities. 
 

Typical duties include, but are not limited to: 
 

1. Cleaning of all floors, walls, ceilings, doors, windows, sidewalks, 
furnishings, and trash removal in all buildings and facilities on a scheduled 
basis including: 

 
a. Mopping 
b. Sweeping 
c. Vacuuming 
d. Shampooing carpets 
e. Dusting 
f. Scrubbing and washing 
g. Applying chemicals and conditioners 
h. Striping, buffing and polishing 

 
2. Move and/or set-up furniture and college facilities for college and/or special 

events, as assigned. 
 

3. Work on standing and ad hoc committees of the College, as assigned. 
 

4. Support College activities and special events through attendance and/or 
participation. 

 
5. Comply with all College policies, rules, and regulations. 

 
6. Performs all other duties as assigned by the Vice President of 

Administrative Services and/or the President. 
 

Position Physical Requirements: 
 
All positions require average agility and good physical condition.  Workers must be able 
to lift 50 pounds.  Work requires lifting, stooping, bending, stretching, walking, standing, 
climbing, pushing, pulling, crawling, repetitive motion, working above the head, and other 
physical exertion. 
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POSITION: Instructor  FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
NARRATIVE DESCRIPTION:   
 
The instructor is responsible for the success of the total teaching/learning process within 
the assigned classroom, laboratory, shop, or other learning environment.  The instructor 
is the primary position of employment at Clarendon College, because instruction is the 
College's primary function.  The instructor position determines the overall level of 
institutional productivity and quality, and all other positions at the College exist to support 
it.  The instructor is supervised by the Program Coordinator (or in the case of technical 
programs, Program Director), the Division Director and the Vice President of Instruction, 
and has the primary responsibility in academic matters for the content, quality, and 
effectiveness of the curriculum and further has opportunity to participate in institutional 
governance and influence institutional policy and practice through the role of instructor 
and regular committee assignments. 
 
 
DUTIES AND RESPONSIBILITIES: 
 

1. Perform and carry out the teaching assignment in an effective and efficient 
manner. 

 
2. Establish and maintain appropriate office hours. 

 
3. Work on institutional standing and ad hoc committees, as assigned. 

 
4. Work individually and collaboratively with others to recruit new students and 

work to retain current students. 
 

5. Remain current in the teaching discipline through professional development 
activities;  maintain familiarity with recent publications and journals in the 
teaching discipline; and, participate in local, state, or national professional 
societies and meetings where appropriate.  

 
6. Support College activities and special events through attendance, and 

participation, including advising of a campus club(s), team, and/or other 
activities. 

 
7. Assist in advising and registration, as assigned. 
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8. Participate in program area, division, and college faculty meetings; provide 
input on textbook adoption, program planning and evaluation, budgets, and 
the selection of supplies and equipment. 

 
9. Use the funds of the institution allocated to the budget of the department or 

to a special project in effective and efficient manner. 
 

10. Comply with all Clarendon College policies and procedures (rules and 
regulations). 

 
11. Completes annual core curriculum assessment for each section of each 

course taught from the core curriculum and submits appropriate files and 
documentation to the program coordinator. 

 
12. Performs other duties as assigned by the Vice President of Instruction 

and/or President.
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POSITION: Instructor/Coach FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
NARRATIVE DESCRIPTION:  
 
The instructor/coach at Clarendon College reports to the appropriate division director (for 
teaching responsibilities) and the Athletic Director (for coaching responsibilities), and 
indirectly to the President.  The instructor/coach is responsible for the success of the total 
teaching/learning process within the assigned classroom, laboratory, shop, or other 
learning environment. This position carries out all the duties and responsibilities 
incumbent upon all instructional personnel while performing the coaching function as it 
relates to the sport assigned.  The instructor/coach is expected and required to encourage 
and promote high academic and athletic standards and to build excellence in the 
classroom and on the playing field or court.  The instructor/coach is required to have a 
State of Texas Commercial Driver’s License and if you travel out of state you will be 
required to have a DOT Physical Exam on file. 
 
 
DUTIES AND RESPONSIBILITIES: 
 

1. Perform and carry out the teaching assignment in an effective and efficient 
manner. 

 
2. Establish and maintain appropriate office hours. 

 
3. Work on institutional standing and ad hoc committees, as assigned. 

 
4. Work individually and collaboratively with others to recruit new students and 

work to retain current students. 
 

5. Remain current in the teaching discipline through professional development 
activities;  maintain familiarity with recent publications and journals in the 
teaching discipline; and, participate in local, state, or national professional 
societies and meetings where appropriate.  

 
6. Support College activities and special events through attendance, and 

participation, including advising of a campus club(s), team, and/or other 
activities. 

 
7. Assist in advising and registration, as assigned. 
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8. Participate in program area, division, and college faculty meetings; provide 
input on textbook adoption, program planning and evaluation, budgets, and 
the selection of supplies and equipment. 

 
9. Use the funds of the institution allocated to the budget of the department or 

a special project in effective and efficient manner. 
 
10. Comply with all Clarendon College policies and procedures (rules and 

regulations). 
 

11. Set a high standard in academic and scholarly excellence, personal 
integrity, professional competence, and professional ethics.  Work to enrich 
the emotional well-being of the student-athlete through proper role modeling 
and the demonstration of high ethical standards and behavior.  

 
12. Respects the right of others in the college community to hold divergent 

opinions, including other faculty members, students, and administrators.  
 

13. Fulfill all the contractual obligations for the period of time agreed and give 
the institution reasonable notice when resigning.  

 
14. Avoid professional and personal actions which may cause economic loss 

and/or public or legal embarrassment to the institution.  
 

15. Field a team that will be as competitive as possible within the guidelines set 
by institutional policies and the rules and legal boundaries prescribed by the 
Western Junior College Athletic Conference and the National Junior 
College Athletic Association. 

 
16. Conduct physical conditioning sessions and practices for student athletes 

who are members of the intercollegiate sport activity.  
 

17. Develop strategies for competition in his or her sport(s).  
 

18. Coach the team during competition.  
 

19. Provide services as trainer to team members. 
 

20. Supervise all team practices, competition activities, and student athletes, 
including student athletes during away games.  

 
21. Schedule team activities including developing a competition schedule.  
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22. Arrange for officials for sporting events. 
 

23. Arrange for team travel, accommodations, and meals. 
 

24. Manage and care for athletic equipment. 
 

25. Inventory and order equipment and supplies as authorized by the Athletic 
Director.  

 
26. Supervise maintenance of playing area or field. 

 
27. Make arrangements for visiting teams and officials/umpires as needed. 

 
28. Recruit student athletes for his or her assigned sport(s); recruit student-

athletes who possess individual traits indicating good character and 
personal goals reflecting a desire for academic and athletic success. 

 
29. Assist student athletes in his or her sport(s) with academic/personal 

counseling.  
 

30. Manage scholarship awards in his or her sport(s) and coordinates other 
financial aid with the financial aid officer.  

 
31. Report, communicate, and receive pre-approval for any or all fund-raising 

activities from the Athletic Director and the President.  Fund-raising 
activities are to be handled in proper accordance with Clarendon College 
and NJCAA policies. 

 
32. Perform all other duties as assigned. 
 
33.      Maintain stats in accordance with NJCAA Region 5 and NJCAA. 
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POSITION:   Learning Resource Center Assistant FLSA: Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
NARRATIVE DESCRIPTION: 
 
Responsible for the day to day basic operations of the Learning Resource Center (LRC). 
Provides support to the LRC and the library for technical assistance and daily support.  
Supervises student tutors and library part-time workers.  Reports to the Learning 
Resource Center Coordinator. 
  
RESPONSIBILITIES: 
 

1. Supervises and helps coordinate assignments given to lab tutors. 
 
2. Tutors students as needed and monitors the tutoring lab. 
 
3. Collaborates with faculty to improve student learning outcomes. 
 
4. Helps promote and manage LRC events and activities. 
 
5. Provides supervision and support to the library as needed. 
 
6. Assist library users in locating material in the collection through the use of 

the automated catalog and computerized database collections. 
 
7. Answers the telephone and telephone questions and refers advanced 

questions to the Learning Resource Center Coordinator and/or the Director 
of the Library. 

 
8. Operates standard library equipment such as video-visual equipment, 

copiers, printers, scanners, etc. 
 
9. Helps the Learning Resource Center Coordinator run department reports 

and manage department files. 
 
10. Support College activities and special events through attendance and/or 

participation. 
 
11. Comply with all College policies, rules, and regulations. 
 
12. Remain current through a program of professional development. 
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13. Communicate a positive and accurate image of the College to the public; 
be a positive and active representative of Clarendon College. 

 
14. Performs all other duties assigned by the Learning Resource Center 

Coordinator and/or the President. 
 

 
KNOWLEDGE: 
 

 Commitment to community college philosophy and mission. 

 Effective leadership and ethics techniques. 

 Hours include night and weekends. 
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POSITION:  Learning Resource Center Coordinator                             FLSA: Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
NARRATIVE DESCRIPTION 
 
Supervises plans and directs college wide operations of the on-campus Learning 
(Tutoring) Lab for all students including those enrolled in Distance Learning.  Provides 
support to the library for technical assistance and daily support.  Supervises student tutors 
and library part-time workers.  Reports to the Vice President of Student Services. 
 
 
DUTIES AND RESPONSIBILITIES 
 

1. Supervises, recruits, and coordinates the assignments given to lab tutors. 
2. Ensures that Learning Lab (Tutoring) services provided to students are 

accessible; that procedures and services are standardized for all 
campuses; and that tutorial services are also provided for students 
enrolled in Distance Learning. 

3. Coordinates development of all critical aspects of the budget for the LRC 
and develops final budget recommendations based on college priorities. 

4. Conducts annual assessments of tutoring services including customer 
satisfaction and program goal attainment. 

5. Leads the Learning Lab in collaborating with faculty to improve student 
learning outcomes. 

6. Coordinates and implements two events per year to encourage and 
promote tutoring programs. 

7. Evaluates the work performance of tutors. 
8. Provides supervision and support to the library. 
9. Other duties will include promoting and participating in college events. 
10. Provides campus wide communication on tutoring center.   

 
 
Knowledge 
 

• Understanding of accepted pedagogical/tutoring principles. 
• Commitment to community college philosophy and mission. 
• Effective leadership and ethics techniques. 
• Hours include nights and weekends. 
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 POSITIONS: Maintenance and Grounds Worker FLSA: Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
NARRATIVE DESCRIPTION:  
 
The maintenance and grounds worker reports directly to the Director of Maintenance and 
Grounds and is responsible for performing routine and general maintenance on campus 
buildings, facilities, grounds, utility systems, vehicles and equipment. 
 
 
RESPONSIBILITIES:   (as assigned) 
 

Typical duties include: 
 

1. Building and Facilities Maintenance 
Painting, Plumbing, Electrical wiring, Carpentry, A/C repair, Welding, 
Digging, Moving furnishings, Driving and hauling, and Operating fork 
lifts 

 
2. Grounds Maintenance 

Mowing, Edging, Spraying Chemicals, Trimming, Watering, 
Fertilizing 
Picking up trash and litter, Planting, Digging, Driving and hauling, and  
Operating tractors and equipment 

 
3. Vehicle and Equipment Maintenance 

Mechanical duties, Washing, Detailing, and Servicing (fluids, tires, 
etc.) 

 
4. All other duties as assigned by the Director of Maintenance and Grounds, 

Vice President of Administrative Services and/or the President. 
 
 
POSITION PHYSICAL REQUIREMENTS: 
 
All positions require average agility and good physical condition.  In addition, workers 
must be able to lift 75 pounds.  Work requires lifting, stooping, bending, stretching, 
walking, standing, climbing, pushing, pulling, crawling, repetitive motion, working above 
the head, and other physical exertion. 
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POSITIONS: Maintenance and Grounds - Pampa Center FLSA: Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
NARRATIVE DESCRIPTION:  
 
Maintenance and Grounds-Pampa Center reports directly to the Director of Maintenance 
and is responsible for routine, general, and the overall maintenance on campus buildings, 
facilities, grounds, utility systems, vehicles and equipment. 
 
 
RESPONSIBILITIES: 
    

1. Be responsible for the maintenance of all college facilities, making sure that all 
facilities are clean and in good working order, all grounds are well-kept and 
groomed, and all college equipment and vehicles are in good working order. 

a. Typical duties include, but are not limited to: 
 

b. Performing preventive maintenance on buildings, facilities, grounds, utility      
systems, vehicles and equipment. 

c. Scheduling maintenance jobs, as needed, so that they are performed on a       
timely basis. 

d. Conducting inspections of all buildings for needed maintenance including        
A/C, electrical and plumbing. 

e. Monitoring contracted maintenance. 
f. Setting up buildings for activities and events such as registration,                     

graduation, and meetings. 
g. Ensuring that grounds are free of trash and litter. 
h. Supervising garbage disposal. 
i. Supervising the maintenance and service of college vehicles and                     

equipment. 
j. Maintaining all chemical safety data sheets. 
k. Conducting safety training. 
l. Keeping safety records 
m. Ensuring the security and control of all vehicles and equipment. 

 
2. Be responsible for the ongoing evaluation of campus safety, as related to fire 

hazards, building codes, ADA compliance, hazardous waste disposal, and any 
other situation that may present a danger to students or employees.  Recommend 
to the Director of Maintenance steps that should be taken to alleviate any unsafe 
condition. 
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3. Be personally available at non-traditional working hours to address impromptu 
maintenance needs that may arise, (e.g.) electrical shorts, heating and/or air 
conditioning repair, water leaks. 
 

a. Plan and submit annual plans and budgets, as required. 
 

b. Provide timely input to the Director of Maintenance regarding maintenance 
of college facilities. 

 
c. Engage in building renovation and new construction projects, as assigned. 

 
d. Requisition, secure, and distribute any supplies and equipment that may be 

necessary to effectively and efficiently maintain campus facilities. 
 

e. Be responsible for making recommendations to the Director of Maintenance 
on contracted labor for tasks that cannot be performed by college 
maintenance or grounds personnel. 

 
f. Communicate an accurate image of the College as a means of informing 

others about opportunities at the College. 
 

g. Work on standing and ad hoc committees of the College, as assigned. 
 

h. Support College activities and special events through attendance and/or 
participation. 

 
i. Comply with all College policies, rules, and regulations. 

 
j. Performs all other duties as assigned by the Director of Maintenance and/or 

the President. 
 
POSITION PHYSICAL REQUIREMENTS: 
 
All positions require average agility and good physical condition.  In addition, workers 
must be able to lift 75 pounds.  Work requires lifting, stooping, bending, stretching, 
walking, standing, climbing, pushing, pulling, crawling, repetitive motion, working above 
the head, and other physical exertion. 
 
 



 

 
Adopted by Board of Regents 8-20-2015  Page 119 

POSITION: Maintenance Specialist FLSA: Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION: 
 
The Maintenance Specialist is a skilled laborer (plumbing, carpentry, welding, heating and 
refrigeration, etc) who reports to the Director of Maintenance and Grounds and is 
responsible for performing various maintenance duties. 
 
 
RESPONSIBILITIES: 
 

1. Maintain all college facilities under the direction of the Director of 
Maintenance and Grounds, performing such tasks, including, but not limited 
to: 

 
a. repair and preventative maintenance of heating and refrigeration 

systems; 
b. repair and preventative maintenance of plumbing systems; 
c. repair and preventative maintenance of electrical systems; 
d. repair and preventative maintenance of waste disposal systems; 
e. repair and preventative maintenance of college safety and security 

systems, e.g., fire alarms, locks, smoke detectors; and, 
f. repair and preventative maintenance of college equipment and 

property. 
 

2. Perform other routine and preventative maintenance duties, as assigned. 
 

3. In the absence of regular custodial or grounds personnel or in instances of 
particular need, perform the duties of Maintenance Worker, Housekeeper, 
or Groundskeeper. 

 
4. Be personally available to address maintenance needs which may arise 

during non-traditional working hours, e.g., electrical shorts, heating and 
refrigeration repair, leaky pipes, etc. 

 
5. Engage in building renovation projects, as assigned. 

 
6. Identify to the Director of Maintenance and Grounds any unsafe or 

potentially unsafe condition that may require attention and correct such 
condition under the direction of the Director. 
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7. Bring to the attention to the Director of Maintenance and Grounds the need 
for supplies and equipment to address ongoing and particular maintenance 
needs. 

 
8. Stay current in area of specialization and in maintenance and safety issues 

by reading related literature and by attending meetings, seminars, and/or 
workshops, etc, upon approval of the President. 

 
9. Work on standing and ad hoc committees of the College, as assigned. 

 
10. Support College activities and special events through attendance and/or 

participation. 
 

11. Comply with all College policies, rules, and regulations. 
 

12. Perform all other duties as assigned by Director of Maintenance and 
Grounds, Vice President of Administrative Services and/or the President. 

 
 

POSITION PHYSICAL REQUIREMENTS: 
 
This position requires average agility and good physical condition.  In addition, workers 
must be able to lift 75 pounds.  Work requires lifting, stooping, bending, stretching, 
walking, standing, climbing, pushing, pulling, crawling, repetitive motion, working above 
the head, and other physical exertion. 
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POSITION: Motor Pool Specialist FLSA: Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION: 
 
The Motor Pool Specialist reports to the Director of Maintenance and Grounds and is 
responsible for maintaining and servicing all college vehicles. 
 
 
RESPONSIBILITIES: 
 

1. Service and maintain all college vehicles in a safe and reliable condition; 
engage in preventative maintenance and/or repair activities, including, but 
not limited to: 

 
a. changing the oil each college vehicles as required; 
b. regularly checking brake systems; 
c. regularly checking hoses and belts;   
d. regularly checking fluid levels; 
e. regularly checking tire pressure and tread; 
f. regularly checking cooling systems; 
g. regularly checking air-conditioning and heating systems; and, 
h. regularly checking electrical systems. 

 
2. Regularly inspect, service, and/or repair (or arrange for the repair of) all 

college vehicles, to promote safety, and to make certain no vehicle is used 
that is not absolutely roadworthy.  

 
3. Regularly wash and detail all college vehicles. 

 
4. Work with the Assistant to the President in scheduling college vehicles and 

make certain those vehicles are ready when and where needed. 
 

5. Arrange for any professional repairs of vehicles that he/she cannot or 
should not conduct, e.g., collision repair, front-end alignment. 

 
6. Arrange for towing or conduct on-site repairs (whenever possible and 

prudent) in the event of the breakdown of a college vehicle. 
 

7. Maintain an inventory of supplies required to service and maintain college 
vehicles. 
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8. Recommend the purchase of new equipment required to service and 
maintain college vehicles. 

 
9. Maintain the College Motor Pool and Garage in a clean, safe and orderly 

fashion. 
 

10. Be personally available to address breakdowns and/or other automotive 
maintenance needs that may arise during non-traditional working hours. 

 
11. Stay current in automotive service and maintenance by reading related 

literature and by attending meetings, seminars, and/or workshops, etc, 
upon approval of the President. 

 
12. Work on standing and ad hoc committees of the College, as assigned. 

 
13. Support College activities and special events through attendance and/or 

participation. 
 

14. Comply with all College policies, rules, and regulations. 
 

15. Perform all other duties as assigned by Director of Maintenance and 
Grounds, Vice President of Administrative Services and/or the President. 

 
 

POSITION PHYSICAL REQUIREMENTS: 
 
This position requires average agility and good physical condition.  In addition, workers 
must be able to lift 75 pounds.  Work requires lifting, stooping, bending, stretching, 
walking, standing, climbing, pushing, pulling, crawling, working above the head, repetitive 
motion, and other physical exertion. 
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POSITION: Payroll and Benefits Coordinator FLSA:  Non-Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION:   
 
The Payroll and Benefits Coordinator reports to the Vice President of Administrative 
Services and is primarily responsible for processing all College payrolls, coordinating 
employee benefits, and completing and filing associated reports and payments. 
 
 
RESPONSIBILITIES: 
 

1.  Responsible for administering and processing the College’s payroll, 
including the completing and filing of associated reports and payments in a 
timely and accurate manner.  

 
2.  Responsible for the College’s employee benefits programs, including 

compiling and submitting state and federal reports, TRS, and ORP reports, 
PARS, ERS reports, and supplying information to employees relating to 
employee benefit opportunities. 

 
3.  Prepare and distribute W-2’s for all employees 
 
4.  Responsible for the accurate record keeping of employee sick, vacation, 

personal, and professional leave time. 
 
5.  Responsible for the maintenance of all employee payroll files. 
 
6.  Provide secretarial and clerical assistance as needed to the Vice President 

of Administrative Services.  Duties may include: 
 

a. Filing 
b.  Photocopying 
c.  Sort and distribute incoming mail and prepare outgoing mail 

for delivery 
d.  Typing and preparing various letters, documents and reports 
e.  Account reconciliations as assigned  

 
7.  Assist others as needed. 
 
8.  Participate in the Business Office cross training program. 
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9.  Assist in the preparation of monthly financial reports. 
 
10.  Assist in the preparation for the annual external audit. 
 
11.  Communicate an accurate image of the College as a means of informing 

others about opportunities at the College. 
 
12.  Work on standing and ad hoc committees of the College, as assigned. 
 
13.  Remain current through a program of professional development. 
 
14.  Support College activities and special events through attendance and/or 

participation. 
 
15.  Comply with all College policies, rules and regulations. 
 
16.  Performs all other duties as assigned by the President and/or the Vice 

President of Administrative Services. 
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POSITION: President FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
NARRATIVE DESCRIPTION: 
 
The President is the chief executive officer of Clarendon College and reports directly to 
the Board of Regents.  This position has responsibility for the overall direction of the 
institution and for interpretation of its purposes and goals to the broader community.  
Liaison with other educational institutions and with local, state and federal governments 
also belongs to this jurisdiction.  As chief executive officer, the President implements all 
policies, rules and regulations imposed on the institution by the Board of Regents, by 
state law and its agencies, and by federal legislation. 
 
 
RESPONSIBILITIES: 
 

1. To be the chief executive officer of the College and attend all board 
meetings, participating in its deliberations. 

 
2. To act as the chief advisor to the Board in all matters pertaining to the 

educational and business policies of the College.  
 

3. To administer the College in conformity with the approved policies of the 
Board, the rules and regulations of the  Texas Higher Education 
Coordinating Board and all applicable state and federal laws. 

 
4. To be the professional leader of the Board and Faculty, and to have general 

responsibility over the educational and business matters of the College and 
over all persons employed therein.  

 
5. The President shall report to the Board from time to time, or upon request 

of the Board, on the educational and business affairs of the College. 
 

6. To present to the Board of Regents such information as is needed in the 
formation of college policies; to present proposed policies to the Board for 
its deliberation. 

 
7. To recommend to the board an appropriate administrative and 

organizational structure, and to recommend reorganization when it seems 
appropriate. 

 
8. To nominate (recommend) for employment all faculty, administrators, and 

other personnel.  
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9. To be responsible for the development of position descriptions and the 

responsibilities of the faculty, administrators, and other personnel for the 
approval of the Board, and to provide for the annual evaluation of all 
employees of the College. 

 
10. To prepare an annual college budget and present it to the board for 

approval.   Report the condition of the budget regularly and systematically. 
 

11. Within the limits of the budget, approved by the Board of Regents, the 
President shall have power to approve purchases and expenditures for the 
operation of the College.  

 
12. The President shall investigate the needs of facilities for the College, and 

make such recommendations to the Board as will meet these needs.  
He/she shall further review the architect's plans and specifications for new 
facilities, and if appropriate, recommend them to the Board. 

 
13. To make all reports where required by law and by the rules and regulations 

of the Board of Regents. 
 
14. To see that policies and activities approved by the Board are carried to 

completion. 
 

15. To attend appropriate professional meetings, such as the Texas 
Association of Community Colleges, the American Association of 
Community Colleges, the Southern Association of Colleges and School 
Commission on Colleges, and/or any others that will help enhance 
development in the field of college administration. 

 
16. To represent Clarendon College and the needs of the College to the 

legislature and to the Texas Higher Education Coordinating Board, while 
keeping Clarendon College abreast of new policies, rules and regulations 
of the state. 

 
17. To see that Clarendon College meets all requirements that will place it in 

high professional standing with accrediting associations. 
 

18. To direct institutional research and planning. 
 

19. The President shall represent the College to external constituencies, 
including the general public, professional organizations, and other 
individuals and groups, as appropriate. 
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 20. Serve on the crisis management team.  



 

 
Adopted by Board of Regents 8-20-2015  Page 128 

POSITION: Program Coordinator                                                               FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
 
Narrative Description: 
 
The Program Coordinator reports directly to the Division Director and indirectly to the Vice 
President of Instruction.  He/she has specific responsibilities for the operation of the 
academic and/or occupational programs within a specific program area, including but not 
limited to the content, quality, and effectiveness of the curriculum within the program area.  
The position requires both teaching and administrative duties and serves as an important 
link between the faculty and the Division Director.  The Program Coordinator is appointed 
on a year-to-year basis.  
 
Functional Responsibilities: 
 

1. Works closely with faculty members within the program area and the 
Division Director in the formulation, justification, development and revision 
of courses and curricula.  

 
2. Provides appropriate information and/or status reports on activities within 

the program area or department, including but not limited to program area 
accomplishments during the year and plans for the following year. 

 
3. Assumes a role in the recruitment and selection of all full and part-time 

instructional and non-instructional staff within the program area.  
 

4. Assumes a role in the evaluation of instruction. 
 

5. Maintains files of all course syllabi and master syllabi, as appropriate. 
 

6. Inventories, maintains and secures all facilities and equipment charged to 
the program area. 

 
7. Assists the Division Director and the Vice President of Instruction in 

interpreting policies of the College to members of the program area. 
 

8. Assists the Division Director and the Vice President of Instruction in 
arranging for substitutes in case of absence by the regular faculty.  

 
9. Acts as a resource person and aid to faculty in finding answers to 

instructional or curricular problems.  
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10. Teaches classes as assigned and carries out all duties of the College 
Instructor. 
 

11. Compiles annual core curriculum assessment files and documentation from 
individual faculty members and submits them to the Director of Institutional 
Research. 
 

12. Performs other duties as assigned by the Vice President of Instruction 
and/or the President. 
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POSITION:  Program Director FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION: 
 
The Program Director reports directly to the Division Director and indirectly to the Vice 
President of Instruction.  He/she has specific responsibilities for the operation of the 
academic and/or occupational programs within a specific program area, including but not 
limited to the content, quality, and effectiveness of the curriculum within the program area.  
The position requires both teaching and administrative duties and serves as an important 
link between the faculty and the Division Director.  The Program Coordinator is appointed 
on a year-to-year basis.  
 
Functional Responsibilities: 
 

1. Works closely with faculty members within the program area and the 
Division Director in the formulation, justification, development and revision 
of courses and curricula.  

 
2. Provides appropriate information and/or status reports on activities within 

the program area or department, including but not limited to program area 
accomplishments during the year and plans for the following year. 

 
3. Assumes a role in the recruitment and selection of all full and part-time 

instructional and non-instructional staff within the program area.  
 

4. Assumes a role in the evaluation of instruction. 
 

5. Maintains files of all course syllabi and master syllabi, as appropriate. 
 

6. Inventories, maintains and secures all facilities and equipment charged to 
the program area. 

 
7. Assists the Division Director and the Vice President of Instruction in 

interpreting policies of the College to members of the program area. 
 

8. Assists the Division Director and the Vice President of Instruction in 
arranging for substitutes in case of absence by the regular faculty.  

 
9. Acts as a resource person and aid to faculty in finding answers to 

instructional or curricular problems.  
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10. Teaches classes as assigned and carries out all duties of the College 

Instructor. 
 
11. Compiles annual core curriculum assessment files and documentation from 

individual faculty members and submits them to the Director of Institutional 
Research. 

 
12. Performs other duties as assigned by the Vice President of Instruction 

and/or the President. 
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POSITION: Program Success Coach FLSA: Non-Exempt 
SECURITY SENSITIVE: Y 

 
 
NARRATIVE DESCRIPTION: 
 
The primary responsibility of the Program Success Coach is to manage and direct the 
advising and student support services for the Perkins Grant at Clarendon College. 
 
Immediate Supervisor: Associate Dean of Career, Technical and Continuing Education 
 
 
RESPONSIBILITIES: 
 

1. Develops, implements and evaluates activities for the Perkins Grant in accordance 
with the currently accepted and approved grant application. 
 

2. Recruits students for enrollment in workforce programs. 
 

3. Retains students through a varied approach including but not limited to: 
a. advising; 
b. career planning; 
c. interest surveys; 
d. academic success training; 
e. directing students to academic assistance (tutoring services) 

 
4. Develop and maintain on-going contact and coordination with community 

resources available to assist students. 
 

5. Interprets student placement and career assessment results and link placement 
test scores to advising. 
 

6. Provide accurate and timely information to students for: 
a. degree, certificate, program and individual coursework;. 
b. graduation, certificate, transfer and articulation requirements; 
c. career patterns, local and national workforce occupational needs. 

 
7. Work with all career and technical (workforce) education faculty to develop a 

cohesive and coherent recruiting plan to include a varied and diverse market. 
 

8. Communicate an accurate image of the College as a means of informing others 
about opportunities at the College. 
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9. Work on standing and ad hoc committees of the College, as assigned. 
 

10. Support College activities and special events through attendance and/or 
participation. 
 

11. Comply with all College policies, rules, and regulations. 
 

12. Performs all other duties as assigned by the Associate Dean of Career, Technical 
and Continuing Education and/or the President. 
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POSITION: Public Information & Marketing Coordinator FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION: 
 
The Public Information & Marketing Coordinator is responsible for planning, coordinating, 
and carrying out the College’s marketing, public relations, and public information activities 
and reports to the President. 
 
 
RESPONSIBILITIES: 
 

1. Plan and execute the College’s overall marketing strategy.  This includes 
the analysis of market research, developing written marketing plans, media 
buying and providing direction on media buying, advertising planning and 
production. 

 
 2. Plan and execute the College’s overall public relations strategy.  This  
  includes analysis of the media climate, planning and executing a public  
  relations plan, working with local media on media requests and   
  stories, employee newsletters, and monthly board updates. 
 
 3. Design, prepare and/or assist with the production of various publications  
  for the College such as brochures, posters, invitations, newspaper ads,  
  newsletters, etc., press releases, human interest stories, employee   
  newsletter, and monthly board update. 
 
 4. Perform community relations on behalf of the College. This includes  
  working with local organizations by providing prizes/sponsorships for  
  community events, representing the college at meetings, sitting on   
  community boards and committees on behalf of the College, providing  
  promotional items for community events, and answering community  
  questions regarding the College. 

 
5. Serve as the College’s Web Master and develop, implement, and oversee 

a digital strategy for all marketing, advertising and public relations efforts 
including web presence, social media and applications for mobile devices. 

 
7. Assist in the College’s recruiting efforts, as assigned. 

 
8. Serve on the crisis management team and develop, implement and oversee 

all crisis communications. 
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9. Develop and implement procedures for providing information to the 

President and various other members of the faculty, staff, and other 
constituencies. 

 
           10. Communicate an accurate image of the College as a means of informing 

students about opportunities at the College. 
 

11. Writes grant proposals, as appropriate, for the purpose of funding existing, 
special, new, and/or innovative student services programs. 

 
12. Publish the College’s activities and monthly calendar. 
  
13. Support College activities and special events through attendance and/or 

participation. 
 

14. Comply with all College policies, rules, and regulations. 
 

15. Remain current through a program of professional development. 
 

16. Perform all other duties as assigned by the President. 
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POSITION: Ranch Horse Coach/Instructor FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION:  
 
The Ranch Horse Coach reports to the Division Director for Agricultural Programs but 
collaborates closely with the Rodeo Coach.  In addition to providing leadership in the 
maintenance and promoting of the L.E.C. and grounds, the Ranch Horse Coach has 
specific responsibilities for the coaching of the Ranch Horse Program. The Ranch Horse 
Coach is expected and required to encourage and promote high academic and athletic 
standards and to work to promote excellence. 
 
 
DUTIES AND RESPONSIBILITIES: 
 

1. Maintain and promote the Livestock/Equine Center. 
 

2. Work individually and collaboratively to recruit new students and work to 
retain current students.   

 
3. Operate as a team in the mutual promotion of the Agricultural Programs 

 
4. Market the LEC to outside agencies and organizations. 

 
5. Participate and organize departmental meetings; provide Ranch Horse 

Program planning and evaluation, budgets, and the selection and/or 
purchasing of supplies and/or equipment. 

 
6.  Provide clear, written instructions and expectations for student 

performance at various levels of achievement (A, B, C, etc.) 
 

7. Use the funds of the Institution allocated to the departmental budget 
and/or a special project in effective and efficient manner. 

 
8. Comply with all Clarendon College policies and procedures (rules and 

regulations). 
 

9. Set a high standard in academic and scholarly excellence, personal 
integrity, professional competence, and professional ethics.  Work to 
enrich the emotional well-being of the student-athlete through proper role 
modeling and the demonstration of high ethical standards and behavior.  
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10. Provide services as trainer to team members. 

 
11. Supervise all team practices, competition activities, and student athletes. 

 
12. Manage, maintain, inventory, and care for equipment. 
 
13. Treat animals in a humane and caring manner that is exemplary  

 
14. Inventory and order equipment and supplies as authorized by the Division 

Director of Agricultural Programs.  
 

15. Recruit student athletes for his or her assigned sport(s); recruit student-
athletes who possess individual traits indicating good character and 
personal goals reflecting a desire for academic and athletic success. 

 
16. Assist student athletes in his or her sport(s) with academic/personal 

counseling.  
 

17. Manage scholarship awards in his or her sport(s) and coordinate other 
financial aid with the financial aid officer.  

 
18. Report, communicate, and receive pre-approval for any or all fund-raising 

activities from the Division Director for Agricultural Programs and the 
President.   

 
19. Assist the Judging Coach and Rodeo Coach as needed and/or requested. 

 
20. Support College activities and special events through attendance and/or 

participation. 
 

21. Comply with all College policies, rules, and regulations. 
 

22. Prepare and submit all necessary reports, as appropriate. 
 

23. Communicate an accurate image of the College to the public.  Be a 
positive and active representative of Clarendon College. 

 
24. Be available to address impromptu situations involving the College during 

non-traditional work hours. 
 

25. Reside within the taxing district of Clarendon College. 
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26. Maintenance responsibilities include: 
A. Building and facilities maintenance which may include: 

a. Painting, Plumbing, Electrical wiring, Carpentry, A/C 
repair, Welding. 

B. Grounds Maintenance: 
b. Mowing, Edging, Spraying Chemicals, Trimming, 

Watering, Fertilizing 
c. Picking up trash and litter, Planting, Digging, Driving 

and hauling; and, 
d. Operating tractors and equipment necessary for care 

of animals and grounds. 
C. Vehicle and Equipment Maintenance 

e. Mechanical duties, Washing, Detailing, and Servicing 
(fluids, tires, etc.) 

 
Perform other duties as assigned by the Division Director of Agricultural 
Programs and/or the President. 

 
 

 
 
 

 



 

 
Adopted by Board of Regents 8-20-2015  Page 139 

POSITION: Registrar FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION: 
 
The Registrar has specific responsibility for the dissemination of information about the 
College, student records and reporting, records processing, and maintenance and 
security of student records.  The Registrar reports to the Vice President of Instruction. 
 
 
RESPONSIBILITIES: 
 

1. Maintain student records in accordance with accepted standards and in 
accordance with guidelines established by Clarendon College, the Texas 
Higher Education Coordinating Board, the State and Federal governments, 
and the Commission on Colleges of the Southern Association of Colleges 
and Schools.    

 
2. Issue official and unofficial transcripts, in accordance with established 

policy. 
 

3. Assists in all registration activities of the College, in conjunction with the 
Vice President of Student Services, the Vice President of Instruction, and 
other college personnel including all off-campus sites. 

 
4. Work with the Vice President of Instruction in evaluating transcripts for 
transfer of credit; work with the Vice President of Instruction in evaluating credit to be 
granted by examination or experience. 
 

5. Issue preliminary and official class rolls and final grade sheets in a timely 
manner. 

 
6. Input and maintain the course schedule each semester. 

 
7. Evaluate student transcripts and certify all candidates for completion of 

certificate and/or degree requirements. 
 

8. Prepare and submit all required state and federal reports related to student 
enrollment and student records. 
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9. Work cooperatively with the Vice Presidents and the President and provide 
appropriate data for purposes of institutional research and institutional 
effectiveness. 

 
10.     Provide support services to institutional and program recruiting. 
 
11.     Represent the College and disseminate appropriate information about the 

College to prospective students and other interested parties. 
 

12. Uphold institutional policies as they pertain to student records and reporting. 
 

13. Work on institutional standing and/or ad hoc committees, as assigned. 
 

14. Provide proof of enrollment letters for students. 
 
15. Support College activities and special events through attendance and/or 

participation. 
 

16. Comply with all College policies, rules, and regulations. 
 

17. Remain current through a program of professional development. 
 

18.     Perform all other duties as assigned by the Vice President of Student 
Services and/or the President. 
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POSITION: Residence Life Coordinator FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION: 
 
The Residence Life Coordinator reports to the Director of Student Life for all 
responsibilities related to Student Life, housing, and/or residence halls.  As a Residence 
Life Coordinator, the employee is responsible for supervising and monitoring activities 
within the assigned residence hall and for rendering assistance/information to the 
students therein.   
 
RESPONSIBILITIES: 
 

1.  Develop a positive environment among residents, emphasizing 
consideration and concern for others. 

  
2.  Maintain campus policies and procedures.  

 
3.  Maintain neatness, cleanliness in lobby, walkways, and stairways.  

 
4.  Promote on-campus school activities and participation by students, i.e. 

intramurals, concerts, athletic events.  
 

5.  Be available at scheduled times in the dorm during the day and evenings. 
Make rounds particularly during the evenings.  BE VISIBLE. 

  
6.  Be available at assigned check-in/out times for dorms and assist students 

checking in and out of the Residence Hall. 
 

7.  Attend all Residence Hall, Residence Hall Council and other Student 
Services meetings as needed.  

 
8.  Submit incident/damage reports to the Athletic Director and/or the Vice 

President of Student Services.  
 

9.  Work cooperatively with Campus Security on an as needed basis.  
 

10.  Be familiar with alarm systems, evacuation routes and other emergency 
procedures.  

 
11.  Conduct periodic room checks, as needed and assigned. 

 



 

 
Adopted by Board of Regents 8-20-2015  Page 142 

12.  Conduct yourself in a professional, ethical, and moral manner. Be 
responsible for security items; (ex. keys, alarms). 

  
13.  Work cooperatively with other departments on campus.  

 
14. Support College activities and special events through attendance and/or 

participation. 
 

15. Comply with all College policies, rules, and regulations. 
 

16.  Perform all other duties as assigned by the Director of Student Life, Vice 
President of Student Services and/or President.  

 
 

 
 



 

 
Adopted by Board of Regents 8-20-2015  Page 143 

POSITION: Rodeo Coach FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION:  
 
The Rodeo Coach reports to the Division Director for Agricultural Programs but 
collaborates closely with the Ranch Horse Coach. The Rodeo Coach has specific 
responsibilities for the coaching of Rodeo. The Rodeo Coach is expected and required to 
encourage and promote high academic and athletic standards and to work to promote 
excellence. 
 
 
DUTIES AND RESPONSIBILITIES: 
 

1. Maintain and promote the Livestock/Equine Center. 
 
2. Work individually and collaboratively to recruit new students and work to 

retain current students.  Responsible for recruiting new students. 
 
 
3. Market the LEC to outside agencies and organizations. 
 
4. Participate in departmental meetings; provide input on program planning 

and evaluation, budgets, and the selection and/or purchasing of supplies 
and/or equipment. Provide clear, written instructions and expectations for 
student performance at various levels of achievement (A, B, C, etc.) 

 
5. Use the funds of the institution allocated to the departmental budget 

and/or a special project in effective and efficient manner. 
 
6. Comply with all Clarendon College policies and procedures (rules and 

regulations). 
 
7. Set a high standard in academic and scholarly excellence, personal 

integrity, professional competence, and professional ethics.  Work to 
enrich the emotional well-being of the student-athlete through proper role 
modeling and the demonstration of high ethical standards and behavior.  

 
 
8. Develop strategies for competition in his or her sport(s).  
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9. Provide services as trainer to team members. 
 
10. Supervise all team practices, competition activities, and student athletes. 
 
11. Manage, maintain, inventory, and care for equipment. 
 
12. Treat animals in a humane and caring manner that is exemplary  
 
13. Inventory and order equipment and supplies as authorized by the Division 

Director of Agricultural Programs.  
 
14. Recruit student athletes for his or her assigned sport(s); recruit student-

athletes who possess individual traits indicating good character and 
personal goals reflecting a desire for academic and athletic success. 

 
15. Assist student athletes in his or her sport(s) with academic/personal 

counseling.  
 
16. Manage scholarship awards in his or her sport(s) and coordinate other 

financial aid with the financial aid officer.  
 
17. Report, communicate, and receive pre-approval for any or all fund-raising 

activities from the Athletic Director and the President.   
 
18. Assist the Judging Coach and Ranch Horse Coach as needed and/or 

requested. 
 
19. Support College activities and special events through attendance and/or 

participation. 
 
20. Comply with all College policies, rules, and regulations. 
 
21. Prepare and submit all necessary reports, as appropriate. 
 
22. Communicate an accurate image of the College to the public.  Be a 

positive and active representative of Clarendon College. 
 
23. Be available to address impromptu situations involving the College during 

non-traditional work hours. 
 
24. Reside within the taxing district of Clarendon College. 
 
25. Maintenance responsibilities include (if directed): 
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A. Building and facilities maintenance which may include: 
a. Painting, Plumbing, Electrical wiring, Carpentry, A/C 

repair, Welding. 
B. Grounds Maintenance: 

a. Mowing, Edging, Spraying Chemicals, Trimming, 
Watering, Fertilizing 

b. Picking up trash and litter, Planting, Digging, Driving 
and hauling; and, 

c. Operating tractors and equipment necessary for care 
of animals and grounds. 

A. Vehicle and Equipment Maintenance 
a. Mechanical duties, Washing, Detailing, and Servicing 

(fluids, tires, etc.) 
 
26. Perform other duties as assigned by the Division Director for Agricultural 

Programs and/or the President. 
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POSITION: Testing Coordinator                             
FLSA: Non-Exempt 
                         SECURITY SENSITIVE: 

Y 
 
 
NARRATIVE DESCRIPTION: 
 
The Testing Coordinator reports directly to the Associate Dean of Enrollment Services 
and is responsible for coordinating testing for all Clarendon College campuses.  In 
addition, they will organize a testing schedule with the service area high school to serve 
the dual credit student. The Testing Coordinator will work closely with student services in 
working to retain current students, supervising testing, and assist in advising students.  
 
 
RESPONSIBILITIES: 
 

1. Coordinate the testing program. 
 

2. Assist with academic advisement, degree planning, and career planning to 
students. 
 

3. Conduct the campus testing program, which may include GED, TSI, CLEP, 

HESI, ATI, and ACT, and/or other appropriate tests. 

 
4. Assist with other recruiting, registration, or admissions activities, as assigned. 

 
5. Serve as the College’s liaison for area high school counselors, providing them with 

information that will assist in testing students from high school. 
 

6. Participate in advisement activities. 
 

7. Support College activities and special events through attendance and/or 
participation. 
 

8. Assist with public information and the marketing of the College. 
 

9. Comply with all College policies, rules, and regulations. 
 

10. Remain current through a program of professional development. 
 

11. Performs all other duties assigned by the President or duties necessary to 
accomplish the educational objectives of the College. 



 

 
Adopted by Board of Regents 8-20-2015  Page 147 

POSITION: Vice-President of Administrative Services                     FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 

 
NARRATIVE DESCRIPTION: 
 
The Vice President of Administrative Services is responsible for the day to day financial 
business of the College and reports to the President.  The position is responsible for 
managing all financial operations of the College, controlling the annual budget, managing 
the employee benefit program, providing for a comprehensive risk management program, 
supervising college purchasing, preparing regular financial reports, and serving as an 
Investment Officer for the College.  In addition, the Vice President of Administrative 
Services supervises the College Bookstore, food service provider, and IT.  Liaison with 
state and local funding authorities, the College depository, and vendors also falls within 
this jurisdiction. 
 
RESPONSIBILITIES: 
 

1. Formulates and recommends policy on matters relating to the development 
and operation of accounting and business services. 

 
2. Participates as a member of the Senior Staff and President’s Cabinet, in the 

formulation of all college-wide policies. 
 

3. Plans and directs the budget making process. 
 

4. Establishes and maintains systems of fiscal control for all budgets and 
auxiliary enterprises. 

 
5. Establishes and maintains systems and procedures for the collection, 

receipt, safe keeping, deposit, disbursement, and investment of funds. 
 

6. Participates in and supervises the specification and procurement of 
equipment and materials required for the operation and maintenance of the 
College.  Designs, establishes, and maintains procedures for the 
purchasing of all goods and services, including those of auxiliary 
enterprises. 

 
7. Designs and implements a comprehensive business and financial 

information system. 
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8. Administers the College’s risk management program. 
 

9. Provides all required fiscal administration of government grants and 
sponsored programs. 

 
10. Collects, accounts for, disburses, and reports on all funds administered 

through the student financial aid program. 
 

11. Supervise the administration and coordination of the College’s employee 
benefits program. 

 
12. Supervises the auxiliary enterprises function to insure efficient and effective 

operations (i.e. Bookstore, Great Western Dining). 
 

13. Administers all endowment and similar funds for the College. 
 

14. Provides for the timely investment of all idle funds. 
 

15. Manages cash flow for the College to insure timely payment of obligations, 
collection of receivables, and investment of surplus funds. 

 
16. Administers the institutional operating budget including budget 

development, approval, strict control, and reporting. 
 

17. Calculates current indirect cost rates as needed. 
 

18. Develops and maintains the basic financial accounting and records          
system of the College. 

 
19. Prepares financial reports and analyses to inform the President and Board 

of Regents concerning the financial health of the College. 
 

20. Develops and implements procedures for providing information to the 
President to keep him/her thoroughly informed of all aspects of the 
programs supervised. 

 
21. Prepares financial reports to federal, state and local agencies as needed. 

 
22. Work on institutional standing or ad hoc committees, as assigned and serve 

on the crisis management team. 
 

23. Remain current in fiscal practices and procedures through a program of 
professional development. 
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24. Conduct a program of cross-training for all Business Office employees and 

keep up-to-date procedures manuals covering all functions of the Business 
Office. 

 
25. Serve as one of the College’s Investment Officers and as a member of the 

Investment Committee. 
 
26. Supervises Director of Maintenance and Grounds and the custodial crew 

on the Clarendon campus. 
 

27. Supervises I.T. 
 
28. Performs other duties as assigned by the President. 
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POSITION: Vice President of Instruction FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION: 
 
The Vice President of Instruction is the chief instructional officer of the institution.  The 
Vice President of Instruction reports directly to the President and has overall responsibility 
for the management and supervision of university parallel, occupational, adult, continuing 
education, and workforce education programs.  
 
 
RESPONSIBILITIES: 
 

1. Formulates and recommends policy on matters relating to the development 
and expansion of the instructional program and of the instructional services 
of the College and of staff functions related thereto. 

 
2. Participates, as a member of the Senior Staff and President’s Cabinet, in 

the formulation of all college-wide policies. 
 

3. Works with institutional committees, personnel committees, and lay 
advisory committees. 

 
4. Supervises the faculty and the library staff; recommends to the President 

the selection and dismissal of members of the teaching staff, as well as 
other members of the instructional staff. 

 
5. Formulates and establishes a program of supervision, including appropriate 

standards and controls, for all teaching services and instructional services. 
 

6. Maintains continuous evaluation of the economic feasibility of curricula to 
insure that only those programs with appropriate priority in terms of need 
and demand are continued. 

 
7. Participates and supervises the preparation and recommendation of 

detailed budgets, with cost estimates, for functions supervised.  Establishes 
and maintains budgetary control of functions supervised. 

 
8. Assists the President in Institutional Research and Institutional 

Effectiveness. 
 

9. Reports all instructor and instructional staff absences to the Business 



 

 
Adopted by Board of Regents 8-20-2015  Page 151 

Office. 
 

10. Maintains a current file of all course syllabi. 
 

11. Implements policies and procedures concerning the selection, approval, 
and requisitioning of textbooks, audio-visual, and other instructional media. 

 
12. Supervises the operation of the Library, including the approval of purchase 

of books, materials, audio-visual, and instructional media materials and 
equipment. 

 
13. Recommends grant proposals, as appropriate, for the purpose of funding 

special, new, and innovative instructional programs. 
 

14. Develops and implements procedures for providing information to the 
President concerning educational plans (including curriculum goals and 
objectives, activities, and needs), instructional staffing plans, and other 
information (such as class size reports, teacher workloads, grade 
distributions, program cost analysis, etc.), as appropriate, concerning the 
areas supervised. 

 
15. Supervises the preparation of class schedules, college catalogs, and other 

publications relating to programs of the College. 
 

16. Prepares and submits all necessary reports to state and local authorities. 
 

17. Works to address the needs of service area schools and students, including 
the supervision of the College’s Early Admission Programs. 

 
18. Coordinates and conducts summer activity programs. 

 
19. Assist in recruiting, academic advisement, admissions, and registration 

activities. 
 

20. Support College activities and special events through attendance and/or 
participation. 

 
21. Comply with all College policies, rules, and regulations. 

 
22. Remain current through a program of professional development. 

 
23. Reside within the taxing district of Clarendon College. 
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24. Serve on the crisis management team. 
 
25. Performs all other duties assigned by the President. 
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POSITION: Vice President of Student Services / SACS Liaison FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION: 
 
The Vice President of Student Services is the chief student services officer of the College 
and reports directly to the President.  The Vice President of Student Services has overall 
responsibility for the management and supervision of student services programs and 
works to respond to student needs and to foster institutional development. 
 
 
RESPONSIBILITIES: 
 

1. Formulates and recommends policy on all matters relating to the 
development and operation of the student services functions of the College. 

 
2. Participates, as a member of the Senior Staff and President’s Cabinet and 

in the formulation of college-wide policies. 
 

3. Cooperates with personnel of lay advisory committees. 
 

4. Supervises and manages the following student services: 
 
 a)  housing, 
 b)  campus security, 
 c)  discipline, 
 d)  student government, 
       e)  student life, 
 f)   student activities, 
 g)  general orientation to college life, 
 h)  recruiting and admissions, 
 i)   registration and student records, 
 j)   testing and educational advisement, 
 k)  career planning and placement, 
 l)   services for students with special needs. 

 
5. Works to recruit and retain students. 

 
6. Writes grant proposals, as appropriate, for the purpose of funding existing, 

special, new, and/or innovative student services programs. 
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7. Identifies and supervises specific elements of student services functions 
and develops their organization, including graduation and commencement 
activities. 

 
8. Recommends to the President the selection and dismissal of members of 

the student services staff. 
 

9. Maintains continuous evaluation of the economic feasibility of student 
services to insure that only those programs with appropriate priority in terms 
of need and demand are continued. 

 
10. Participates in and supervises the preparation and recommendation of 

detailed budgets, with cost estimates, for functions supervised.  Establishes 
and maintains budgetary control of functions supervised. 

 
11. Develops and implements procedures for providing information to the 

President to keep him/her thoroughly informed of all aspects of the areas 
supervised. 

 
12.  Communicates an accurate image of the College as a means of informing 

oncoming students about opportunities at the College. 
 

13. Assist the President with Institutional Research and Institutional 
Effectiveness. 

 
14. Serve and participate on institutional standing and/or ad hoc committees, 

as assigned. 
 

15. Support College activities and special events through attendance and/or 
participation. 

 
16. Comply with all College policies, rules, and regulations. 

 
17. Prepares and submits all necessary reports to federal, state, and/or local 

authorities. 
 

18. Remain current through a program of professional development. 
 

19. Communicate an accurate image of the College to the public.  Be a positive 
and active representative of Clarendon College.  Be available to address 
impromptu situations involving the College during non-traditional work 
hours. 
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20.  Reside within the taxing district of Clarendon College. 
 
21. Serve on the crisis management team. 
 
22. Provide all necessary support for the SACS Ten Year Visit and Compliance 

Certification and other reports as necessary. 
 
23. Performs all other duties assigned by the President. 
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POSITION: Vocational Nursing Program Director FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 

 
NARRATIVE DESCRIPTION: 
 
The Vocational Nursing Program Director reports directly to the Division Director, 
Associate Dean of Career, Technical and Continuing Education and indirectly to the Vice 
President of Instruction.  He/she has specific responsibilities for the administration and 
operation of the vocational nursing program.  The position requires both teaching and 
administrative duties and serves as an important link between the faculty and the Division 
Director.  The Program Director is appointed on a year-to-year basis.  
 
DUTIES AND RESPONSIBILITIES: 
 

1. Provides leadership for the administration and development of vocational 
nursing department. 

 
2. Guides the vocational nursing faculty in planning and implementing 

appropriate teaching-learning experiences through which vocational 
nursing students may meet the curriculum objectives. 

 
3.       Works closely with faculty members within the program area, the Division   

Director, and the Vice President of Instruction in the formulation, 
justification, development and revision of courses and curricula.   

 
2. Works closely with the Associate Dean of Career, Technical and Continuing 
Education, the Vice President of  Instruction and the Division Director in identifying the 
needs of the program as related to facilities, personnel (including teaching and other job 
responsibilities), and operating funds. 
 

3. Submits annual plans and budgetary requests for the department.  
 

6. Works closely with other College departments, members of the medical 
community, and other constituents, providing all appropriate information. 

 
7. Cooperates and collaborates with hospital administration, community            

agencies, other health organizations, and other educational programs in       
the area. 

 
8. Works closely with the vocational nursing faculty, the division director, the 

Associate Dean of Career, Technical and Continuing Education, and the 
Vice President of Instruction in the recruitment, selection, appointment, 



 

 
Adopted by Board of Regents 8-20-2015  Page 157 

promotion, and/or separation of all full and part-time instructional and 
non-instructional staff within the program area. 

 
9. Assists nursing students in meeting their individual needs and objectives. 
 
10. Works to provide opportunities for faculty growth and development. 

 
11. Assumes a role in the evaluation of instructors and of instruction within the 

department.   
 

12. Provides for a comprehensive system of records and documentation, both 
appropriate and accessible. 

 
13. Inventories, maintains and secures all facilities and equipment charged to 

the program area. 
 

14. Assists the Division Director, Associate Dean of Career, Technical and 
Continuing Education, and the Vice President of Instruction in interpreting 
policies of the College to members of the program area. 

 
15. Assists the Division Director, Associate Dean of Career, Technical and 

Continuing Education, and the Vice President of Instruction in arranging for 
substitutes in case of absence by the regular faculty.  

 
16. Acts as a resource person and aid to faculty in finding answers to 

instructional or curricular problems.  
 
17. Prepares periodic reports which review the progress of the nursing program. 
 
18. Communicates with the BON regarding program matters and submits 
documents (annual reports and licensure applications, etc) to the BON in a timely manner. 
 
19. Maintain licensure and obtain the required continuing education hours, in 
accordance with BON rules. 

 
20. Teaches classes as assigned and carries out all duties of the College 

Instructor. 
 
21. Performs all other duties as assigned by the Division Director, Associate 

Dean of Career, Technical and Continuing Education, the Vice President of 
Instruction, and/or the President. 
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POSITION: Vocational Nursing Instructor  FLSA: Exempt 
 SECURITY SENSITIVE:  Y 
 
 
NARRATIVE DESCRIPTION:   
 
The instructor is responsible for the success of the total teaching/learning process within 
the assigned classroom, laboratory, shop, or other learning environment.  The instructor 
is the primary position of employment at Clarendon College, because instruction is the 
College's primary function.  The instructor position determines the overall level of 
institutional productivity and quality, and all other positions at the College exist to support 
it.  The instructor is supervised by the Program Director, the Division Director, Associate 
Dean of Career, Technical and Continuing Education, and the Vice President of 
Instruction, and has opportunity to influence institutional policy and practice through 
regular committee assignments. 
 
DUTIES AND RESPONSIBILITIES: 
 

1. Perform and carry out the teaching assignment in an effective and efficient 
manner. 

 
2. Establish and maintain appropriate office hours. 

 
3. Work on institutional standing and ad hoc committees, as assigned. 

 
4. Work individually and collaboratively with others to recruit new students and 

work to retain current students. 
 

5. Remain current in the teaching discipline through professional development 
activities;  maintain familiarity with recent publications and journals in the 
teaching discipline; and, participate in local, state, or national professional 
societies and meetings where appropriate.  

 
6. Support College activities and special events through attendance, and 

participation, including advising of a campus club(s), team, and/or other 
activities. 

 
7. Assist in advising and registration, as assigned. 

 
8. Participate in program area, division, and college faculty meetings; provide 

input on textbook adoption, program planning and evaluation, budgets, and 
the selection of supplies and equipment. 
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9. Use the funds of the institution allocated to the budget of the department or 
to a special project in effective and efficient manner. 

 

10. Comply with all Clarendon College policies and procedures (rules and 

regulations). 
 
11. Maintain licensure and obtain the required continuing education hours, in 

accordance with BON rules. 
 

12. Perform all other duties as assigned by the Associate Dean of Career, 
Technical and Continuing Education and/or President 
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CLARENDON COLLEGE 
COMMITTEE ADMINISTRATIVE PROCEDURE 

 
 
Name of Committee: Admissions 
 
I. Purpose 
 

It shall be the purpose of the Admissions Committee to review periodically the 
admissions policy of the College and to make suggestions as it feels necessary 
concerning future admissions policies.  It shall review and/or rule on applications 
for admission as requested by the Office of Admissions. 

 
II. Committee Membership 
 

The Admissions Committee shall consist of the following members: one faculty 
members from each instructional division, the Vice President of Student Services, 
and the Admissions Coordinator.  The Vice President of Instruction shall serve as 
an ex-officio member of the committee.  The Admissions Coordinator shall serve 
as a chairperson of the Admissions Committee. 

 
III. Officers 
 

Officers of the committee shall be a chairperson and a secretary, whose duties 
shall be: 

 
A. Chairperson 

1. Shall preside at all meetings. 
2. Shall issue the call for all regular and special meetings. 
3. Shall sign all minutes and recommendations of the committee. 
4. Shall be a voting member of the committee.  

 
B. Secretary 

1. Shall make a complete record of all meetings of the committee and 
shall maintain them in a permanent file. 

2. Shall be a voting member of the committee. 
3. Shall deposit a permanent record of all minutes and 

recommendations with the Vice President of Instruction and the 
President. 

 
IV. Responsibilities of the Committee 
 

A. Recommend changes in admissions policies to the Vice President of 
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Instruction and to the President. 
 

B. Recommend the admittance of students on academic suspension, 
disciplinary suspension, or on academic suspension, disciplinary 
suspension from other institutions. 

 
C. Review the academic standing of all students placed on academic probation 

or on continued academic probation. 
 

D. Review all international student applications when presented by the  
Admissions Coordinator and to recommend admittance of applicants. 

 
 
V. Scope of Authority of Committee 
 

This committee shall have authority to review and evaluate all policies and 
practices related to Clarendon College admissions; to recommend changes and 
improvements in these areas to the Vice President of Instruction and to the 
President; and to conduct such meetings as are necessary to carry out the 
responsibilities of the committee.  The committee's relationship to the Vice 
President of Instruction and to the President shall be advisory in nature. 

 
 

VI.      Procedures of the Committee 
 

A. Meetings 
There shall be an organizational meeting in Fall of each year to elect 
officers, to review the purposes and responsibilities of the committee, and 
to set annual goals for the committee.  There shall be at least one regular 
meeting and special meetings as necessary. 

 
B. Election of the Secretary 

The secretary will be elected at the organizational meeting held in August 
or September. 

 
C. Minutes 

Minutes will be prepared and distributed to committee members, the Vice 
President of Instruction, and the President.  A permanent copy will be kept 
in the files of the Office of the President. 

 
D. Special Reports/Special Actions 

1. The committee should make a report to the general faculty upon the 
progress of students admitted on special probation. 
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2. The committee will monitor students admitted on probation or special 
probation. 

 
E. Procedures 
 

1. A letter will be placed in the file of each student admitted on the 
authority of the Admissions Committee.  The letter is to be signed by 
the chairperson of the committee. 

 
2. Any student wishing to appeal the admission decision will present a 

written statement to the Admissions Coordinator stating the reasons 
for wishing to appeal the decision.  The Admissions Coordinator will 
inform the student of the appeal process. 

 
3. The Admissions Coordinator and the Director of Enrollment Services 

will check the mid-term grades of every student on probation and 
work with the Faculty, the Vice President of Student Services, and 
the Vice President of Instruction in making every effort to assist the 
student in meeting academic requirements. 

 
4. The admissions policies and procedures as well as all monitoring 

procedures shall be reviewed annually.  The committee shall make 
recommendations as appropriate. 

 
 

F. Recommendations 
A summary of recommendations of the committee will be prepared 
separately from the minutes by the secretary.   After reviewing the summary 
of recommendations for correctness of statement, the chairperson will sign 
the summary and forward the recommendations to the Vice President of 
Instruction and to the President for further consideration. 
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 CLARENDON COLLEGE 
 COMMITTEE ADMINISTRATIVE PROCEDURE 
 
Name of Committee:  Curriculum 
 
I. Purpose 
 

It shall be the purpose of the Curriculum Committee to continually review the 
course of instruction, the curriculum, and the catalog of Clarendon College and to 
make suggestions for needed curriculum additions, revisions, and deletions.  In 
addition, the Committee shall have the purpose of improving the instructional 
process at Clarendon College by reviewing and monitoring the College's program 
of instructional evaluation.  The committee shall seek the best means available for 
assessing the quality of instruction and shall make recommendations for improving 
all aspects of the evaluation process including procedure, evaluation instruments, 
and the analysis and feedback of the results. 

 
II. Committee Membership 
 

The Curriculum Committee shall consist of the following members: the Vice 
President of Instruction, all instructional division directors, one faculty member 
from each division, the Registrar, and the Director of the Library.  The 
Administrative Assistant to the Vice President of Instruction shall be an ex-officio 
member of the committee.  

 
III. Duties of Officers 
 

A. Chairperson 
1. Shall preside at all meetings. 
2. Shall issue the call for all regular and special meetings. 
3. Shall sign all minutes and recommendations of the committee. 
4. Shall be a voting member of the committee. 

 
B. Secretary 

1. The Secretary of the Curriculum Committee shall be the Secretary to 
the Vice President of Instruction. 

2. Shall make a complete record of all meetings of the committee and 
shall maintain them in a permanent form. 

3. Shall be a non-voting member of the committee. 
4. Shall deposit a permanent record of all minutes and 

recommendations with the Vice President of Instruction and the 
President. 
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IV. Responsibilities of the Committee 
 

A. Continually review the curriculum and make recommendations for change 
as it deems necessary to the Vice President of Instruction and to the 
President. 

 
B. Review proposed new courses and programs and make recommendation 

for rejection, adoption, or adoption with revision. 
 

C. Continually review and update the College catalog and recommend 
changes in the catalog to the Vice President of Instruction and to the 
President. 

 
D. The Committee shall be responsible for advising and assisting the Vice 

President of Instruction and the Division Directors. 
 

E. The Curriculum Committee shall periodically review the procedures utilized 
at Clarendon College for the evaluation of instruction and shall submit 
suggestions for improvements in those procedures to the Vice President of 
Instruction. 

 
F. The committee shall serve as the institutional Texas Success Initiative (TSI) 

Committee and shall work to insure that the institution follows THECB TSI 
guidelines.  The committee also serves as the TSI appeals committee. 

 
V. Scope of Authority of Committee 
 

The committee has the authority to make recommendations to the Vice President 
of Instruction and to the President on all matters concerning instruction, curriculum, 
curriculum structure and catalog statements.  In addition, the committee serves as 
an appeals committee on TSI issues.   The committee's relationship to the Vice 
President of Instruction and to the President shall be advisory in nature. 

 
VI. Procedures of the Committee 
 

A. There will be an organizational meeting annually at the beginning of the 
school year of the Curriculum Committee.  There will be one regular meeting 
and special meetings as necessary. 

B. The chair and the vice-chair will be elected at the organizational meeting by 
the members of the committee. 

C. A summary of recommendations of the committee will be prepared 
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separately from the minutes by the secretary. 
D. After reviewing the summary of recommendations for correctness of 

statement, the chairperson will sign the summary.  Recommendations will 
be forwarded to the Vice President of Instruction and to the President for 
further consideration. 
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 CLARENDON COLLEGE 
 COMMITTEE ADMINISTRATIVE PROCEDURE 
 
Name of Committee: Grievance 
 
I. Purpose 
  

The purposes of the Grievance Committee are (1) to hear all employee grievances 
related to institutional policies and their administration, (2) to obtain what additional 
information it may deem relevant to each case, (3) to develop a clear record of the 
case, and (4) to make its own written recommendations regarding each case. 

 
II. Committee Membership 
 

The College’s Grievance Committee shall be composed of the following:  (1) an 
administrator appointed by the President for a period of one year, (2) two 
instructors, appointed by the President for a period of one year, and (3) one non-
faculty members appointed by the President for a period of one year.  A 
chairperson, a vice-chairperson, and a secretary shall be elected by the committee 
from their membership.  In cases directly involving one of the committee members 
in a grievance issue, that person will be temporarily relieved of office and the 
College President shall appoint a temporary replacement from the appropriate 
college group. 

 
III. Officers 
 

Officers of the committee shall be a chairperson, a vice-chairperson, and a 
secretary, whose duties shall be: 

 
A. Chairperson 

1. Shall preside at all meetings. 
2. Shall issue the call for all regular and special meetings. 
3. Shall sign all minutes and recommendations of the committee. 
4. Shall be a voting member of the committee. 

 
B. Vice-Chairperson 

Shall preside at all meetings when the chairperson is absent. 
 

C. Secretary 
1. Shall make a complete record of all meetings of the committee and 

shall maintain them in a permanent form. 
2. Shall be a voting member of the committee. 
3. Shall deposit a permanent record of all minutes and 
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recommendations with the President. 
4. Shall provide copies of all minutes and other records as may be 

produced by the committee to all parties directly involved in each 
case reviewed. 

 
 
IV. Scope of Authority of Committee 
 

The committee shall have the authority to hear fully any case brought before it.  
This shall include the authority to call and interview witnesses, examine 
institutional records maintained by administrative offices or faculty members, to 
reach and express a collective opinion as to institutional error or the lack thereof, 
and to make written recommendations for redress where it believes the institution 
or its representative is in error. 

 
V. Procedures of the Committee 
 

The Grievance Committee shall adhere to the following procedures in discharging 
its duties: 

 
A. To hear all testimony, statements, and information relevant to the case. 

 
B. To seek out any additional information which might clarify the issues or 

otherwise assist in resolving the case. 
 

C. To develop a clear record of all pertinent information relating to the case. 
 

D. To decide upon and make written recommendations related to the case and 
directed toward its resolution to the President. 

 
E. To communicate all records, transcripts of minutes, and recommendations 

related to the case to the grievant and any other persons directly involved 
in the case.  One additional copy shall be placed on permanent file in the 
office of the President. 
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 CLARENDON COLLEGE 
 COMMITTEE ADMINISTRATIVE PROCEDURE 
 
Name of Committee: Institutional Effectiveness 
 
I. Purpose 
 

The Institutional Effectiveness Committee shall have the primary purpose of 
improving institutional effectiveness, institutional research, and institutional 
planning and evaluation.  The committee shall seek the best means available for 
assessing institutional effectiveness and shall make recommendations for 
improving all aspects of institutional effectiveness. 

 
II. Committee Membership 
 

The committee membership shall consist of two administrators, Registrar and the 
Admissions Coordinator, one faculty member from each instructional division and 
other faculty and staff as may be appointed by the President.  

 
III. Officers 
 

Officers of the committee shall be a chairperson and a secretary, whose duties 
shall be: 

 
A. Chairperson 

1. Shall preside at all meetings. 
2. Shall issue the call for regular and special meetings. 
3. Shall sign minutes and recommendations. 
4. Shall be a voting member of the committee. 

 
B. Secretary 

1. The Secretary of the Committee shall be elected at the first meeting. 
2. Shall make a complete record of all meetings of the committee and 

shall maintain them in a permanent form. 
3. Shall be a non-voting member of the committee. 
4. Shall deposit a permanent record of all minutes and 

recommendations with the Vice President of Instruction, and the 
President. 
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IV. Responsibilities of the Committee 
 

The Institutional Effectiveness Committee shall seek the best means available for 
assessing institutional effectiveness and shall make recommendations for 
improving all aspects.  In addition, the committee’s responsibility includes assisting 
the Vice President of Instruction, the Vice President of Student Services, the 
President, and others in evaluating the institutional research program.  The 
committee is obligated to clearly communicate pertinent evaluation results to the 
institution's academic and administrative units.   

 
V. Scope of Authority of the Committee 
 

The authority of the Institutional Effectiveness Committee shall be limited to 
studying and assessing institutional research and institutional effectiveness, and 
making recommendations to the Vice Presidents and the President for 
improvement.  In addition, the Institutional Effectiveness Committee may serve as 
a steering committee for long range planning and evaluation.  

 
VI. Procedures of the Committee 
 

A. Meetings 
1. Regular meetings shall be held each month of the fall and spring 

semesters. 
2. Special meetings may be called by the chairperson as needed to 

conduct required business of the committee. 
 

B. Election of Officers 
Officers of the committee shall be elected at the first regular meeting in 
August or September. 

 
C. Minutes 

1. Minutes shall be filed within five (5) working days after each 
committee meeting with members of the committee, the Vice 
President of Instruction, and the President. 

2. A complete set of minutes from all regular and special meetings for 
the year shall be placed on permanent file in the office of the 
President. 

 
D. Recommendations 

Formal recommendations of the committee shall be written out in full and 
made a part of the official minutes of the committee. 
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 CLARENDON COLLEGE 
 COMMITTEE ADMINISTRATIVE PROCEDURE 
 
Name of Committee: Investment 
 
I. Purpose 
 

The purpose of the Investment Committee shall be to assist and advise the 
College's Investment Officers in the investment of College funds, to assist the 
Board in the annual review and evaluation of the College's Investment Policy, and 
to assist the College Foundation, as required. 

 
II. Committee Membership 
 

The Investment Committee shall consist of the President, the Assistant to the 
President, Vice President of Administrative Services, and a member of the Board 
of Regents.   The Vice President of Administrative Services shall serve as Chair of 
the committee. 

 
III. Duties of the Officers 
 

A. Chairperson 
1. Shall preside at all meetings. 
2. Shall issue the call for all meetings. 
3. Shall sign all minutes and recommendations of the committee. 
4. Shall be a voting member of the committee. 

 
B. Secretary 

1. Shall make a complete record of all meetings of the committee and 
shall maintain them in a permanent form. 

2. Shall be a voting member of the committee. 
3. Shall deposit all minutes and recommendations with the President. 

 
IV. Responsibilities of the Committee 
 

The responsibilities include: 
 
 A. to assist and advise the College's Investment Officers in the Investment of 

College funds; 
 

B.  to assist the Board in the annual review and evaluation of the College's 
Investment Policy; and,  
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C. to assist the College Foundation, as required. 
 

V. Scope of Authority of Committee 
 

The committee serves as a recommending body to the Investment Officers, to the 
President, and to the Board of Regents.   The committee's relationship shall be 
advisory in nature.  

 
VI. Procedures of the Committee 
 

A. Meetings 
Meetings will be held as necessary.  

 
B. Minutes 

Minutes shall be filed after each meeting with members of the committee 
and in the Office of the President. 

 
C. Special Reports/Special Actions 

Special reports and special actions shall be pursued when necessary. 
 

D. Recommendations 
Recommendations of the Committee will be forwarded to the Investment 
Officers, the President, and to the Board of Regents, as appropriate. 
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 CLARENDON COLLEGE 
 COMMITTEE ADMINISTRATIVE PROCEDURE 
 
Name of Committee: Learning Resources 
 
I. Purpose 
 

The Learning Resources Committee shall continually review the policies and 
practices of the Library and shall make such suggestions as it feels necessary 
concerning changes and revisions in the operation of the Library.  In addition, the 
Learning Resources Committee shall continually review all technology policies and 
practices as they relate both to the instructional program and to the administrative 
needs of the College. 

 
II. Committee Membership 
 

The Learning Resources Committee shall consist of the following members:  three 
faculty members, the Director of the Library, the Director of Information 
Technology, Director of the Learning Resource Center, and one student.  As 
appropriate, the President may appoint additional faculty and staff.  The Director 
of the Library shall serve as committee chairperson.  The committee shall elect a 
secretary. 

 
III. Duties of the Officers 
 

A. Chairperson 
1. Shall preside at all meetings. 
2. Shall issue the call for all regular and special meetings. 
3. Shall sign all minutes and recommendations of the committee. 
4. Shall be a voting member of the committee. 

 
B. Secretary 

1. Shall make a complete record of all meetings of the committee and 
shall maintain them in a permanent form. 

2. Shall be a voting member of the committee. 
3. Shall deposit all minutes and recommendations with the Vice 

President of Instruction and the President. 
 
IV. Responsibilities of the Committee 
 

A. The Learning Resources Committee shall continually review the policies 
and practices of the Library and shall make such suggestions it feels 
necessary concerning changes and revisions in the operation of the Library.  
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The Learning Resources Committee shall take as a primary function the 
encouragement of faculty interest in and responsibility for the selection of 
books, magazines, and other instructional materials for the Library.  

B. The committee shall assist the Director of the Library in evaluating library 
and institutional learning resources and shall assist the in making 
appropriate recommendations, including but not limited to budgetary 
recommendations. 

C.  The shall continually review the policies and practices of the Library and 
shall make such suggestions it feels necessary concerning changes or 
improvements required for the use of all instructional technology. 

 
V. Scope of Authority of Committee 
 

The committee serves as a recommending body to the Director of the Library and 
the Vice President of Instruction on all matters pertaining to the operation of the 
Library, and as a recommending body to the Department of Information 
Technology Systems.  The committee's relationship to the President shall be 
advisory in nature.  

 
VI. Procedures of the Committee 
 

A. Meetings 
1. There shall be an organizational meeting in August or September of 

each year to elect officers, to review the purposes and 
responsibilities of the committee, and to set annual goals for the 
committee.  

2. There shall be one regular meeting and special meetings will be held 
when necessary.  

 
B. Minutes 

Minutes shall be filed after each meeting with members of the committee, 
Vice President of Instruction, and the President. 

 
C. Special Reports/Special Actions 

Special reports and special actions shall be pursued when necessary and 
will be submitted by the Learning Resources Committee to the Vice 
President of Instruction.  

 
D. Recommendations 

1. A summary of recommendations of the committee will be prepared 
separately from the minutes by the secretary. 

2. After reviewing the summary of recommendations for correctness of 
statement, the chairperson will sign the summary and forward to the 
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Vice President of Instruction for further consideration. 
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CLARENDON COLLEGE 
COMMITTEE ADMINISTRATIVE PROCEDURE 

 
 
 
Name of Committee: Marketing, Recruiting, and Retention 
 
I. Purpose 
 

The Marketing and Recruiting Committee shall continually review and evaluate the 
College's marketing and recruiting program, make suggestions for improvement, 
and assist in the College's marketing and recruiting efforts. 

 
II. Committee Membership 
 

Membership shall consist of the Vice President of Student Services, one faculty 
member from each division, Public Information & Marketing Coordinator, 
Admissions Coordinator, the Director of Enrollment Services Clarendon,  and the 
Director of Enrollment Services Pampa Center, and other faculty and staff as may 
be appointed by the President.  
 

III. Officers 
 

The officers of the committee shall be the chairperson, the vice-chairperson, and 
a secretary with duties as follows: 

 
1) Chairperson 

1) Shall preside at all meetings. 
2) Shall issue the call for regular and/or special meetings. 
3) Shall appoint special subcommittees, as necessary. 
4) Shall be a voting member of the committee. 
5) Shall sign minutes and recommendations. 
 

B. Vice-Chairperson 
1. Shall preside in the absence of the chairperson.  
2. Shall be a voting member of the committee.        

 
C. Secretary 

1. Shall make a complete record of all meetings of the committee and 
shall maintain them in a permanent form. 

2. Shall be a voting member of the committee. 
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3. Shall deposit a permanent record of all minutes and 
recommendations with the Vice President of Instruction, and the 
President. 

 
IV. Responsibilities of the Committee 
 

A. Review, evaluate, and recommend changes in the marketing and recruiting 
policies of the College to the Vice President of Student Services and to the 
President. 

B. Assist in the marketing and recruiting efforts of the College. 
 
V. Scope of Authority of the Committee 
 

This committee shall have the authority to review and evaluate all policies and 
procedures related to the College's marketing and recruiting program; to 
recommend changes and improvements in these areas to the Vice President of 
Student Services and to the President; and, to conduct such meetings as are 
necessary to carry out the responsibilities of the Committee.  In addition, the 
Committee shall assist in the marketing and recruiting efforts of the College.  The 
committee's relationship to the Vice President of Student Services and the to 
President shall be advisory in nature. 

 
6) Procedures of the Committee 
 

A. Meetings 
1. Organizational meeting. 

There shall be an organizational meeting in August or September of 
each year to elect officers, to review the purposes and 
responsibilities of the committee, and to set annual goals for the 
committee. 

2. Meetings. 
Other regular meeting and/or special meetings shall be held as 
necessary. 

 
B. Election of Officers 

A chairperson, vice-chairperson, and secretary shall be elected at the 
organizational meeting. 

 
C. Minutes 

1. Minutes shall be distributed to each committee member within five 
working days after each meeting. 

2. A complete set of all minutes shall be placed on permanent file in the 
President's office. 



 

 
Adopted by Board of Regents 8-20-2015  Page 177 
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 CLARENDON COLLEGE 
 COMMITTEE ADMINISTRATIVE PROCEDURES 
 
Name of Committee: Professional Development 
 
I. Purpose 
 

The Professional Development Committee shall work with the Vice Presidents in 
planning and coordinating professional development activities.  In addition, the 
Committee shall work with the Faculty Senate and other members of the College 
staff to encourage professional development.  

 
II. Committee Membership 
 

The Committee shall consist of at least seven members: four faculty members and 
three non-faculty members.  The Vice President of Instruction shall serve as an 
ex-officio of the Committee. 

 
III. Officers 
 

A. Chairperson  
1. Shall preside at all meetings.  
2. Shall issue the call for regular and special meetings.       
3. Shall sign all minutes and recommendations of the committee.  
4. Shall be a voting member of the committee.  

 
B. Vice-Chairperson 

1. Shall preside in the absence of the chairperson.  
2. Shall be a voting member of the committee.        

 
C. Secretary  

1. Shall make a complete record of all meetings of the committee and 
shall maintain them in a permanent form.  

2. Shall provide copies of the minutes of all meetings to members of the 
committee.  

3. Shall be a voting member of the committee.  
4. Shall deposit the permanent record of all minutes with the Vice 

President of Instruction, the Vice President of Student Services, and 
the President. 

5. Shall prepare a summary of recommendations for the Vice 
Presidents and the President.  
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IV. Responsibilities of the Committee 
 

A. This committee shall be responsible for reviewing the policies and 
procedures of Clarendon College which involve professional development 
and for recommending revisions to insure that the policies and procedures 
remain current and appropriate.  

 
B. This committee shall be responsible for assisting the Vice Presidents with 

the planning, the carrying out, and evaluation of the professional 
development activities and for making recommendations in regard to the 
College's professional development program. 

 
V. Scope of Authority of Committee 
 

The Committee shall have the authority to assist the Vice Presidents in carrying 
out a program of professional development.  Further, the Committee shall have the 
authority to review and evaluate all policies and practices relating to staff 
development and professional development; to recommend changes and 
improvements in these areas to the Vice Presidents and to the President; and to 
conduct such meetings as are necessary to carry out the responsibilities of the 
committee.  The committee's relationship to the Vice Presidents and to the 
President shall be advisory in nature. 

 
VI. Procedures of the Committee 
 

A. Meetings 
1. Organizational meeting. 

There shall be an organizational meeting in August or September of 
each year to elect officers, to review the purposes and 
responsibilities of the committee, and to set annual goals for the 
committee. 

2. Other meetings. 
The committee shall meet, as appropriate, in order to carry out the 
purposes and responsibilities of the committee. 

 
B. Election of Officers 

A chairperson, vice-chairperson, and secretary are elected at the 
organizational meeting in August or September. 

 
C. Minutes 

1. Minutes shall be filed within five working days after each meeting 
with members of the committee. 
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2. A complete set of all minutes for the year shall be placed on 
permanent file in the Vice President of Instruction's office and in the 
President's office. 

 
D. Recommendations 

1. A summary of recommendations will be prepared separately from the 
minutes by the secretary. 

2. After reviewing the summary of recommendations for correctness of 
statement, the chairperson will sign the summary.   The summary will 
be forwarded to the Vice President of Instruction and to the President 
for further consideration. 
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 CLARENDON COLLEGE 
 COMMITTEE ADMINISTRATIVE PROCEDURE 
 
 
Name of Committee: Records Management 
 
I. Purpose 
 

The Records Management Committee shall review and evaluate the performance 
of the records management program at Clarendon College.  In addition, the 
Committee shall work to assist the Records Management Officer in the 
development of policies and procedures governing the records management 
program. 

 
II. Committee Membership 
 

Membership shall consist of three faculty members, the Vice President of Student 
Services, the Registrar, the Director of Financial Aid, the Vice President of 
Administrative Services, and the Director of the Library.  The Registrar shall serve 
as chairperson of the committee and is designated as the Institutional Records 
Management Officer. 

 
III. Officers 
 

The officers of the committee shall be a chairperson, vice-chairperson and a 
secretary with duties as follows: 

 
A. Chairperson 

1. Shall preside at all meetings. 
2. Shall issue the call for regular and special meetings. 
3. Shall appoint special subcommittees, as necessary. 
4. Shall sign minutes and recommendations. 

 
B. Vice-Chairperson 

1. Shall preside in the absence of the chairperson. 
2. Shall be a voting member of the committee. 

 
C. Secretary 

1. Shall make a complete record of all meetings of the committee and 
shall maintain them in a permanent form. 

2. Shall be a voting member of the committee. 
3. Shall deposit all minutes and recommendations with the Vice 

President of Instruction and with the President. 
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4. Shall provide minutes of each meeting to the members of the 
committee at least one week prior to each succeeding meeting. 

 
IV. Responsibilities of the Committee 
 

A. Assist the Records Management Officer in the development of policies and 
procedures governing the records management program. 

 
B. Review the performance of the program on a regular basis and propose 

changes and improvements if needed. 
 

C. Review and approve records control schedules submitted by the Records 
Management Officer. 

 
D. Give final approval to the destruction of records in accordance with 

approved records control schedules. 
 

E. Actively support and promote the records management program throughout 
the College. 

 
V. Scope of Authority of the Committee 
 

The authority of this committee is limited to that of studying, investigating, 
surveying, and recommending policies and procedures in the broad area of 
institutional records and records management.  In addition, the committee shall 
review and approve records control schedules and shall give final approval to the 
destruction of records. 

 
VI. Procedures of the Committee 
 

A. Meetings 
There shall be an organizational meeting in August or September of each 
year to elect officers, to review the purposes and responsibilities of the 
committee and to set annual goals for the committee.  There shall be one 
regular meeting and special meetings will be held when necessary. 

 
B. Election of Officers 

At the first meeting of the committee, the membership shall select, by 
majority vote, the vice-chairperson and the secretary. 

 
C. Minutes 

Minutes shall be kept of all meetings and special meetings.  The minutes 
shall reflect all motions made and all decisions made by the committee.  In 
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the case of any recommendations or reports that are to be made to other 
groups or individuals in the College, the full text of the proposal shall be 
included as a part of the minutes of the meeting in which the decision is 
made to present the proposal. 

 
D. Procedures 

1. No study, investigation, or survey shall be made under the auspices 
of this committee unless the decision to undertake such action is 
made by majority vote of the committee after formal motion, second, 
and discussion in a meeting of the committee.  In the case of 
recommendations by the committee, no such recommendation shall 
be made in the name of the committee until the full text of the 
proposed recommendation is presented to the committee as a 
motion; second is received, and full discussion is provided in the 
committee.  

 
2. The committee may request that the Records Management Officer 

provide the committee any information that the committee desires in 
order to carry on any study, investigation, or survey, and the 
committee is not limited to such information but may seek out any 
additional facts that they desire from whatever source. 
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 CLARENDON COLLEGE 
 COMMITTEE ADMINISTRATIVE PROCEDURE 
 
Name of Committee: Safety and Risk Management 
 
I. Purpose 
 

It shall be the purpose of the Safety and Risk Management Committee to 
continually review, evaluate, and make suggestions for the improvement of the 
safety conditions at Clarendon College.  In addition, the Committee shall work with 
the President and the Vice President of Administrative Services to limit the 
College's exposure to undue risk. 

 
II. Committee Membership 
 

The Safety and Risk Management Committee shall consist of the following 
members:  The Vice President of Administrative Services, the Director of 
Maintenance, a faculty member from the nursing department, a member of the 
science department.  The Chairperson shall be the Vice President of 
Administrative Services. 

 
III. Duties of Officers 
 

A. Chairperson 
1. Shall preside at all meetings. 
2. Shall issue the call of all regular and special meetings. 
3. Shall sign all minutes and recommendations of the committee. 
4. Shall be a voting member of the committee. 

 
B. Secretary 

1. Shall make a complete record of all meetings of the committee and 
shall maintain them in a permanent form. 

2. Shall be a voting member of the committee. 
3. Shall deposit a permanent record of all minutes and 

recommendations with the President. 
 
IV. Responsibilities of the Committee 
 

A. Continually review the safety conditions at Clarendon College and make 
recommendations as it deems necessary to the Vice President of 
Administrative Services and to the President. 
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B. Review, at least annually, the Clarendon College Safety and Risk 
Management Plan and make recommendations for change in the plan to 
the Vice President of Administrative Services and to the President. 

 
C. Review, at least annually, Clarendon College Board Policy relating to safety 

and risk management and make recommendations for changes in policy to 
the Vice President of Administrative Services and to the President. 

 
D. The Safety and Risk Management Committee should assist the Vice 

President of Administrative Services to ensure that the Safety and Risk 
Management Plans are implemented and followed. 

 
V. Scope of Authority of the Committee 
 

The Safety and Risk Management Committee has the authority to make 
recommendations to the Vice President of Administrative Services and to the 
President on all matters concerning safety and risk management, including the 
Safety and Risk Management Plan and Clarendon College Board Policy.  The 
committee's relationship to the President shall be advisory in nature. 

 
VI. Procedures of the Committee 
 

A. There will be an organizational meeting annually at the beginning of the 
school year of the Safety and Risk Management Committee.  There will be 
at least one regular meeting and special meetings as necessary. 

 
B. The secretary will be elected at the organizational meeting by the members 

of the committee. 
 

C. The minutes of the meeting will be taken by the Secretary of the committee.  
The Chairperson and the Secretary of the committee will sign the minutes. 

 
D. A summary of recommendations of the committee will be prepared 

separately from the minutes by the Secretary and will be presented to the 
chairperson. 

 
E. Deposit a permanent record of all minutes and recommendations with the 

Vice President of Administrative Services and the President. 
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 CLARENDON COLLEGE 
 COMMITTEE ADMINISTRATIVE PROCEDURE 
 
Name of Committee: Student Appeals and Grievance 
 
 
I. Purpose 
 

Upon the request of the Vice President of Student Services or his/her designee, 
the Student Appeals and Grievance Committee shall consider individual cases to 
determine whether an injury alleged by the grievant was the result of an error in 
the institution’s policies and procedures or in their administration, and if an error is 
established, to determine an equitable redress for the grievant.  Grievable issues 
shall include the selection and admission policies for students, a discriminatory 
action, racial or sexual harassment, attendance policies, grading and other 
academic policies, discipline, extracurricular activities, and certain issues involving 
athletics.  In cases where students are appealing actions growing out of 
institutional policy or an administrative decision, the Committee will act as a 
hearing committee to review the facts of the case.  

 
II. Committee Membership 
 

The committee membership shall consist of the Vice President of Instruction, all 
instructional Division Directors, one faculty member and the Student Government 
President or his/her designee.  The Vice President of Instruction shall serve as 
chair of the committee. The secretary shall be elected from the membership of the 
committee.  If for any reason the Vice President of Instruction can not serve as 
chair of the committee, the Vice President of the Students will serve as an alternate 
and will serve as chairperson of the committee. 

 
III. Officers 
 

Officers of the committee shall be a chairperson, a vice-chairperson, and a 
secretary, whose duties shall be: 

 
A. Chairperson 

1. Shall preside at all meetings. 
2. Shall issue the call for regular and special meetings. 
3. Shall appoint special subcommittees, as necessary. 
4. Shall sign minutes and recommendations. 
5. Shall be a voting member of the committee. 
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B. Secretary 

1. Shall make a complete record of all meetings of the committee and 
shall maintain them in a permanent form. 

2. Shall be a voting member of the committee. 
3. Shall deposit the permanent record of all minutes and 

recommendations with the Vice President of Student Services and 
the President. 

4. Shall provide minutes of each meeting to the members of the 
committee at least one week in advance of each succeeding 
meeting. 

 
IV. Responsibilities of the Committee 
 

A. The Student Appeals and Grievance Committee shall be concerned with 
the procedures of due process that the College may provide in the handling 
of disciplinary matters affecting students. 

 
B. The committee may be called on to hear individual discipline cases or group 

problems of a disciplinary nature or the committee may serve as the first 
level appeals agency in cases where a student shall appeal the decision of 
the Vice President of Student Services in a disciplinary matter. 

 
C. The Student Appeals and Grievance Committee shall hear individual cases 

where a grievance has been filed by a student which involves the selection 
and admission policies for students, a discriminatory action, racial or sexual 
harassment, attendance policies, grading, discipline, extracurricular 
activities, and certain issues involving athletics 

 
V. Scope of Authority of Committee  
 

The authority of this committee consists of studying, investigating, surveying, and 
recommending in the areas of its responsibilities.  All recommendations from the 
committee must be submitted to the Vice President of Student Services and to the 
President.   

 
VI. Procedures of the Committee 
 

A. Meetings 
The committee will meet only as required and necessary to consider 
individual cases in the area of its responsibilities. 

 
B. Quorum 
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A quorum shall consist of 70 percent of the membership.  In the event that 
a regular member cannot be present, or is disqualified for any reason, an 
alternate committee member may be appointed by the President to obtain 
the quorum. 

 
C. Minutes 

Minutes of the committee shall record all motions, seconds, and actions 
taken by the committee.  In the case of recommendations or proposals, the 
text of the proposal or recommendation shall be included as a part of the 
minutes. 

 
D. Procedures for Student Discipline Cases 

1. In cases where the committee is hearing a student appeal from a 
disciplinary decision, the Vice President of Student Services may 
present to the committee any information he/she may desire or that 
the committee may request.  The student, in turn, shall present 
his/her case in refutation of the charges or to mitigate the disciplinary 
action.  The student shall be permitted every effort to present full and 
complete information in his/her own behalf.  

2. After hearing all the evidence, the committee shall meet in closed 
session to reach a decision.  The committee’s options are to: (1) 
Uphold the Vice President’s decision; (2) Modify (decrease or 
increase) the student’s penalty; or, (3) Dismiss the case against the 
student. 

3. After all such hearings, the committee shall make a decision as soon 
as possible and shall communicate its decision to the student and to 
the Vice President of Student Services.  The minutes of the hearing 
shall be provided by the secretary to the Vice President of Instruction, 
the Vice President of Student Services and to members of the 
committee.  The Vice President of Instruction must forward to the 
President of the College a copy of such committee 
recommendations, along with any additional information or 
comments that he/she deems appropriate. 

 
E. Procedures for Academic Appeals 

1. After the student has exhausted the informal appeals process, the 
student should request in writing a formal appeals hearing.  As part 
of the request for a hearing, the student must submit a statement for 
the basis of the appeal, including all pertinent facts. 

2. The student will have an opportunity to articulate his/her complaint 
including any substantiating evidence.  The faculty member who is 
the subject of the complaint will, in turn, be afforded the opportunity 
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to inform the committee as to how the student’s grade was 
determined.  

3. After all appropriate parties have been heard; the committee will 
meet in closed session and consider the evidence. 

4. After all such hearing, the committee shall make a decision as soon 
as possible and shall communicate its decision to the student and 
the faculty member.  The Committee’s options are to (1) uphold the 
grade that was originally assigned or (2) to make a determination that 
the student’s grade be appropriately 
changed.      

5. Should the student not be satisfied with the committee’s decision, 
further appeals should be addressed to the College President and 
then to the Board of Regents, in that order. 

 
F. Procedures for Equal Opportunity and Other Appeals 
 

1. Any student who believes that he/she has been subjected to a 
discriminatory action shall report the incident to any administrator.  
The administrator receiving the complaint shall report the incident 
and/or formal complaint to the Vice President of Instruction.  (Under 
no circumstances, shall this procedure require a student bringing a 
complaint to the present the matter to a person who is the subject of 
the complaint.) 

2. Upon the receipt of an allegation, the Vice President shall ascertain 
the facts and shall seek redress as appropriate through an informal 
process and/or mediation.  If during the course of the investigation, 
the Vice President of Instruction determines that disciplinary action 
against another student may be warranted the Vice President of 
Student Services shall be notified and shall be asked to investigate 
and take appropriate action through the College’s regular disciplinary 
process. 

3. If the Vice President makes a decision to resolve the issue and the 
complainant is not satisfied with the results, the complainant may 
formally appeal the decision of the Vice President to the Student 
Appeals and Grievance Committee.  Or, if the Vice President 
determines that the evidence warrants further review, a hearing may 
be called, and the student bringing the allegations as well as any 
individuals named in the complaint will be notified of the time, date, 
and place of the hearing. 

4. At the hearing, the student will have the opportunity to articulate 
his/her allegations and present substantiating evidence.  In turn, 
those named in the complaint will have the same opportunity to rebut 
the allegations. 
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5. Once all evidence has been heard, the Committee will meet in closed 
session to consider the evidence and to reach a decision. 

6. The committee shall make a decision as soon as possible and shall 
communicate its decision to all parties. 

7. The committee shall forward its recommendations to the College 
President. 

8. Should the student not be satisfied with the committee’s decision, 
further appeals should be addressed to the College President and 
then to the Board of Regents, in that order.  

 
 

a. Validation of Action 
 
No actions or decision of the committee shall be valid or in effect unless 
such action or decision is made at a duly called meeting of the committee 
with a quorum present, and unless the action, second, and vote on such 
proposed action or decision is recorded in the official minutes of the 
committee, and unless the full text of the proposal is recorded as a part of 
the minutes. 
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 CLARENDON COLLEGE 
 COMMITTEE ADMINISTRATIVE PROCEDURE 
 
Name of Committee: Scholarships and Financial Aid 

 
I. Purpose 
 

The Scholarships and Financial Aid Committee shall continually study the policies 
regarding scholarships, loans, grants-in-aid, work study, and other types of student 
financial assistance.  Upon request, the committee shall consider individual 
applicants for particular funds and advise the Financial Aid Office of 
recommendations.  The committee will encourage and assist in the development 
of new student aid programs. 

 
II. Committee Membership 
 

The committee membership shall consist of the one faculty member who teaches 
on a regular basis at the Pampa Center, one faculty member who teaches on the 
main campus, the Vice President of Student Services, the Vice President of 
Administrative Services, and the Director of Financial Aid. 

 
III. Officers 
 

Officers of the committee shall be a chairperson, vice-chairperson, and a 
secretary, whose duties shall be: 

 
A. Chairperson 

1. Shall preside at all meetings. 
2. Shall issue the call for all regular and special meetings. 
3. Shall sign all minutes and recommendations of the committee. 
4. Shall be a voting member of the committee. 

 
B. Vice-Chairperson 

1. Shall preside in the absence of the chairperson. 
2. Shall be a voting member of the committee. 

 
C. Secretary 

1. Shall make a complete record of all meetings of the committee and 
shall maintain them in a permanent form. 

2. Shall provide copies of the minutes of all meetings to members of the 
committee. 

3. Shall be a voting member of the committee. 
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4. Shall deposit all minutes and recommendations with the Comptroller 
and the President. 

IV. Responsibilities of the Committee 
 

A. The committee shall be responsible for evaluating and recommending for 
revision of institutional policies and procedures for the selection and award 
of scholarships and other forms of student financial aid.  

 
B. The committee shall be responsible for insuring that all awards of 

scholarships and other forms of student financial aid are made according to 
stated procedures and selection criteria. 

 
C. The committee shall be responsible for publishing each year a list of 

scholarship recipients for dissemination within and outside the institution. 
 

D. The committee shall be responsible for encouraging and developing student 
financial aid resources. 

 
V. Scope of Authority of the Committee 
 

The committee shall have authority to review and evaluate all aspects of student 
financial aid and scholarships, to recommend changes and improvements in the 
program to the Vice President of Administrative Services and to the College 
President, and to conduct such meetings and hearings as are necessary to carry 
out the responsibilities of the committee.  The committee's relationship to the 
President shall be advisory in nature. 

 
VI. Procedures of the Committee 
 

A. Meetings 
1. There shall be an organizational meeting in August or September of 

each year to elect officers, to review the purposes and 
responsibilities of the committee, and to set annual goals for the 
committee. 

2. There shall be at least one regular meeting each semester; special 
meetings may be called by the chair.   

 
B. Election of Officers 

A chairperson, vice-chairperson and secretary shall be elected at the first 
meeting of the fall semester each year. 
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C. Minutes of the Meeting 
1. Minutes shall be filed within five working days after each meeting 

with members of the committee. 
2. A complete set of all minutes shall be placed on permanent file in the 

Vice President of Administrative Service’s Office and the President’s 
Office. 

 
D. Special Reports/Special Actions 

When requested by the President of the College. 
 

E. Procedures 
1. Review and determine qualifications of students to receive financial 

aid in the named programs.  Interviews may be scheduled, as 
appropriate. 

2. Prepare reports required by the college and by state and federal 
agencies. 

3. Be responsible for recommending dispensation of College financial 
aid in a manner that complies with institutional, state, and federal 
regulations to the President. 
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 CLARENDON COLLEGE 
 COMMITTEE ADMINISTRATIVE PROCEDURE 
 
Name of Committee: Student Life 
 
I. Purpose 

 
The Student Life Committee shall continually review the services of the College 
and those areas of student life and activity which are non-academic in nature, and 
shall make suggestions for the development of the following areas:  student 
conduct, student discipline policies and procedures, resident student life, student 
records, student orientation, student activities, counseling, health services, and 
placement.  When appropriate the Student Life Committee shall address issues of 
compliance in regards to access and equity and to ADA issues. 

 
II. Committee Membership 
 

Membership shall consist of the Coordinator of Student Activities, the Associate 
Dean of Enrollment Services, the Vice President of Student Services, two faculty 
who teach on the main campus, two students, and other faculty and staff as may 
be appointed by the President. 

 
III. Officers 
 

The officers of the committee shall be a chairperson, vice-chairperson and a 
secretary with duties as follows: 

 
A. Chairperson 

1. Shall preside at all meetings. 
2. Shall issue the call for regular and special meetings. 
3. Shall appoint special subcommittees, as necessary. 
4. Shall sign minutes and recommendations. 

 
B. Vice-Chairperson 

1. Shall preside in the absence of the chairperson. 
2. Shall be a voting member of the committee. 
 

C. Secretary 
1. Shall make a complete record of all meetings of the committee and 

shall maintain them in a permanent form. 
2. Shall be a voting member of the committee. 
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3. Shall deposit all minutes and recommendations with the Vice 
President of Instruction, the Vice President of Student Services, and 
with the President. 

4. Shall provide minutes of each meeting to the members of the 
committee at least one week prior to each succeeding meeting. 

 
IV. Responsibilities of the Committee 
 

A. The Student Life Committee shall continually study all areas of student life 
and activity which are non-academic in nature, and shall make suggestions 
for the development of those areas. 

 
B. The committee shall give particular attention to insuring that the College's 

procedures and policies with respect to its dealings with students are 
compatible with local, state and national civil rights guidelines, and shall 
make such recommendations as it sees fit to continually insure this 
responsibility. 

 
V. Scope of Authority of Committee 
 

The authority of this committee is to study, investigate, survey, and recommend in 
the broad area of student affairs and student life.  All recommendations and/or 
decisions of the committee must be submitted to the Vice President of Student 
Services, the Vice President of Instruction, and to the President.  The committee's 
relationship to the President shall be advisory in nature. 

 
VI. Procedures of the Committee 
 

A. Meetings 
There shall be an organizational meeting in August or September of each 
year to elect officers, to review the purposes and responsibilities of the 
committee and to set annual goals for the committee.  There shall be one 
regular meeting and special meetings will be held when necessary. 

 
B. Election of Officers 

At the first meeting of the committee, the membership shall select, by 
majority vote, the chairperson, the vice-chairperson, and the secretary. 

 
C. Minutes 

Minutes shall reflect all motions made and all decisions made by the 
committee.  In the case of any recommendations or reports that are to be 
made to other groups or individuals in the college, the full text of the 



 

 
Adopted by Board of Regents 8-20-2015  Page 196 

proposal shall be included as a part of the minutes of the meeting in which 
the decision is made to present the proposal. 

 
D. Procedures 

1. No study, investigation, or survey shall be made under the auspices 
of this committee unless the decision to undertake such action is 
made by majority vote of the committee after formal motion, second, 
and discussion in a meeting of the committee.  In the case of 
recommendations by the committee, no such recommendation shall 
be made in the name of the committee until the full text of the 
proposed recommendation is presented to the committee as a 
motion; second is received, and full discussion is provided in the 
committee.  Recommendations of the committee are to first be 
brought to the attention of the Vice President of Student Services, 
with a copy of such recommendations provided to the President of 
Clarendon College.  
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 SAMPLE FORM 
 FOR COMMITTEE MINUTES 
 
Committee: ___________________________________________________________ 
Date of Meeting: _______________________________________________________ 
Chairperson: _________________________________Secretary:_________________ 
Members Present: ______________________________________________________ 
_____________________________________________________________________ 
_____________________________________________________________________ 
_____________________________________________________________________ 
Members Absent: ______________________________________________________ 
Others Present: ________________________________________________________ 
_____________________________________________________________________ 
 
Proceedings:  Record all major topics of discussion, a consensus that was reached, main motions, 
who made the motion, who gave the second, and state if motion carried or failed.  Attach pertinent 
documents or handouts.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Approved: 
 
Chairperson: _____________________________ 
 
Secretary: _______________________________ 
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CLARENDON COLLEGE 
PROFESSIONAL GROWTH AND DEVELOPMENT, 

ASSESSMENT AND FACULTY EVALUATIONS 
 

 

 

Policy 
 

The following policies have been adopted by the Clarendon College Board of 
Regents and govern Professional Growth and Development, Assessment, and Evaluation 
of Instruction. 
 
 

 
3540  Academic Freedom 
3550   Academic Responsibility 
3710   Assignment and Schedules   
3315   Contractual Agreements 
5320   Course Syllabi 
5340   Course Objectives 
3520   Definition of Faculty 
5210   Educational Requirements of Instructors 
3620   Employee Ethics 
5610   Evaluation of Faculty 
5620   Evaluation of Student Learning 
5630   Evaluation of Curriculum       
3830   Faculty Rank 
3880   Faculty and Staff Evaluation 
5220   Open Discussion Policy 
3840   Professional Growth and Development 

  3850   Professional Development - Part-time Faculty 
3860   Professional Development - Sabbaticals 
3870   Professional Memberships 
5670   Program Evaluation - Work Force Education Programs 
3530   Responsibilities of Faculty 
3610   Statement of Ethics and Philosophy 
3720   Teaching Assignments and Teaching Loads 
5350   Textbook Selection 
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Philosophy and Purpose 
 

The purpose of the Clarendon College program of Professional Growth and 
Development, Assessment, and Faculty Evaluation is the improvement of instruction, the 
improvement of the faculty involved in the process, and the improvement of the teaching-
learning process.  The administration, faculty, and staff of Clarendon College understand 
the subjective nature of evaluation, and it is the desire of everyone to see evaluations 
used in a constructive manner.  For evaluation of instruction to be effective, the process 
must be structured, and confidence must exist at all levels and between all parties 
involved.  It is imperative that open lines of communications be maintained regarding all 
information and results of evaluations. 
 

Faculty evaluation is not an end in itself.  As faculty members continue to polish 
existing skills and to acquire new ones as a result of and independent of the evaluation 
process, the instructional program will continue to improve, and instructors will be able to 
demonstrate their contributions to the growth of the college. 
 

The areas to be included in faculty evaluation are teaching and learning, 
professional growth and development, and service (activities outside the classroom and 
ancillary duties). 
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The Curriculum Committee in the Evaluation of Instruction 
 

Purpose 
 

The Curriculum Committee shall have as one of its purposes the goal of 
working to improve the teaching/learning process at Clarendon College by 
reviewing and monitoring the college's program of instructional evaluation.  
Further, the Committee shall seek the best means available for assessing 
the quality of instruction and the teaching learning process, and shall make 
recommendations for improving all aspects of the evaluation process, 
including procedure, evaluation instruments, and the analysis and feedback 
of the results. 

 
Scope of Authority of the Committee 

 
The authority of the Curriculum Committee shall be limited to studying the 
teaching/learning process at Clarendon College, to studying the process of 
evaluation at Clarendon College, to making recommendations to the Vice 
President of Instruction for improving the teaching/learning process, the 
evaluation process, and to the education of the faculty and administration 
concerning new trends in evaluation of instruction. 

 
The relationship of the Curriculum Committee in the Evaluation of 
Instruction to the Vice President of Instruction and to the President shall be 
advisory in nature. 

 
 
Criteria for Evaluation 
 

The instruments found in the Clarendon College Personnel Handbook, the 
Appendices of the Part-time and New Faculty Handbook, and the instruments which are 
attached to this document are the criteria against which the performance of individual 
faculty members are measured.  These instruments require three independent 
evaluations of the performance of individual faculty members:  self, student, and peer (or 
supervisory).  A level or average of "Expected performance; meets expectations" on each 
criteria is considered satisfactory on each of the evaluation instruments.  Should a faculty 
member wish to add additional evaluation instruments, he/she may submit them to their 
peer evaluation group, as part of their stated Goals and Objectives, and/or their Self 
Evaluation and Performance Report. 
 
Frequency, Elements, and Guidelines 
 

The major elements of the classroom faculty evaluation system shall include (1) 
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student evaluations, (2) classroom observation and peer evaluation (which includes at a 
minimum class room observation and a review or appraisal session between the 
individual faculty member and the evaluator or the peer group), and (3) the individual 
faculty member's statement of Goals and Objectives and year-end report, Faculty Self 
Evaluation and Performance Report. 
 
 
Student Evaluations 
 

Student evaluations shall be administered for each instructor with the frequency 
indicated below for each category of instructor. 
 

 Category        Frequency 
 

Part-time/Temporary     Each Semester 
 

Full-time      Each Semester 
 

All student evaluations shall be conducted between the beginning of the ninth week 
(after 50% of the class has been completed) and the end of the twelfth week of a semester 
(before 75% of the class has been completed), or during the equivalent time frame in a 
summer term or in a class of irregular length.  As a matter of practice, the Student 
Evaluation of Instruction shall be administered by a third party (i.e., a member of the peer 
evaluation group, the Program Coordinator, the Division Director, the Vice President of 
Instruction, or a student selected in advance and approved by the peer evaluation group 
or the Vice President of Instruction, etc.). 
 

A summary which provides the distribution of and the average scores for each item 
will be prepared.  A summary of the distribution of and the average scores for each item, 
as well as student comments will be distributed to the instructor, to the peer evaluation 
group, to the Division Director, and to the Vice President of Instruction. 
 

The instructor should use the summary of the student evaluations and the 
comments in preparing his/her annual Goals and Objectives, his/her self evaluation, and 
the year-end report on individual Goals and Objectives.  The instructor may want to 
analyze the student evaluations, stating his/her perceptions of the characteristics of the 
students involved and other background information which may be pertinent in 
understanding the results of the evaluation.  The instructor may include an assessment 
of their strengths and weakness and develop a plan for improvement, as appropriate. 
 
Peer Evaluation and Classroom Observation 
 

Faculty members may self select their peer evaluation group from within his/her 
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division each year at the beginning of the Fall Semester.  Ideally, a peer evaluation group 
should consist of at least four faculty members, but no more than six faculty members.  
Groups may consist of members from similar and/or dissimilar disciplines.  Each peer 
evaluation group must forward a list of the members in their group to the Vice President 
of Instruction by the 12th Class Day of the Fall Semester. 

 
Any full-time faculty member whose name has not been submitted as part of a peer 

evaluation group by the 12th Class Day of the Fall Semester can opt to have the Vice 
President of Instruction try to place them in a peer group or can choose to be evaluated 
by their Division Director and/or the Vice President of Instruction. 

 
Peer evaluation groups should come up with a time line that includes approximate 

dates for classroom visitations.  Each instructor with less than two years full-time teaching 
experience at Clarendon College should have a minimum of one evaluation/improvement 
visit from a group member during the course of each semester.  After two years of full-
time teaching at Clarendon College, one visit from a group member per year is 
acceptable.  However, it is acceptable and permissible that all group members visit and 
evaluate all other group members.  The time line for classroom visitations should be 
submitted to the Division Director and to the Vice President of Instruction by October 1 of 
each year. 

 
Peer evaluation groups should submit a group progress report by the 12th Class 

Day of the Spring Semester of each year.  The report should include a list of completed 
classroom visits and those that are scheduled for the Spring Semester.  In addition, an 
ideal group progress report will contain reports from each individual showing progress. 

 
A final Peer Evaluation Report should be submitted for each faculty member by 

May 1 of each year.  The form of the final report is up to the Peer Evaluation Group; 
however, at a minimum it must include at least one completed Classroom Observation 
and Peer Evaluation form with appropriate narrative comments for questions 22 - 25 for 
each member of the group. 

 
A copy of each faculty member's Peer Evaluation Report will be placed into his/her 

personnel file. 
 
Individual Goals and Objectives 
 

Each faculty member is responsible for developing an individual set of objectives 
and/or goals at the beginning of each school year.  Goals and objectives should address 
the three major areas of teaching, professional growth and development, and service.   
 

How many goals are enough?  Three to five goals may be sufficient; however, one 
really good goal with multiple parts may also be sufficient.  The goals may be in the form 
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of routine goals, problem solving goals, innovative goals, professional development goals, 
community/civic goals, and/or personal goals.  Some of the areas faculty may want to 
address include, but are not limited to, the following:  teaching and learning, professional 
growth, professional service, public service, publications, papers, presentations, faculty 
service, involvement in student organizations, and student activities. 
 

The faculty member shall develop a stated measure of evaluation or the criteria for 
evaluation for each goal and/or objective.  A copy of the Goals and Objectives for the year 
are due to the Peer Evaluation Group, the Division Director, and to the Vice President of 
Instruction by October 1 of each year. 
 

Individual goals and objectives are subject to review by the Vice President of 
Instruction, the Division Director, and the Peer Evaluation Group.  The Vice President, 
the Division Director, and/or the Peer Evaluation Group may endorse or add 
amendments, as appropriate.  The Vice President of Instruction, the Division Director, 
and the Peer Evaluation Group will retain copies for use during the year.  Following the 
first year of employment and only if necessary, the instructor's goals and objectives 
should address problem areas identified during the previous year's evaluation process. 
 
 
Faculty Self Evaluation and Performance Report 
 

Near the end of each academic year each faculty member will submit a Faculty 
Self-Evaluation and Performance Report. 
 

The Performance Report is a narrative of the activities and an evaluation and 
analysis of the individual faculty member’s goals and objectives which were developed at 
the beginning of the academic year.  The Performance Report will be submitted to the 
Peer Evaluation Group, the Division Director, and to the Vice President of Instruction. 
 

The Faculty Self-Evaluation form will be completed each semester by faculty 
members during the first two years of employment and once a year thereafter. 
 

The Performance Report and the completed Faculty Self-Evaluation form will be 
submitted by each full-time faculty member to the Peer Evaluation Group, the Division 
Director, and to Vice President of Instruction near the end of each academic year. 
 
Appraisal Sessions 
 

Appraisal sessions are an inherent part of the Peer Group Evaluation process.  
However, each evaluation group may decide on the appropriate way to handle this issue.  
The important issue is that each faculty member receives a complete evaluation report 
and be allowed to discuss the results with the evaluator or with the Peer Evaluation Group.  
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Remember the important issues are the improvement of instruction, the improvement of 
our faculty, and the improvement of the teaching/learning process at Clarendon College. 
 

Faculty members who are not part of a peer group shall be evaluated by the 
Division Director and/or the Vice President of Instruction.  The Appraisal Session shall be 
conducted by the Division Director and/or the Vice President of Instruction. 
 

An appraisal session shall be conducted at least once a year for all full-time faculty 
and as appropriate for part-time faculty. 
 

It is recommended that the following materials be available and be reviewed in 
preparation for the appraisal session: 
 

1) Student Evaluations of Instruction  
 

2)   Classroom Observation and Peer Evaluation Report  
 

3)   Goals and Objectives of the individual faculty member 
 

4)   Faculty Self-Evaluation and Performance Report 
 

5)   Student Data:  grade distributions, program enrollments and retention rates, 
and other such data as developed by the instructor or the institution. 

 
All evaluation materials, along with conclusions, commendations, and/or 

recommendations, shall be forwarded to the Vice President of Instruction for review and 
approval.  As appropriate, the Vice President will forward to the President his/her 
conclusions, commendations, and recommendations, along with the appropriate 
materials. 
 

If the instructor disagrees with the evaluation of the Peer Evaluation Group or the 
Appraisal Session, the instructor may submit a written statement to the Vice President of 
Instruction which must outline the reasons for the disagreement.  The Vice President of 
Instruction is responsible for working to resolve the issue. 
 
Disposition of Evaluation Materials 
 

The following instruments will be filed in each faculty member's personnel file: 
 

1)   Summary of Student Evaluation of Instruction 
 

2)   Classroom Observation and Peer Evaluation 
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4)   Faculty Goals and Objectives 
 

5)   Faculty Self-Evaluation and Performance Report 
 

All other original materials will be delivered to the Vice President of Instruction's 
Office and filed, stored, or disposed of as appropriate. 
 
 
Guidelines for Supervisory Evaluation 
 

Division Directors should be evaluated within a peer evaluation group and (within 
the context of their administrative duties) by the Vice President of Instruction. 
 
 
Failure to Comply with the Evaluation Process 
 

If a faculty member fails to comply with the evaluation process, he/she is subject 
to disciplinary action.  Disciplinary action may include, but is not limited to, the withholding 
of the annual salary schedule credit, the withholding of appointment to overload sections 
or summer school sections, or, considered good cause for dismissal. 
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Clarendon College

Organizational Chart

2015-2016

Clarendon College Board of Regents
Jerry Woodard, Chair; Darlene Spier, Vice-Chair; Delbert Robertson, Secretary;

Lon Adams, Doug Lowe, Jack Moreman, 

Ruth Robinson, Dr. Bill Sansing, and Susie Shields

President

Dr. Robert Riza

Vice President of 

Instruction (Interim)

Dr. Roger C. Schustereit

Vice President of 

Administrative Services

Lana Ritchie

 

THE PUBLIC

Clarendon College

Foundation

Vice President of Student 

Services & SACSCOC 

Liaison

Tex Buckhaults

Assistant to the President

& Marketing Coordinator

Ashlee Estlack

Director of 

Childress Center

Aaron Lopez

Division Director for 

Agricultural Programs

Johnny Treichel

Clarendon College

Pampa Center 

Foundation

Athletic Director

Brad Vanden Boogaard



Division of Science 

and Health

Scarlet Estlack

Vice President of Instruction 

(Interim)

Dr. Roger C. Schustereit

CLARENDON COLLEGE

Organizational Chart

for Instruction

2015-2016

Division of 

Liberal Arts

Brian Fuller

Administrative 

Assistant

Chancey King

Registrar

Brandi Havens

Division of 

Agricultural 

Programs

Johnny Treichel

Associate Dean of 

Career, Technical, & 

Continuing Ed.

David Hall

Director of the 

Library

Pamela Reed

Program Success 

Coach

Dustin Hennessey



Vice President of 

Students Services & 

SACS COC Liaison

Tex Buckhaults

CLARENDON COLLEGE

Organizational Chart

for Student Services

2015-2016

Director of 

Institutional Research

Dr. Robert Taylor

GWD

Contractor

Food Service

Campus 

Security

Associate Dean of 

Enrollment Services

Becky Green

Director of 

Student Life

Brad Vanden 

Boogaard

Vaughn Hall 

Residence Life 

Coordinator

Jimmy Brenneman

Knorpp Hall 

Residence Life 

Coordinator

Susan Russell

Phelan Hall 

Residence Life 

Coordinator

Roger Schustereit

Regents Hall 

Residence Life 

Coordinator

Daniel Tharpp

Associate Dean of 

Financial Aid

Susan Russell

Testing 

Coordinator

Angela Jordan

Admissions 

Coordinator

Martha Smith

Financial Aid

Assistant 

Amanda Smith

Learning Resource 

Center Coordinator

James Gordon

Health Science Support 

Center Coordinator

Mona Hennessey

Administrative 

Assistant 

(Clarendon)

Tashell Kingston

Administrative 

Assistant (Pampa 

Center)

Miriam St. Laurent

Administrative 

Assistant (Pampa)

Cindy McDonald

Administrative 

Assistant 

(Childress Center)

Michelle Lockhart



Vice President of

Administrative Services

Lana Ritchie

Accounts 

Payable Clerk

Nancy Kidd

Payroll and Benefits

Coordinator

Kathy Shields

Bookstore Manger /

Athletic Insurance 

Coordinator

Michael Metcalf

Cashier

Karen Wortham

CLARENDON COLLEGE

Organizational Chart

for Administrative Services

2015-2016

Maintenance, Grounds, 

& Transportation

Terry Ashcraft

Accountant

Lisle Rowland

Director of 

Information 

Technology

Will Thompson

Housekeeping

Sandy Cox



Women’s 

Basketball

Addie Lees

Women’s

Softball

Amanda Fefel

Women’s

Volleyball

Melvin Balogh

Men’s

Basketball

Isaac Fontenot -

Amedee

Men’s

Baseball

Devin McIntosh

Athletic Director 

Brad Vanden Boogaard

CLARENDON COLLEGE

Organizational Chart

for Athletics

2015-2016



Livestock 

Judging

Johnny Treichel 

& Curtis Wertman

Rodeo

Bret Franks

RFO

Laban Tubbs & 

Dale Askew

Meats Judging

Tate Corliss

Ranch Horse

Bret Franks

Division Director

Johnny Treichel

CLARENDON COLLEGE

Organizational Chart

for Agricultural Programs

2015-2016



Maintenance

Billy Wilson

Director of 

Maintenance

Terry Ashcraft

Grounds

Toby Hicks

Transportation

Doug Kidd

CLARENDON COLLEGE

Organizational Chart

for Maintenance

2015-2016

Maintenance - Pampa

Buster Wortham
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CLARENDON COLLEGE SALARY SCHEDULES 
 

 
 



 CLARENDON COLLEGE 

 FULL-TIME TEACHING FACULTY 

 SALARY SCHEDULE 
 (9 Months) 

 for 2015-2016 

  
  
 
 

 
 Range 

 
 Minimum 

 
 Midpoint 

 
 Maximum 

 
 FA 

 
 $30,000 

 
 $38,700 

 
 $47,400 

 
 FB 

 
 $32,500 

 
 $41,950 

 
 $51,400 

 
 FC 

 
 $33,350 

 
 $43,055 

 
 $52,760 

 
 FD 

 
 $34,200 

 
 $44,160 

 
 $54,120 

 
 FE 

 
 $35,050 

 
 $45,265 

 
 $55,480  

 
 FF 

 
 $35,900 

 
 $46,370 

 
 $56,840 

 
 FG 

 
 $36,750 

 
 $47,475 

 
 $58,200 

 
*Note: Board of Regents approved $1,000 increase to salary schedule 6-21-2012. 

 

Initial Placement: 
 

 

Education 

 
Range 

 
FA Less than a Master's degree or equivalency* 
FB Master's degree or equivalency*   
FC Master's degree and 12 additional graduate semester hours or equivalency*  
FD Master's degree and 24 additional graduate semester hours or equivalency*  ** 
FE   Master's degree and 36 additional graduate semester hours or equivalency* 
FF   Master=s degree and 48 additional graduate semester hours or equivalency* 

FG Earned Doctorate*** 
 

* Equivalencies have been developed in certain technical fields. 
 

** Masters plus 24 hours equivalent:  For salary schedule placement, persons who 
have obtained the following level of achievement will be credited with the 
equivalent of a Master's degree plus 24 hours:  M.F.A. which includes at least 
sixty (60) hours from an accredited institution. 

 
*** An earned doctorate is a graduate degree at the doctoral level, conferred by an 

institution which is fully accredited by the regional accrediting association for the 
region where such institution is located. 

 
 



Experience 

 
 1% over minimum of classification (range) for each year of full-time teaching experience 

at Clarendon College. 
 

 .5% over minimum of classification for two semesters of part-time teaching experience for 
Clarendon College or for each year of full-time teaching in elementary, middle, junior, 
and/or senior high school.  

 
 .5% over minimum of classification for each year of full-time teaching experience at an 

accredited college or university (other than Clarendon College). 
 

 .5% over minimum of classification for each year of business/industry or 
experience/training (less number of years required to establish range equivalency) not 
specifically identified under education, but directly related to the teaching assignment.  

 
 Initial salary credit may also be granted for relevant experience in business, industry, 

military service, and/or for teaching experiences not listed above. 
     
 

 

Continuation: 

 
 

 Change in range for the completion of additional education. 
 

FA to FB: $2500 
FB to FC:     850 
FC to FD:     850 
FD to FE:     850 
FE to FF:     850 
FF to FG:     850 

 
 

 Any increase over minimum of classification (range) for each additional year of full-time 
teaching experience at Clarendon College following initial placement is at the discretion of 
the Board of Regents.  (If additional education is completed and a new range assigned, 
the increment for the upcoming year is based on the new range.) 

 

 

Summer Contracts: 

 
 

 Full-time summer teaching contracts for full-time faculty are based on the following: 
 

10 Months  Month Contract=9 month salary multiplied by 1.08333 
10.5 Months  Month Contract=9 month salary multiplied by 1.12500 
11 Months  Month Contract=9 month salary multiplied by 1.16666 
12 Months  Month Contract=9 month salary multiplied by 1.25000 

 
 



CLARENDON COLLEGE
SALARY SCHEDULE

FOR CLASSIFIED / HOURLY EMPLOYEES

2015-2016

Range Minimum Midpoint Maximum

CA 7.25 7.40 11.60

 15,080.00 15,392.00 24,128.00

CB 7.25 9.43 11.60

 15,080.00 19,604.00 24,128.00

CC 8.25 10.73 13.20

 17,160.00 22,308.00 27,456.00

CD 9.25 12.03 14.80

 19,240.00 25,012.00 30,784.00

CE 10.25 13.33 16.40

 21,320.00 27,716.00 34,112.00

CF 11.25 14.63 18.00

 23,400.00 30,420.00 37,440.00

CG 12.25 15.93 19.60

 25,480.00 33,124.00 40,768.00

CH 13.25 17.23 21.20

 27,560.00 35,828.00 44,096.00

CI 14.25 18.53 22.80

 29,640.00 38,532.00 47,424.00

CJ 15.25 19.83 24.40

 31,720.00 41,236.00 50,752.00

CK 16.25 21.13 26.00

 33,800.00 43,940.00 54,080.00



CLARENDON COLLEGE
SALARY SCHEDULE

FOR CLASSIFIED / HOURLY EMPLOYEES

2015-2016

  

Minimum Minimum

Range: Position of Range Hourly Rate

CA WorkStudy / Student Workers 13,624.00 7.25

Summer / Seasonal Workers

CB Clerk 15,080.00 7.25

Custodian

Custodian/Housekeeper

Groundskeeper

CC Administrative Assistants 17,160.00 8.25

CD Supervisor/Mgr 19,240.00 9.25

Bookstore Manager

Custodial Supervisor

CE Business Office 21,320.00 10.25

Cashier / Accounts Receivable

Accounts Payable

CF Asst Directors/Coordinators 23,400.00 11.25

Payroll and Benefits Coordinator

F/A Asst Director

CG Specialists: 25,480.00 12.25

Motorpool Specialist

Motorpool Specialist

CH 27,560.00 13.25

CI 29,640.00 14.25

CJ Directors: 31,720.00 15.25

Maint/Grounds - CC

Maint/Grounds- PC

CK 33,800.00 16.25

2015-2016 Position Alignment



CLARENDON COLLEGE
SALARY SCHEDULE

ADMINISTRATIVE AND PROFESSIONAL SUPPORT STAFF

2015-2016

RANGE MINIMUM MIDPOINT MAXIMUM

AA 19,000 24,700 30,400

AB 23,000 29,900 36,800

AC 27,000 35,100 43,200

AD 31,000 40,300 49,600

AE 37,000 48,100 59,200

AF 43,000 55,900 68,800

AG 54,000 70,200 86,400

AH 64,000 83,200 102,400



CLARENDON COLLEGE
SALARY SCHEDULE

ADMINISTRATIVE AND PROFESSIONAL SUPPORT STAFF

2015-2016

RANGE Range is defined by assignment of a position to a specific range of salaries.

AA

AB Library Assistant

AC Coordinators:

Recruiting

Admissions

Public Info/Marketing

Student Services

Workforce Development

Learning Resource Center

Testing

Health Science Support Center

Student Success Coach

AD Assistant to the President

AE

Enrollment Services 

AF Directors:

Director of Information Technology

Director of Childress Center

Director of Financial Aid

Athletic Director

Director of Library

Director of Student Life

AG Associate Dean

AH Dean

Vice President

PLACEMENT WITHIN A RANGE

Registrar
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CLARENDON COLLEGE EVALUATION FORMS 

 
 
 



 CLARENDON COLLEGE 
Student Evaluation of Instruction 

 
Instructor’s Name  SCALE 

5 - Clearly Outstanding, exemplary performance  
4 - Sometimes goes beyond expectations  
3 - Expected performance, meets expectations  
2 - Needs Improvement  
1 - Unsatisfactory, needs a lot of improvement  
0 - Not applicable/no opportunity to observe  

Subject, Course, Section, & Campus Code  

Semester & Year  

 
1. Number of hours earned to date: 0 -30  31 - 62  63+  
2. Expected grade in this course: A B  C  D F  
3. Number of class hours absent in this class to date:  0 - 2  3 - 5  6 – 8 9+  
4. Reason for taking this course:    Required course for my degree  Interest in the subject  
     Obtain a skill  Instructor  Other 
 

ANSWER THE QUESTIONS BELOW USING THE SCALE OUTLINED ABOVE 
 

THE INSTRUCTOR: (Please circle your answer)                HighLow  NA 

5. Is on time and ready to begin class as scheduled.       5 4 3 2 1 0  
6. Clearly explained, at the beginning of the course, the goals and objectives of the course.  5 4 3 2 1 0  
7. Is prepared and organized.         5 4 3 2 1 0  
8. Managed class time well.         5 4 3 2 1 0  
9. Demonstrates command of his/her subject.       5 4 3 2 1 0  
10. Communicates effectively; speaks clearly and distinctly.      5 4 3 2 1 0  
11. Encourages student participation and expression of ideas.      5 4 3 2 1 0  
12. Actively involves students in the teaching/learning process.     5 4 3 2 1 0  
13. Has rapport with the students and is able to identify them by name.     5 4 3 2 1 0  
14. Uses aids in teaching, as appropriate. (Overheads, PowerPoint, Handouts, Blackboard, etc.)  5 4 3 2 1 0 
15. Is available during office hours to help students.       5 4 3 2 1 0  
16. Demonstrates enthusiasm and interest for the subject and the students.    5 4 3 2 1 0  
17. Treats students with courtesy and respect.       5 4 3 2 1 0  
18. Conducts himself/herself in a professional manner.      5 4 3 2 1 0  
19. Controls the class and directs learning; allows for differences of opinion and perspectives.  5 4 3 2 1 0  
20. Makes clear and definite assignments.        5 4 3 2 1 0  
21. Encourages the students to continue the learning process beyond the classroom.   5 4 3 2 1 0  
22. Relates the course to other fields and/or to life situations, as appropriate.    5 4 3 2 1 0 
 

THE FOLLOWING QUESTIONS ARE TO BE ANSWERED ON THE BACK OF THIS FORM. 
 

23. What three things do you like most about this course?  
24. What three things do you like least about this course?  
25. In what ways might this course be improved?  
26. Would you recommend this course to another student? Please explain your answer.  
27. Other comments.  



CLARENDON COLLEGE 
Classroom Observation and Peer Evaluation 

 
Instructor’s Name  SCALE 

5 - Clearly Outstanding, exemplary performance  
4 - Sometimes goes beyond expectations  
3 - Expected performance, meets expectations  
2 - Needs Improvement  
1 - Unsatisfactory, needs a lot of improvement  
0 - Not applicable/no opportunity to observe  

Subject, Course, Section, & Campus Code  of Course Observed 

Semester & Year  

 
ANSWER THE QUESTIONS BELOW USING THE SCALE OUTLINED ABOVE 

 

THE INSTRUCTOR: (Please circle your answer)                HighLow  NA 

1. Was on time and ready to begin class as scheduled.      5 4 3 2 1 0  
2. Clearly explained, at the beginning of the course, the goals and objectives of the course.  5 4 3 2 1 0  
3. Was prepared and organized.         5 4 3 2 1 0  
4. Managed class time well.         5 4 3 2 1 0  
5. Demonstrated command of his/her subject.      5 4 3 2 1 0  
6. Communicated effectively; spoke clearly and distinctly.      5 4 3 2 1 0  
7. Encouraged student participation and expression of ideas.      5 4 3 2 1 0  
8. Actively involved students in the teaching/learning process.      5 4 3 2 1 0  
9. Had rapport with his/her students and was able to identify them by name.    5 4 3 2 1 0  
10. Used aids in teaching, as appropriate. (Overheads, PowerPoint, Handouts, Blackboard, etc.)  5 4 3 2 1 0  
11. Is available during office hours to help students.       5 4 3 2 1 0  
12. Demonstrated enthusiasm and interest for the subject and the students.    5 4 3 2 1 0  
13. Treated students with courtesy and respect.       5 4 3 2 1 0 
14. Conducted himself/herself in a professional manner.      5 4 3 2 1 0  
15. Controlled the class and directed learning; allowed for differences of opinion and perspectives. 5 4 3 2 1 0  
16. Made clear and definite assignments.        5 4 3 2 1 0  
17. Encouraged the students to continue the learning process beyond the classroom.   5 4 3 2 1 0  
18. Related the course to other fields and/or to life situations, as appropriate.    5 4 3 2 1 0  
19. Works harmoniously with fellow employees.       5 4 3 2 1 0  
20. Exhibits a cooperative and friendly spirit with the public.      5 4 3 2 1 0  
21. Demonstrates loyalty to the mission, purposes, and goals of the College.    5 4 3 2 1 0 
 

ANSWER THE QUESTIONS BELOW ATTACHING ADDITIONAL PAGES AS APPROPRIATE 
 

22. Are there any special criteria peculiar to this position on which you would like to comment?  
23. Three major strengths of this instructor are:  
24. Describe the overall teaching/learning environment.  
25. Comments and recommendations: 

 



CLARENDON COLLEGE 
Faculty Self Evaluation 

 
Instructor’s Name  SCALE 

5 - Clearly Outstanding, exemplary performance  
4 - Sometimes goes beyond expectations  
3 - Expected performance, meets expectations  
2 - Needs Improvement  
1 - Unsatisfactory, needs a lot of improvement  
0 - Not applicable/no opportunity to observe  

Semester 

Year 

 
ANSWER THE QUESTIONS BELOW USING THE SCALE OUTLINED ABOVE 

Part I: 
I: (Please circle your answer)                                            HighLow  NA 

1. Am on time and ready to begin class as scheduled.       5 4 3 2 1 0  
2. Clearly explained, at the beginning of the course, the goals and objectives of the course.  5 4 3 2 1 0  
3. Am prepared and organized for class.        5 4 3 2 1 0  
4. Manage class time well.         5 4 3 2 1 0  
5. Able to demonstrate command of my subject.      5 4 3 2 1 0  
6. Communicate effectively; speak clearly and distinctly.      5 4 3 2 1 0  
7. Encourage student participation and expression of ideas.      5 4 3 2 1 0  
8. Have my students actively involved in the teaching/learning process.     5 4 3 2 1 0  
9. Have rapport with my students and I am able to identify them by name.    5 4 3 2 1 0  
10. Use aids in teaching, as appropriate. (Overheads, PowerPoint, Handouts, Blackboard, etc.)  5 4 3 2 1 0  
11. Am available during office hours to help students.      5 4 3 2 1 0  
12. Demonstrate enthusiasm and interest for the subject and the students.   5 4 3 2 1 0 
13. Treat students with courtesy and respect.       5 4 3 2 1 0  
14. Conduct myself in a professional manner.       5 4 3 2 1 0  
15. Control the class and direct learning, but allow for differences of opinion and perspectives.  5 4 3 2 1 0  
16. Make clear and definite assignments.        5 4 3 2 1 0  
17. Encourage my students to continue the learning process beyond the classroom.   5 4 3 2 1 0  
18. Relate the course to other fields and/or to life situations, as appropriate.    5 4 3 2 1 0  
19. Work harmoniously with fellow employees.       5 4 3 2 1 0  
20. Exhibit a cooperative and friendly spirit with the public.      5 4 3 2 1 0  
21. Demonstrate loyalty to the mission, purposes, and goals of the College.    5 4 3 2 1 0 
 

ANSWER THE QUESTIONS BELOW ATTACHING ADDITIONAL PAGES AS APPROPRIATE 

Part II: 
22. Are there any special criteria peculiar to your position which you would like to comment on?  
23. Three of my major strengths are:  
24. Summarize the teaching/learning environment and ways you would like to work to improve it during the 

upcoming year.  
25. Comments:  
 
Submitted by:___________________________________________ Date: ________________________________  
                      Signature of Instructor  



CLARENDON COLLEGE 
EVALUATION OF NONFACULTY / NONTEACHING FACULTY EMPLOYEES 

BY THE SUPERVISOR 
(Sample Form) 

 
It is important that each employee have an opportunity to benefit from regular and systematic evaluations. 
Evaluations enable the individuals involved in the process to consider institutional priorities and values, 
consider performance objectives for the upcoming performance period, consider quality and quantity of 
work, and to consider relationships between policies and actions.  
 

RATING SCALE 
 

(A level of 3 - Expected performance on each of the criteria is considered satisfactory.) 
 

5 -- Exemplary performance, Clearly Outstanding, means exceptional work approaching the best 
possible job.  

4 -- Work is above required level of performance, sometimes goes above required objectives.  
3 – Expected performance, good performance  
2 – Needs improvement, sometimes meets objectives.  
1 – Does not meet objectives  

  0 – Not applicable/no opportunity to observe  
 

I. Evaluation of Required Items  
_____ 1. Demonstrates a positive attitude and courtesy toward students and fellow employees.  
_____ 2. Works harmoniously with fellow employees.  
_____ 3. Exhibits a cooperative and friendly spirit with the public.  
_____ 4. Demonstrates loyalty to the purposes and goals of the College.  
_____ 5. Comes to work (attendance) appropriately dressed and groomed.  
_____ 6. Quality of Work: Performs assigned duties accurately and thoroughly with only minimal errors.  
_____ 7. Quantity of Work: Successfully completes all assigned work within the prescribed time limits.  
_____ 8. Demonstrates independent action and resourcefulness on the job. Is dependable and accepts 

responsibility. Carries out duties in an acceptable manner with minimal supervision.  
_____ 9. Understands assigned duties and job responsibilities.  
_____ 10. Understands the institution’s policies, procedures, goals, and purposes as required for the job.  
 
II. Evaluation of Functional Responsibilities.  

(The items below come directly from the functional responsibilities listed in the employee’s position 
description. An individual form for each employee with individual responsibilities should be prepared 
by the supervisor.) 
 

_____ 1. _____ 2. _____ 3. _____ 4. _____ 5. _____ 6.  
 
_____ 7. _____ 8. _____ 9. _____ 10. _____ 11. _____ 12.  
 
Comments (Additional comments may be written on the back of this form):  
 
 
 
 
 
_______________________________________  ________________________________  
Supervisor      Date  

 
I understand that my signature indicates that I have read and discussed this performance report with my supervisor.  
 
_______________________________________  ________________________________  
Employee       Date  



CLARENDON COLLEGE 
EVALUATION OF AN ADMINISTRATOR 

BY THE SUPERVISOR 
(Sample Form) 

  
It is important that the Administrator have an opportunity to benefit from regular and systematic 
evaluations. Evaluations enable the individuals involved in the process to consider institutional priorities 
and values, to discuss relationships between policies and actions, and to clarify and define leadership 
attributes. 
  

RATING SCALE 
 

(A level of 3 - Expected performance on each of the criteria is considered satisfactory.) 
 

5 -- Exemplary performance, Clearly Outstanding, means exceptional work approaching the best 
possible job.  

4 -- Work is above required level of performance, sometimes goes above required objectives.  
3 – Expected performance, good performance  
2 – Needs improvement, sometimes meets objectives.  
1 – Does not meet objectives  

  0 – Not applicable/no opportunity to observe  

 
I. Evaluation of Universal Items  
_____ 1. Demonstrates a positive attitude and courtesy toward students and fellow employees.  
_____ 2. Works harmoniously with fellow employees.  
_____ 3. Exhibits a cooperative and friendly spirit with the public.  
_____ 4. Demonstrates loyalty to the purposes and goals of the College.  
_____ 5. Comes to work appropriately dressed and groomed.  
 
II. Evaluation of Functional Responsibilities.  
 

(The items below come directly from the administrator’s position description. An individual form for 
each administrator with individual responsibilities should be prepared by the supervisor.)  

 
_____ 1. _____ 2. _____ 3. _____ 4. _____ 5. _____ 6.  
 
_____ 7. _____ 8. _____ 9. _____ 10. _____ 11. _____ 12.  
 
Comments:  
 

 

 

 

 

_______________________________________  ________________________________  
Supervisor      Date  

 
I understand that my signature indicates that I have read and discussed this performance report with my supervisor.  
 
_______________________________________  ________________________________  
Employee       Date 
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