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VISION

Energetic, purposeful, creative, Central Florida Community College promotes learning in an open, caring,
inclusive environment which encourages individual and community development inspired by shared values of
integrity, service, responsibility and dignity.

MISSION

Central Florida Community College offers educational opportunities which are accessible, affordable and high
quality. In a climate that nurtures excellence, CFCC provides undergraduate instruction and awards associate
degrees and certificates; prepares students for careers requiring professional and technical training; encourages
student success through a variety of support services; and promotes the economic, social, and cultural
development of the community.

MAJOR DIRECTIONS:

= To provide accessible, affordable, high quality learning opportunities which meet students' lifelong learning
needs.

= To provide a caring environment which supports learning and development.

= To contribute to the cultural, social, and economic development of our communities.

= To value our employees.

GUIDING PRINCIPLES:

We will partner with those who share our vision for learning and development.

We will strive to improve continuously every aspect of the college.

We will strive to exceed the expectations of those we serve.

We will strive in all our actions to honor the public trust placed in us by our community.
We will promote the concept of sustainability by preserving the natural environment and
conserving our resources for future generations.
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Central Florida Community College offers equal access and equal opportunity in its employment practices,
admissions and educational activities. The College will not discriminate on the basis of race, color, religion,
gender, age, marital status, national origin, or disability status in its employment practices or in the admission
and treatment of students.

Additionally, neither the College, nor its direct-support organization(s), will expend any funds, regardless of
source, to purchase membership in or goods and services from any organization which discriminates on the
basis of race, color, religion, gender, age, sex, national origin or disability status.
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The community college district of Citrus, Levy and Marion Counties, authorized by law and the Department of
Education, is an independent, separate, legal entity created for the operation of Central Florida Community
College and governed by the District Board of Trustees.

The Board is constituted a body corporate by the name of "District Board of Trustees of Central Florida
Community College, Florida."

All the components of the institution and all aspects of its operation are responsible to the District Board
through the College President. The District Board is charged by Florida Statutes and Florida Board of
Education Rules with responsibility for establishing, upon advice and recommendation of the College President,
the policies which determine the quality and direction of the development of the College, which establish an
effective management of the College, and which assist the institution in carrying out the approved mission and
objectives.

The District Board supervises the implementation of these established rules and delegates to an appointed
president the responsibility for administration of the College in accordance with its rules.

A) DUTIES AND POWERS: The duties and powers of the District Board are enumerated in Florida
Statues and the Florida Board of Education Rules as referenced above. The statutes and rules cited are
incorporated herein, by reference, as policies of the District Board of Trustees.

B) OPERATION OF THE BOARD: The operation of the Board, including information about meetings,
notification of the meetings, agendas, appearance of interested parties before the Board, adoption of
rules, telephone polling of the Board, and general rules of operation are described in F.S. Chapter 120,
Chapters 28-101 et. seq., of the rules of the Florida Administration Commission, Florida Board of
Education Rules, Florida Department of Administration Rules and the Board’s Governance Handbook.
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The College is governed at the local level by an appointed district board of trustees composed of seven members
representing Citrus, Levy and Marion Counties who work directly with the College President in all policy
matters pertaining to governance and operation of the institution. A Chair and a Vice Chair are elected on an
annual basis at the organizational meeting of the Board.

A

The fourth Tuesday in a month has been designated by the Board as the day for its regular meeting.
Meetings are not normally held July and either November or December. The annual organizational meeting
shall be the first meeting after July 1, unless circumstances exist to hold it on a later date determined by the
board or at the last meeting preceding July. Special meetings of the Board may be called by the Chair or by
the College President on request of a majority of the members of the Board.

Notice of regular and special meetings of the Board shall be given not less than 7 days before the meeting
by: 1) publication in a newspaper of general circulation in the tri-county area; and 2) mail to all persons
who have made requests of the Board for advance notice of Board meetings and to organizations
representing persons affected by any rule proposed for adoption at the meeting.

An agenda shall be prepared by the Office of the President and advertised and distributed in accordance
with Florida Statutes, Chapter 120, at least 7 days prior to each meeting of the Board.

1. The agenda shall contain the items to be considered in the order of presentation.

2. After the agenda has been made available, change shall be made only for good cause in accordance
with law. Notification of said change shall be made at the earliest practicable time.

3. The board will allow time at each meeting for public comment and a form will be available at each
meeting for members of the public to request to speak at the meeting.

When an official decision or other official act is taken or adopted, board members may not abstain from
voting, except when there is, or appears to be, a possible conflict of interest under the provisions of s.
112.311,s.112.313, or s. 112.3143.

Emergency meetings of the District Board shall be held only in compliance with procedures established by
the Florida Statutes and State Board of Education Rules.

The college shall notify the public of any proposed new rules, revisions to existing rules, or elimination of
rules, at least 21 days before the Board meeting at which the intended action will be taken. Notice will be
given in accordance with procedures set forth in Section B of this rule and will comply with Chapter 120,
Florida Statutes.

An individual may discuss concerns about rule changes with the administrator designated by the President
prior to the public meeting. That administrator or the President will then take any modifications to the
Board as a result of this discussion and the Board in turn may modify or reject the proposed rule at the
public meeting. The final version adopted by the District Board at the public meeting will then become the
adopted rule.
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Any substantially affected person may seek an administrative declaration of the invalidity of any proposed
rule by following the procedures set forth in Chapter 120, Florida Statutes.

G. Those employees who have business to come before the Board relating to their particular area of
responsibility or relating to their welfare as an employee shall be expected to attend the meeting at which it
will be discussed or to send a representative. Other employees are encouraged to attend Board meetings at
times when they are not obligated to perform their regular duties.

H. Robert's Rules of Order, Newly Revised shall govern proceedings of the District Board of Trustees except
that the Chair of the Board may vote and make or second a motion.
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The President of Central Florida Community College is the executive officer and corporate secretary of the
District Board of Trustees as well as the chief administrative officer of the College, and all the components of
the institution and all aspects of its operation are responsible to the Board through the President.

The President is selected and appointed by the District Board in accordance with qualifications prescribed in
Florida Board of Education Rules and with criteria established by the Board. The President is charged by these
rules and by board policy with carrying out the rules of the Board and with administering the College in the
most efficient and effective manner possible. The President is responsible for the establishment of an
administrative organization appropriate to the size, complexity, and objectives of the College.

The powers, duties, and responsibilities of the President are enumerated in Florida Statutes and State Board of
Education Rules. The statutes and rules cited are incorporated herein as policies of the District Board of
Trustees.

Rules of the District Board: It is presumed that policies, appointments, programs, and expenditures not
recorded in the official minutes of the Board but made and actually in effect were made and put into effect
according to rules of the Board. The President shall obtain Board approval for exceptions to rules of the Board.

Emergency Closing of the College: In the event of a weather-related or other significant emergency, the
President is authorized to temporarily close the college. When doing so, the president will inform the Board of
such action.

Other College Emergencies: When the safety or security of the College, its students or employees is at risk,
the President shall enact such rules and take such action on behalf of the Board of Trustees as he or she deems
appropriate in the circumstances to protect the College, its students and employees. Such rules or action shall be
brought to the next meeting of the Board of Trustees for ratification.
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The District Board of Trustees, in order to have a positive working relationship with its Direct Support
Organizations, and in accordance with state law, specifies the following requirements for the Central Florida
Community College Foundation, Inc., a private non-profit organization providing support for the college:

A The CFCC Foundation shall submit an annual audit, conducted by an independent Certified Public
Accountant, to the Board for review. A copy of the audit will also be submitted to the Auditor General
of the State of Florida and to the State Board of Education. An audit review check list will also be
submitted by the College to the State Board of Education The report will be prepared as required by
F.S. 1004.70 (6). Further, the College and the Auditor General shall have the authority to review any
details or supplemental data relating to the operation of the Direct Support Organizations.

B. The CFCC Foundation shall submit a copy of its federal IRS Application for Recognition or Exemption
form (Form 1023) and its federal IRS Return of Organization Exemption from Income Tax form (Form
990) to the Board as required by F.S. 1004.70 (5).

C. The College shall have representation on the Board of the CFCC Foundation. The Chair of the District
Board of Trustees and the President shall each appoint a non-voting member of the CFCC Foundation
Board. Those representatives will also serve as non-voting members on the Executive Committee of
the CFCC Foundation.

D. The CFCC Foundation is responsible for keeping the District Board of Trustees informed of their
activities in a timely manner. The District Board of Trustees will keep the CFCC Foundation informed
of college priorities for support.

E. The District Board of Trustees authorizes the use of facilities, property, and personal services to the
CFCC Foundation, in accordance with state law, and authorizes the President to make such
arrangements.

F. The CFCC Foundation will provide equal employment opportunities to all persons regardless of race,

color, national origin, sex, age, religion, disability or marital status.
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Consistent with the College’s guiding principle to “honor the public trust placed in us by our community”, and
with the core values of responsibility and integrity, the Board is committed to the highest ethical standards in all
college financial matters. To honor this commitment, the following are provided as college policy:

All College employees shall uphold the highest possible standards in accounting for all college property and
finances. In the event that an employee commits fraud, the college shall seek restitution of any funds and
shall act immediately to appropriately discipline the employee, including termination of employment and
prosecution, as appropriate.

Board members who have a direct or indirect interest in any matters to come before the Board shall declare
a conflict of interest and refrain from discussing or voting on those matters.

A representative of the Board, assigned by the Board Chair, will participate in all exit interviews for
financial and operational audits. That individual will recommend to the Board Chair whether or not an
audit should be reviewed in a Board workshop or a regular Board meeting.

All financial and operational audits will be reviewed by the Board at regular meetings or in workshops.

The college shall annually perform selected internal audits, as determined by the Vice President of
Administration and Finance and the President, and the results will be reported to the Board by the President.
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Full-time employees and their immediate family may use the College's recreational facilities and may attend
most student drama and music productions and all home basketball games, exclusive of tournaments, free of
charge. College photo identification (ID) cards may be required for participation in these activities.

College employees who retire under an approved Florida retirement plan shall continue to receive the same
privileges of attending college-sponsored activities and using the Learning Resources Center as are available to
currently-employed personnel. Identification for retirees is handled by Human Resources.

Persons who serve the College in some special capacity may be issued complimentary passes for activities. A
list of these persons will be maintained by the appropriate college officials as designated by the President.

In recognition of the relationship between College Park Primary School and the College, full-time employees of
College Park may be issued complimentary passes to selected student drama and music productions and to home
basketball games (exclusive of tournaments).
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Advertising/Solicitation by Outside Groups/Organizations:

Agents, salespersons and solicitors shall not be permitted on campus to distribute printed information, solicit
funds, or sell goods or services to employees, student, or campus organizations without the prior, specific
approval by the President or the President’s designee. This rule includes the prohibition of placing printed
materials on vehicles in college parking lots.

Materials which may not be approved by the President for distribution include:

1. Indecent, vulgar or lewd material or obscenity defined in reference to minors;

2. Libelous material;

3. Material that promotes illegal activities for minors; and

4. Material that infringes upon someone else’s copyright.

The College may limit the time, place and manner of the distribution of materials that are approved by the
President. Such restrictions might include:

1. Prohibition of distribution of materials in hallways or other thoroughfares where distribution would disrupt
order or impede the free flow of student movement;

2. Limitation on time of day and number of days that material can be distributed,;
3. Requirement that all materials be placed on designated tables in specific locations and be available for
students

to pick up;

4. Prohibition on disorderly or coercive distribution; and

5. Requirement that materials bear a prominent official disclaimer of school sponsorship.
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Rosters of employees and students will not to be released for commercial or non-college organizations or
businesses.

Exceptions to this rule are those companies approved by the College to offer an employee benefit through
payroll deduction.

Use of College Name, Logo or Seal in Advertisement:

Neither the College name nor its logo or seal shall be used in any way in joint advertising without the approval
of the President or the President’s designee. In all instances, materials displaying the College name, seal or logo
and/or marketing the College will utilize a tag line which advises that the College offers equal access and equal
opportunity in its employment, admissions and educational activities and will not discriminate in any way. At a
minimum, the tag line “an equal opportunity College” shall be used to convey the above information.

Use of Southern Association of Colleges and Schools (SACS) Name, Logo or Seal in Advertisement:

In no instance will the College use the logo or seal of the Southern Association of Colleges and Schools (SACS)
in any form of advertisement. Should the College’s accreditation be made a part of any advertisement, the
following statement--unchanged in any way--is to be used: “CFCC is accredited by the Commission on Colleges
of the Southern Association of Colleges and Schools to award the associate degree.”
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of 1990; The Civil Rights Acts of 1964 and 1991.

The President or the President’s designee shall establish a “Blood borne Pathogen Exposure Control Plan”
outlining bio-safety policies and procedures to protect the rights and health of individuals. The purpose of this
plan is to comply with the OSHA Regulations, Occupational Exposure to Blood borne Pathogens. The plan
shall be: (1) accessible to all employees; (2) reviewed and updated annually, and when new or modified tasks
and procedures occur; (3) implemented in conjunction with the Safety Committee; and (4) made available to
OSHA for examination and copying upon request. It shall be the responsibility of Campus Security and/or
Supervisors in assigned areas where accidents/incidents/exposures take place to see that the plan is followed.

In accordance with law, all aspects of bio-safety training will be documented.

1)

()

Definitions. For purpose of this policy, the following acronyms and definitions are used:
(@ HIV - Human Immunodeficiency Virus

(b) HBV - Hepatitis B Virus

(c) AIDS - Acquired Immunodeficiency Syndrome

The procedures, guidelines and statements included in this policy may be varied where appropriate due to
the advancement of medical knowledge, changes in the law, or the facts of a particular case.

General Guidelines

The College shall make reasonable efforts to accommodate the specific needs of infected students or
employees unless the accommodation places undue burdens on the institution. There shall be no
discrimination shown these individuals.

(a) For Infected Students. Admission will not be denied to a qualified student solely on the ground that
the student is an infected individual. A student shall not be required to withdraw from the College
solely on the basis of a diagnosis of infection.

A student may be required to withdraw only after reasonable accommodations have been made, and an
examination of the facts on a case-by-case basis by the President or the President’s designee(s)
demonstrates that the student can no longer perform as required, or that the student presents a health
risk to him/herself or to the college community.
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(b)

(©)

(d)

For Infected Employees. An infected employee not needing accommodation shall be treated in the
same manner as any employee diagnosed as having any other illness, injury or disability. In instances
where an infected employee is unable to fulfill his/her responsibilities, or portions of these
responsibilities with reasonable accommodation, but is able and desires to continue working in a less
mentally or physically demanding capacity, the College shall make a reasonable effort, if requested, to
accommodate the employee's handicap.

As in the case of any other illness, injury or disability, a supervisor who believes an infected employee
is unable to perform assigned duties due to the illness shall recommend to the Personnel Director or
the College Health Policies Committee that the employee be required to submit to a medical
examination to determine if the employee can do the work. Based upon the medical opinion,
appropriate action as provided in applicable procedures shall be applied.

Any infected employee shall be allowed to use accrued sick or annual leave as needed.

Confidentiality. Any student or employee who informs the College that he/she is infected shall be
accorded confidentiality regarding disclosure of the medical condition, in accordance with established
statute or case law.

Information concerning an affected person's medical condition will be handled as confidential
information. No specific detailed information concerning complaints or diagnosis shall be provided to
faculty, administrators, or parents without the expressed written permission of the patient in the case.

Adherence to Policy and Guidelines. College employees, while performing their institutional duties,
shall be required to conform to the Board's Exposure Control Plan on blood borne pathogens
(inclusive of other body fluids). Attention shall be given to policies and procedures that provide clear
direction to employees in the areas of:

1. providing reasonable accommodation;

2. prohibiting discrimination against qualified handicapped persons;

3. providing for the safety of others, taking measures to minimize risk or possible infection;
4. protecting the infected persons (through rights or confidentiality); and

5. prohibiting the imposition of rules on affected persons that would have the effect of unnecessarily
limiting participation in educational programs activities or employment.
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The naming of any facility at the College must be approved by the Board. The naming of facilities wholly or
partly constructed with facility enhancement funds must also be submitted to the State Board of Education for
final approval.

The College shall, from time to time, recognize individuals who have provided exceptional service to the
College and/or the community by awarding Distinguished Service Awards. The President will confer with the
Board Chair in selecting individuals for these awards.

The Board may also, from time to time, award honorary Associate Degrees to recognize individuals who have
contributed significantly to the College, their profession, or the community. Board approval is required for
these awards.

The Alumni Association is also authorized to award Distinguished Alumni Awards for criteria they establish.

All of these awards may be presented at graduation ceremonies, with the approval of the President.
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An academic and administrative calendar shall be adopted annually establishing a schedule for operation of the
College, and shall be in compliance with State Board of Education Rules, Florida Statutes, Criteria of the
Southern Association of Colleges and Schools, and policies of the District Board of Trustees. A separate
calendar will be maintained for the Appleton Museum of Art, one that best addresses public access.

Deviation from the adopted calendar may be made only by approval of the President. An official copy of the
academic calendar shall be filed with the State Board of Education, certifying that it meets established criteria
and that it falls within the entry periods for the state common calendar.

The President or the President’s designee is authorized to approve starting and ending dates for all non-credit
classes and other courses with starting and ending dates different from regular sessions established in the college
calendar.




CENTRAL FLORIDA COMMUNITY COLLEGE

POLICY MANUAL

Title: Number: Page:
COMMITTEES 3.05 lofl

See Procedures: [ ]JYes [X ]No

Legal Authority: Board Adoption/Revision Approval Dates:
Florida Statutes 1001.02, 1001.64 9/3/80, 10/19.88, 3/17/99, 10/22/02
FAC 6A-14.0261

The President may appoint standing or ad hoc committees, prescribe their functions and establish terms of
service of members. A Governance Handbook shall be published annually outlining the responsibilities of
committees, the reporting relationship, and membership.
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The following rules pertain to all publications, printed materials, or broadcast media which are considered
official College publications, bear the name, seal or logo of the College, or are financed by College accounts.
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Central Florida Community College is recognized as the publisher of all College publications. The
President is therefore responsible for and has authority over all publications or broadcasts, even though this
responsibility may be delegated.

All materials contained in College publications or broadcasts must be factually accurate and must reflect
taste and judgment appropriate to a community College publication.

The College student newspaper is considered a basic part of the journalism curriculum in that it serves as a
laboratory for journalism students under the direction of a faculty member (advisor). Each issue is to be
considered a teaching-learning experience and shall be evaluated on the basis of journalistic excellence,
literary merit, and accuracy of the factual material. All student publications or broadcasts must uphold high
standards of journalism and shall refrain from publication or broadcast of libel and indecency,
undocumented allegations, innuendoes, harassment, or personal attacks. Advisors are expected to guide
students and to maintain high standards of expression in a publication or broadcast. All College-financed
media shall state that the opinions expressed are not those of the faculty, staff or administration of Central
Florida Community College.

All business and financial affairs of all College media must be in accord with the standards of their
professions, as well as state and local laws, regulations and policies.

Persons in an editorial, managerial, or advisory position with campus publications must comply with the
above rules. Failure to do so will be cause for removal from the campus publications position and/or
disciplinary action.

Publications or broadcasts of an informational or curricular nature shall be approved by the appropriate
Vice President.

All materials which are primarily for off-campus distribution require content approval by the appropriate
Vice President or Director of the Appleton Museum of Art, who shall retain right of approval on items for
off-campus general distribution or recruitment. Such materials will be reviewed by Marketing and Public
Relations.

In no instance will the College use the logo or seal of the Southern Association of Colleges and Schools
(SACS) in any printed materials. Should the College’s accreditation be made a part of any publication, the
following statement--unchanged in any way-- is to be used: “CFCC is accredited by the Commission on
Colleges of the Southern Association of Colleges and Schools to award the associate degree.”

The college catalog shall also contain the official address and telephone number for the Southern
Association of Colleges and Schools:




Commission on Colleges

Southern Association of Colleges and Schools
1866 Southern Lane

Decatur, Georgia 30033

(404) 679-4501

(10) Al official College publications will contain a reference to the equal opportunity nature of the College.
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Gifts for the College or a Program of the College

All gifts or donations, intended for use by the College or one of its programs, must be approved by the
President or the President’s designee prior to acceptance on behalf of the College. Gifts valued at the
college’s inventory threshold or above shall be included in the College inventory and must be accepted by
the District Board of Trustees. Forms for acceptance of donations are available through the Property
Manager or in the Business Office.

Exception to this shall be the gift of library materials or books, which may be accepted by the
administrative heads of the Learning Resources Center or the Appleton Museum of Art

The College reserves the right to refuse donated funds for student scholarships and/or loans when the
donor requirement would:

(@) Create cumbersome or complicated procedures beyond the state accounting requirements to receive,
dispense or report the use of these funds.

(b) Require the College to dispense such funds in violation of the Civil Rights Act of 1964.
(c) Contain other restrictions considered unreasonable by the District Board.
Gifts to Employees as a Result of Advertising Promotion or Purchase on Behalf of the College

(@) Employees or trustees may not directly or indirectly accept a gift, service, compensation including
rebate, special privilege or other personal benefit of value because of purchase, lease, endorsement or
promise to purchase any goods or services in the name of the College.

(b) Items of value shall be defined as any goods or services valued at $100.00 or more. The receipt of
such gifts should be reported to the Chief Fiscal Officer who, with the College President, shall

determine their final dispensation.

(c) Excluded from this reporting requirement shall be those instructors who receive free desk copies of
textbooks, and those employees who win door prizes or sweepstakes while representing the College.
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All administrators are expected to participate in each graduation exercise. Members of the full-time faculty
shall participate in graduation exercises which fall on a contracted work day, unless excused by the Chief
Academic Officer. If graduation falls on a non-work day, faculty members may opt not to attend.
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The College shall maintain affiliation through membership in appropriate commissions and agencies at the
local, state, regional and national levels. Such organizations shall provide certification indicating their records

are open to inspection by any Florida citizen upon request.

Memberships for individuals in organizations directly pertaining to the employee’s current assignment shall
not be paid from college funds, unless such memberships benefit the college financially by significantly

reducing conference fees.
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It is the policy of the College and its employees to adhere to all the requirements of the United States Copyright
Law and its amendments. These laws affect the duplication of copyrighted materials, including performances,
e.g., music, theater, sound recordings, videotapes, broadcasts, printed materials, computer software, and other
applicable materials, as well as the classroom use of all types of created works.

All materials, products, objects or processes, slides, specimens, films, recordings, diagrams, books, manuals
and similar instructional matter produced by an employee within the scope of his or her employment is
considered “work made for hire” (17 U.S.C. 201(b)) and the College is considered the author and owner of the
rights comprised in that copyright unless the parties have expressly agreed in a written instrument, signed by
the employee and the College, that the employee is to have all or part of the ownership rights.
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Guidelines of the Division of Library and Information Services, Department of State, shall be adhered to in the
retention or disposal of official records. The President or the President’s designee shall establish procedures
and assign responsibility for the reproduction and destruction of records in accordance with Florida Statutes

Section 257.36
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College equipment will be used for the printing or duplicating of that work which is used in college-related
programs.

Copyright laws must be strictly followed. Copyrighted materials will not be reproduced in full without written
permission of the owner and/or author. This includes the reproduction of photographs made by someone other
than the college or student newspaper photographer.

Personal copies, of a professional nature, may be printed or duplicated for employees when approved through
appropriate channels and after all college materials have been completed. Personal work includes those
materials which are being copied by employees for use in advanced programs of study at other institutions.
Appropriate fees will be charged to individuals requesting this service.

Tests and other confidential materials are to be handled by faculty or office staff only, and are not to be
delivered or picked up by students.

The President or the President’s designee shall establish procedures for printing or duplicating.
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All personnel contracts require the signatures of the College President and the Board Chair. The Chair's
facsimile signature, in the custody of the President, may be used on these documents.

All checks shall be pre-numbered and signed by two persons authorized by the District Board, one of whom
shall be the President. Facsimile signatures may be used for these depository withdrawals. The signature
machine shall be in the custody of and controlled by the Chief Fiscal Officer.

Authorized College representatives shall file certified copies of their manual signature with the Office of the
Secretary of State prior to using facsimiles.

The employee's name as it appears on his or her contract or appointment form will be considered his or her
legal name. College employees will affix their signatures or initials which accurately represent their legal
names on all official College correspondence requiring signatures. This applies to reports, receipts, and all
other documents requiring signatures of employees.
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Outside Membership

The College encourages individual memberships in professional organizations and associations. Payment of
membership dues is the responsibility of the individual, however, if participation is judged to be in the best
interest of the college, dues may be paid from College funds upon the President’s approval.

Political Activities

College employees shall not solicit support for, be solicited, or be involved in preparation, production, or
dissemination of political materials of any candidate for public office during their assigned work hours. Campus
political clubs shall be exempt from this prohibition so long as such activities do not disrupt or interfere with
duties of other employees.

A College employee who may wish to seek an elected public office shall establish a specific agreement
approved by the President and the Board relative to his/her activities in campaigning for that office.

College work time, supplies, clerical services, or equipment shall not be utilized in preparation and
dissemination of any political literature or materials.

Nothing contained in this policy shall be construed as restricting the right of a College employee to hold
membership in and/or support a political party, to vote in accordance with the employee’s individual choice, to
express individual opinions on political subjects and candidates, to maintain political neutrality, or to attend
political meetings after working hours, or to campaign during off duty hours.
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The College will not tolerate harassment of students by other students or employees, harassment of employees
by other employees or students, or harassment of students by third parties. Harassment® consists of verbal or
physical conduct on the basis of race, religion, gender, ethnic background, national origin, disability status,
parental or marital status, age, or sexual orientation that: (1) is intended to or is reasonably likely to embarrass,
distress, agitate, disturb or trouble the person or designated group to whom it is directed or to create an
intimidating, hostile or offensive educational or work environment; (2) has the purpose or effect of unreasonably
interfering with the individual’s work or school performance or participation; or (3) otherwise adversely affects
an individual’s employment or educational opportunities.

Harassment, as defined above, may include, but is not limited to, repeated remarks of a demeaning nature,
implied or explicit threats, slurs, innuendoes or gestures, demeaning jokes, stories, pictures, objects or activities
directed at recipient which reflect upon the recipient’s race, religion, gender, ethnic background, national origin,
disability status, parental or marital status, age, or sexual orientation.

Retaliation: It is a violation of this rule to retaliate or take reprisal against any person who has filed a complaint
or who has complained about harassment based on the fact that the employee raised an issue about harassment
to his or her supervisor, or any supervisor or manager of the college, to any Dean, Vice President, or
administrator, to any other person, entity, or human rights agency.

Reporting, Investigation, and Resolution: The procedure for reporting, investigating, and resolving violations of
this rule can be found in the Administrative Procedures Manual.

1 Sexual harassment is specifically addressed in Policy 3.16
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Sexual harassment is a form of discrimination which is against the law and is against Board policy. The college
will not tolerate sexual harassment activities by any of its students or employees. Sexual harassment is
behavior based on sex which falls under one of the following categories:

(@) harassment which culminates in a tangible employment or academic action such as discharge, demotion,
undesirable reassignment, or lowered grading; or

(b) harassment in which no adverse tangible employment or academic action is taken but which is sufficient to
constructively alter an employee’s working conditions or student’s educational experience.

Retaliation: Itis a violation of this rule to retaliate or take reprisal against any person who has filed a
complaint or who has complained about harassment based on the fact that the employee raised an issue about
harassment to his or her supervisor, any college supervisor or manager, any Dean, Vice-President, or
administrator, or to any other person, entity, or human rights agency.

Reporting, Investigation, and Resolution: The procedure for reporting, investigating, and resolving
violations of this rule can be found in the Administrative Procedure Manual.




CENTRAL FLORIDA COMMUNITY COLLEGE

POLICY MANUAL

Title: Number: Page:
PUBLIC RECORDS 3.17 1lof2

See Procedures: [X ]Yes [ ]No

Legal Authority: Board Adoption/Revision Approval Dates:
Florida Statutes Chapter 119, 120.53, 1012.81 11/19/86, 6/10/87, 4/13/88, 10/19/88, 6/14/95,
5/15/99, 2/27/01, 10/22/02; 5/27/03

Access to Public Records

The College shall make available any public records, as defined in Chapter 119 of the Florida Statutes, to any
citizen upon oral or written request to the Chief Fiscal Officer who is designated as the Records Management
Liaison Officer. Any and all other College departments receiving requests for access and/or copying of public
records, not in the course of normal daily business, shall obtain clearance from the Records Management
Liaison Officer prior to releasing information.

Access to such records shall include the right to make photographic copies in accordance with the provisions of
Chapter 119 of the Florida Statutes. The College shall provide a photographic copy within a reasonable amount
of time. Records containing confidential information may require special preparation time prior to release. Once
the record is properly prepared, it will be made available for public inspection.

In the event the College is required to provide a photographic copy, the person requesting the information shall
pay to the College a charge for making such copy or copies, the amounts prescribed as follows:

(1) Fifteen (15) cents per page for straight copy work, one-sided legal or smaller, not requiring research.

(2) Twenty (20) cents per page for straight copy work, two-sided legal or smaller, not requiring
research.

(3) A service charge if the nature or volume of the records requested is such as to require extensive use of
information technology resources or extensive use of clerical or supervisory assistance by personnel. Any
request taking longer than 30 minutes to complete will be considered “extensive” and is subject to a service
charge equaling the time X hourly minimum wage of lowest paid College employee who would normally be
assigned the task.

(4) Certified copies shall be provided for the charge prescribed by Florida Statute 28.24 for similar services by
the Clerk of the Circu