o8

o
2
m
o
m

\OWwg,

W'

Policies, Regulations, and Finances
Review (PRFR) Report

Lower Columbia College

Submitted to the Northwest Commission on Colleges and Universities

August 15, 2024



Table of Contents

MISSION FUIFIIMENT. ... e e e n e e saneeas 1
S FF=4] oY1 LAV 2 (= To T T =T g =T o} £ PP P R URPRPI 2
€T YT =T ol = PP PTRPTPT 4
D N A = To = o O TP T P OPROTRRPT 4
BO@Id POIICIES ...ttt et as 4
AdMINISTrative POIICIES. ...eiiiiiiiiieei e 5
2.A.2 - LEAAERISNIP et e e e e e st r e e e e e e anarraees 10
Table 1: Annual Budget and Planning Calendar .........cccceviviiieiiiniiieeccieee e 11
2.A.3 - PreSIdeNT. .t e e e st e s ba e s b e sre e e nanee s 13
2. A4 - DECISION-MAKING cvveviiiiiiiiieie e e e e e e s e e e e e e s e sebbbbaeeeeeesesenansreeees 14
JAYor=To 1= 4o 1ol o =T=T [o Ty o H PP TP OTROPRPP 14
2.B.1and 2.B.2 - ACademiC Fre@dOmM .. .....iiiiiiiiiiieeiieeete ettt 14
SEUAENES .ttt e et e st e e bt e s bt e e s bt e e s bt e e sbb e e sbe e e sanee s 15

[ ToL U || OO P RUURRRRRPP 15
POlICIES AN PrOCEAUIES ...couiiieiiieeeite ettt ettt et e s bt e st e e snee e sanee s 16
2.C.1 - Transfer Of Credit... .o 16
2.C.2 - Students’ Rights and ResSponSibilities..........covieiiirieiiiiiiiiiieeeee e 16
2.C.3 - Admissions, Placement and Academic Standing .........ccoovvverrreeiieeeiiiciiireeeeee e, 17
2.C.4 - SEUAENT RECOIMS. ....eeiiiiiiiiie ettt ettt e sttt e s b e e s b e e sneeesanee s 18
INSTIEULIONGA] INTEEIITY 1rvvireiieiieieeee e e e e et e e e e e e e s abbbareeeeeeeseansbeaeneeeeenas 19
2.D.1 - Accurate and Consistent Representation .......cooooveviieieieiiieiececeeeeeeece e s e 19
OVEIVIBW .ttt e s s r e e e e e s s s s bbb e e e e e e e s s s nnbaaeeeeeseeas 19
SPECIfiC RESPONSIDIITIES .oeiiiiieeiiiiiie et e s e e s raeeeenaes 20
2.D.2 - ComMPIlaints aNd GriEVANCES.......ccovvietrrreriieeeeeieitrreeeeeeeeeesettrreeeeeeeeesetbtrereeeeesssesssreseees 21
2.D.3 - CoNFlICtS Of INTEIESTS. ...eiiiiiiiiie et 22
FINQNCIAl RESOUICES....ceiiiiiiiite ettt ettt e st e s be e e st e e sbaeesanee s 22
2.E.1 - AUdits @nd OVEISIZNTt....ccccuireeiieiiii ettt e e e e e st baeeeeeeeseeanrreeees 22
2.E.2 - FINANCIAl PlaNNING coooeiiiiieiieeiiee ettt eecetrre e e e e s e e sbbra e e e e e e e eessnbtbaeeeeeessseansrenens 24
Table 2: Annual Budget and Planning Calendar .........ccccvvviiieeiiniieeeccsieee e 25
2.E.3 - FINANCial MaNageMENT .....uvviiiiiiiiiiiiiiieeeeee ettt e e e eesbbrre e e e e e e e e sebbabaeeeeeessseansreeees 26

Lower Columbia College (ECR/WH/02.12.2025/MS Word Accessibility Checker)



2.F. 1 - EMPlOYEe INfOrMatioNn c.ocuvvveeeiiiieiiciteeeeee ettt e e e e eabrbae e e e e e e s seansreeeees 27

2.F.2 - Professional DeVvelOPMENt......c.uuiiiiiiiiei ittt e s e s s sare e e s sabaee s 28

B 1111 =TSP PP T SR OO R PP POPPPPPOPPPRPPPPPPPRt 28
Resources for Professional DevelopmMENT..........ccoviieeeieie e 28

D e I U i Aol =1 o[V OO PUTURRRS PP 29
2.F.4 - EVAlUQTION L.eiiiiiiie ettt sbe e e eanee s 31
StUAENT SUPPOIt RESOUICES ...cceeeeeeeeieeeeeeeeeeeeeeeeeeeee e e e e e e e e e 32
2.G.1 - Effective Learning and SUPPOIT .....cccuvvveiiieeiiiicitiieeee e eeriireeeeeeeeeesenbrreeeeeeesseenansreeens 32
2.G.2 - Publication of Student INformation ...........cocuiiiiiiiiiiiinie e 33
JAYor: o [T 0 0 | Tol -} 1 (o - SO P O PPPI 33
AdMINISTrative POLICIES. ......eereiieiiecie e 34

e feT=4 Y0 0 1Y, =T o LT U OO PO PP O PO RPPPPPPPPPPRPPPPPPPPPRt 34
Class Schedule and COUrSE FEES ......couiiiiiiiiiiiieiteeee et 34
StUAENt HAaNADOOK .......eeiiiiie e e s 34
PrOSram WEDPAZES ..uvveeiiiiiiiiitieeiee ettt e e e e e s e e bbb a e e e e e e e e s ababareeeeesseenansreneees 35
2.G.3 - Licensure and Employment REQUIrEMENTS .....cuvviviiriiieeiiiiieee e srieee s e e sveee s 36
Programs REQUIMING LICENSUIE ....ciieeeeiiiiieee ettt e e e e e e ettt e e e e e e e e e ett e e e e e e eeseaannnnaeeeaeanes 36
Sharing LiICenSUre/EXam RESUILS ......cceicieiiiiiiiee ettt cectteeeceetre e et e e eesareeeeeebraeeeeenraeeeeenns 37
2.G.4 - FINANCIAL AT .. st 38
2.G.5 - FINaNCial REPAYMENT ..cicuiiiiieiciiiee ettt s s e e s e e e s stae e e s ssbaeee s 39
L G ST 1Yo Y gV 40
2.G.7 - Identity Verification (Distance EAUCAtiON) .......cc.ueveeeiiiieeeeiieee e 42
Library and INfOrmation RESOUICES ......ccovuiiiiiiiiiiie ittt sttt e s s sbae e e s 43
2.H.1 - Library and Information RESOUICES.......eviiiiiiiieiitrieiieeeeeecitirreeeeeeeeeeeirrreeeeeeeeesennsreeeees 43

(W] o] =] oV olo] | [=Tot i o o L3OO RPP 43
Library inStruCtion Plan ... ..ot e s s e e e s 43
Library policies and ProCRAUIES.........couiiciiireeiie et eeeerrrreee e e e e e sebrrareeeeeeseenansraaees 44
LIDrarY STAfINE coeiiiiieiiiie e e e e e e et br e e e e e e e e s bbb areaeeeeseenanrraaeees 45
Physical and Technology INfrastrUuCture .........oooiiiiiiiiiiii e 45
2.1.1 - Physical and Technology INfrastruCture .........occcveviiiiieiiiniieee e 45
PhYSICal INFraStrUCTUIE ....cceiiiiiieeeie ettt e e e e e e e e e e e snbbbbaeeeeeeeseeansranees 45

Lower Columbia College (ECR/WH/02.12.2025/MS Word Accessibility Checker)



Use, Storage, and Disposal of Hazardous Waste........cueeeveieeiiiicirieeeeieeceeiinreeeeee e eeennnnneees 47

Equipment Maintenance, Repair, and Replacement.........cccveveviiiieeiiniiiee e 48
Campus Safety and SECUIILY ..uviiiiiiiieice e e e s re e e s ssraeeeenaes 49
ACCESSIDIITY oot e e e e e e e s e e raaeeeeas 49
TechNOlOZICal INTraStrUCTUIE....uuviiiiii ittt e e e s b e e e e e e e s nereaeees 49
Acceptable Use of Information Technology POliCY ......ccoovuiiiiiiiiiiiiiiiieciiec e 51
TechNOIOZY Planning PrOCESSES ....ccciiiiiiiiirrreeiieeeeeieitrereeeeeeeeesisirereeeeeeesesesassrereeeeesssessssreneees 51
IMIOVINE FOIWAIT . .uuuuuiuiuiuiurirurueuereerurueererasasasasrsesasasasssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsnnnes 52

Lower Columbia College (ECR/WH/02.12.2025/MS Word Accessibility Checker)
iii



Mission Fulfillment

Institutional Effectiveness at Lower Columbia College (LCC) is assessed in three primary ways.

1. Curriculum and Program Review
2. Global Skills Assessment
3. Institutional Monitoring

Curriculum and Program Review is faculty-led and overseen by the Instructional Assessment
Committee. All full-time faculty participate following the same template and schedule (on a
two-year cycle). The process addresses both course and program outcomes. Work occurs on
designated quarterly assessment days per the academic calendar. Peer sharing and
administrative review are included at the end of each cycle.

Global Skills assessment is also faculty-led and overseen by the Instructional Assessment
Committee. Faculty use common outcomes and rubrics to assess Global Skills (Communication,
Critical Thinking, Quantitative Literacy, and Teamwork). Academic Transfer and Professional/
Technical faculty use different methods to assess student attainment of Global Skills in their
programs.

Institutional Monitoring is administratively-led, with significant involvement from faculty and
staff, students, and community volunteers. Five Monitoring Report Review Teams are organized
by mission area (Academic Transfer; Institutional Excellence and Community Enrichment;
Preparation for College Level Studies; Student Access, Support and Completion; and Workforce
and Economic Development).

Each monitoring report contains objectives and Key Performance Indicators (KPls). Mission
fulfillment and stretch goals are established for each KPI with oversight and approval from the
Board of Trustees (BOT). Monitoring reports include actions taken to improve performance in
each mission area. A summary of the data analysis conducted by the Monitoring Report Review
Team members is also included in each report.

In addition to the five annual monitoring reports, a KPI scorecard is presented to the BOT
during their annual summer retreat. The scorecard includes an overview of institutional
performance on each KPI using the following scale: mission fulfillment achieved or mission
fulfillment not achieved. A mission fulfillment report is also provided to the BOT at the annual
summer retreat, including actions planned for each KPI that fell below the target. The report
also contains contextual information relevant to KPI performance. For example, enrollment
declines during the COVID-19 pandemic affected the “Participation Rate in the College’s Service
District” KPI.


https://internal.lowercolumbia.edu/faculty-tools/assessment/
https://internal.lowercolumbia.edu/organization/committees/instructional-assessment/
https://internal.lowercolumbia.edu/organization/committees/instructional-assessment/
https://internal.lowercolumbia.edu/faculty-tools/assessment/global-skills.php
https://internal.lowercolumbia.edu/organization/committees/instructional-assessment/
https://internal.lowercolumbia.edu/organization/committees/instructional-assessment/
https://lowercolumbia.edu/disclosure/institutional-effectiveness-monitoring/
https://services4.lowercolumbia.edu/info/webresources/Institutional-Research/Scorecard.pdf

Eligibility Requirements

LCC attests that it complies with the Northwest Commission on Colleges and Universities’
Eligibility Requirements.

1.

10.
11.

12.

13.

14.

15.

16.

Operational Status. The NWCCU most recently affirmed LCC’s accreditation status on
January 22, 2019.

Operational Focus and Independence. Per Washington State law and its stated mission,
LCC operates solely as an institution of higher education. It functions independently of
any other organization and complies with all relevant state laws (RCW 28B.50),
regulations, and institutional policies.

Authority. LCC is one of 34 community and technical colleges in the state of
Washington, and its authority derives from the Community College Act of 1967 (revised
as the Community College Act of 1991), per RCW 28B.50.

Institutional Effectiveness. LCC’s Strategic Plan is updated annually and contains the
college’s framework for institutional effectiveness. The Institutional Effectiveness and
Monitoring webpage has more information.

Student Learning. Student learning is assessed through established Curriculum and
Program Review and Global Skills assessment processes.

Student Achievement. Student achievement is assessed in various ways, including the
institutional Monitoring Report process.

Non-Discrimination. LCC complies with all state and federal laws regarding non-
discrimination and anti-harassment.

Institutional Integrity. LCC adheres to all applicable state laws and policies, including
RCW 42.52 (Ethics in Public Service).

Governing Board. LCC’s five Board of Trustees members are appointed by the
Washington State Governor and adhere to applicable laws and board policies.

Chief Executive Officer. President Matt Seimears, Ph.D., joined LCC in January 2024.
Administration. Academic credentials for LCC's highly qualified administrators are
available to the public in the college catalog.

Faculty. The academic credentials of LCC’s highly qualified faculty are available to the
public in the college catalog.

Educational Programs. Over 90 degree and certificate program options with associated
learning outcomes are available and published on the LCC website.

Library and Information Resources. LCC’s Library/Learning Commons is a vibrant
learning and information hub.

Physical and Technology Infrastructure. LCC provides the necessary physical and
technological infrastructure to support the mission, including emergency preparedness
and continuity of operations.

Academic Freedom. LCC promotes freedom of expression for both students and faculty.
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https://lowercolumbia.edu/accreditation/
https://app.leg.wa.gov/rcw/default.aspx?cite=28b.50
https://app.leg.wa.gov/rcw/default.aspx?cite=28b.50
https://lowercolumbia.edu/publications/strategic-plan/
https://lowercolumbia.edu/disclosure/institutional-effectiveness-monitoring/
https://lowercolumbia.edu/disclosure/institutional-effectiveness-monitoring/
https://internal.lowercolumbia.edu/faculty-tools/assessment/
https://internal.lowercolumbia.edu/faculty-tools/assessment/
https://internal.lowercolumbia.edu/faculty-tools/assessment/global-skills.php
https://lowercolumbia.edu/disclosure/institutional-effectiveness-monitoring/
https://lowercolumbia.edu/publications/student-handbook/non-discrimination/non-discrimination-anti-harassment-policy/
https://lowercolumbia.edu/publications/student-handbook/non-discrimination/non-discrimination-anti-harassment-policy/
https://app.leg.wa.gov/rcw/default.aspx?cite=42.52
https://lowercolumbia.edu/publications/board-policies/
https://lowercolumbia.edu/president/
https://lowercolumbia.edu/publications/catalog/college-information/administration-and-faculty-at-LCC/
https://lowercolumbia.edu/publications/catalog/college-information/administration-and-faculty-at-LCC/
https://lowercolumbia.edu/publications/catalog/programs/
https://lowercolumbia.edu/library/about/
https://lowercolumbia.edu/buildings/
https://internal.lowercolumbia.edu/departments/information-technology.php
https://services4.lowercolumbia.edu/info/webresources/Institutional-Research/Emergency-Operations-Plan.pdf
https://services4.lowercolumbia.edu/info/webresources/Institutional-Research/COOP-Overview.pdf
https://lowercolumbia.edu/publications/administrative-policies/200/203/

17. Admissions. LCC is an open admissions institution with a few select admissions

programs.

18. Public Information. All required information is available via LCC’s public website.

19. Financial Resources and Planning. LCC maintains a stable funding base, balanced
budget, limited debt, and budget and planning process that supports the institution’s
mission and goals.

20. Financial Accountability. An independent auditor monitors LCC's financial position
annually; associated financial statements are available on the website.

21. Disclosure. LCC discloses information required for accreditation through annual and
cyclical reports, visits, substantive change requests, and other communications with the
NWCCU.

22. Relationship with NWCCU. LCC understands and accepts the NWCCU standards and
policies to maintain its institutional accreditation.

23. Institutional Capacity. LCC has sufficient enrollment, human and financial resources,
and institutional infrastructure to fulfill and sustain its mission. LCC’s Fact Books contain
details about enrollment, personnel, facilities, etc.
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https://lowercolumbia.edu/apply/
https://lowercolumbia.edu/
https://internal.lowercolumbia.edu/organization/committees/executive-leadership-team/
https://lowercolumbia.edu/disclosure/finance-office/financial-statement/
https://lowercolumbia.edu/accreditation/
https://lowercolumbia.edu/accreditation/
https://lowercolumbia.edu/leadership/organizational-chart/
https://lowercolumbia.edu/disclosure/finance-office/financial-statement/
https://lowercolumbia.edu/disclosure/fact-books/

Governance

2.A.1 - Board

The institution demonstrates an effective governance structure, with a board(s) or other
governing body(ies) composed predominantly of members with no contractual, employment
relationship, or personal financial interest with the institution. Such members shall also possess
clearly defined authority, roles, and responsibilities. Institutions that are part of a complex
system with multiple boards, a centralized board, or related entities shall have, with respect to
such boards, written and clearly defined contractual authority, roles, and responsibilities for all
entities. In addition, authority and responsibility between the system and the institution is
clearly delineated in a written contract, described on its website and in its public documents,
and provides the NWCCU accredited institution with sufficient autonomy to fulfill its mission.

LCC is one of 34 community and technical colleges in Washington, part of a state system
governed by the State Board for Community and Technical Colleges (SBCTC). The specific roles,
responsibilities, and authority of the SBCTC and colleges are detailed in the SBCTC Policy Manual.
As referenced in the SBCTC Policy Manual Chapter 1, authority for operating in the state is
expressed in the state constitution and statutes about community and technical college
education, specifically RCW 28B.50. The SBCTC's bylaws were initially adopted in 1967 with the
passage of ESHB 548, and were most recently amended in September of 2013.

LCC is the sole college operating in Washington’s 13th Community and Technical College
District, serving Cowlitz and Wahkiakum counties. Like other community and technical colleges
in the state, LCC has a five-member Board of Trustees appointed by the governor.

The Board operates under the auspices of the college’s Board Policies and the authority granted
by the state via the SBCTC. LCC's Board adheres to the Policy Governance model, operating
from the perspective of monitoring the “ends” rather than directing the “means” to obtain the
desired outcomes. The Board oversees one employee, the college president, and delegates
authority for remaining employees and college operations to the president.

Board Policies
Board policies are organized into four sections, as follows:

Section 1 - Mission and Objectives

e Mission (1.01)

e Vision (1.02)

e Values (1.03)

e Mission and Objectives (1.04)

Section 2 - Governance Process
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Governance Commitment (2.01)

Governing Style (2.02)

Board Job Description (2.03)

Chair’s Role (2.04)

Board Planning and Agenda (2.05)

Board Committee Principles (2.06)

Board Members’ Code of Conduct (2.07)
Bylaws (2.08)

Honorary Degrees (2.09)

Emeritus Titles (Trustees and President) (2.10)

Section 3 - Board-Staff Relationship

Delegation to the President (3.01)
President’s Job Description (3.02)
Monitoring Presidential Performance (3.03)

Section 4 - Executive Limitations

General Executive Constraints (4.01)

Treatment of People (4.02)

Compensation and Benefits (4.03)
Budgeting/Forecasting (4.04)

Financial Condition (4.05)

Asset Protection (4.06)

Communication and Counsel to the Board (4.07)

In 2023, the Board adopted a three-year Board Policy review schedule that mirrors the college’s
three-year Administrative Policy review schedule. Before 2023, board policies were reviewed as
needed. Board policies, including the policy review schedule, are available on the website.

LCC also has a robust set of Administrative Policies and related procedures that provide the
framework for institutional operations.

Administrative Policies
The college’s Administrative Policies are organized into eight sections:

Section 100 - Governance and Administration

Definition of Governance (101)

Section 200 - Human Resources

Personnel Administration (201)
Freedom of Expression (203)
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e Emeritus Titles (205)

e Designation of Appointing Authority (210)

e Selection of Personnel (215)

e Diversity and Equity (220)

e Respectful Work Environment (221)

e General Ethics of Employees and Officers/Conflicts of Interest (225)
e Employment of Family/Household Members (227)
e Employee Relationships (228)

e Compensation (230)

e Non-Discrimination and Anti-Harassment (235)
e Reasonable Accommodation (236)

e Mandatory Reporting of Child Abuse (238)

e Alcohol and Drug Free Workplace (240)

e Employee Wellness (243)

e Workplace Safety (245)

e Workplace Violence (246)

e Leave Administration (250)

e Holidays (251)

e lllness (252)

e Protecting Personal/Confidential Information (253)
e Employee Listings (256)

e Resignation (258)

e Employment Contracts (260)

e Labor Relations (265)

e Lobbying Activity (266)

e Telework (267)

e Hazing Prevention (268)

e Employee Affinity Groups (269)

e Whistleblower Policy (270)

e Professional Development (271)

e Complaints and Grievances (272)

Section 300- Instruction

e Degrees and Certificates (305)
e High School Diploma (307)

e Grading Policy (310)

e Academic Calendar (315)

e Use of Human Subjects (320)
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Section 400 - Student Services and Information

e Admissions (401)

e Student Services, Programs and Activities (420)

e Reasonable Accommodations (430)

e Student Academic Grievance (435)

e Code of Student Conduct (440)

e Access to Student Records (450)

e Tuition and Fees (460)

e Tuition and Fee Waivers (463)

e Tuition and Fee Waiver - State Employees (464)

e Tuition and Fee Refunds (465)

e Last Day to Withdraw from Classes (468)

e Residency Status (470)

e Missing Student Notification for Students Residing in Campus Housing (475)
e Deceased Student Notification (476)

e Student Absence for Reasons of Faith or Conscience (480)
e Student Email as Official Communication (490)

Section 500 - Business and Finance

e Budget Philosophy (501)

e Budget Development (503)
e Budget Administration (505)
e Business Practices (510)

e Auxiliary Enterprises (515)

e Bank Selection (530)

e |nvestments (532)

e Use of Debt (535)

e Travel (540)

Section 600 - Facilities and Safety

e Facilities Philosophy (601)

e Facilities Use (605)

e Facilities Scheduling, Procedures and Fees (606)
e Employee Use of Facilities and Equipment (610)
e Campus Parking (620)

e Motor Pool (625)

e Naming Campus Buildings (630)

e Campus Smoke and Tobacco Free Policy (635)

Lower Columbia College (ECR/WH/02.12.2025/MS Word Accessibility Checker)



e Children on Campus (645)

e Pets on Campus (650)

e Service Animals (655)

e Dangerous Waste Disposal (660)

e Security Programs (665)

e Notification of Convicted Sexual Offenders (667)
e Emergency Response and Evacuation (670)

e Fire Safety (671)

e Lost and Found Property (672)

Section 700 - Information Systems and Services

e Acceptable Use of Information Systems and Services (701)
e E-mail Retention (705)

e Accessible Technology (720)

e Use of Electronic Signatures and Submission (725)

e Data Governance (730)

Section 800 - Miscellaneous

e Web Publishing and Marketing (805)

e Employee Social Media Management (810)
e Media Policy (815)

e Plain Language Policy (820)

Like the Board Policies, a three-year review cycle for LCC's Administrative Policies was adopted
shortly after the college’s 2018 Year Seven accreditation visit. Administrative Policies, including
the policy review schedule, are available on the website.

Resources/evidence for 2.A.1
e Board Policies
e Board Policy review schedule
e Administrative Policies
e Administrative policy review schedule
e SBCTC Policy Manual
e RCW 28B.50
e [SHB 548
e ESHB 548 - September 2013 Amendment
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https://lowercolumbia.edu/publications/board-policies/
https://lowercolumbia.edu/publications/board-policies/review-cycle/
https://lowercolumbia.edu/publications/administrative-policies/
https://lowercolumbia.edu/publications/administrative-policies/review-cycle/
https://www.sbctc.edu/colleges-staff/policies-rules/policy-manual/
https://app.leg.wa.gov/RCW/default.aspx?cite=28B.50
https://leg.wa.gov/CodeReviser/documents/sessionlaw/1967ex1c8.pdf?cite=1967%20ex.s.%20c%208%20%C2%A7%205
https://www.sbctc.edu/resources/documents/colleges-staff/policies-rules/policy-manual/state-board-resolution-13-09-48.pdf

2.A.2 - Leadership

The institution has an effective system of leadership, staffed by qualified administrators, with
appropriate levels of authority, responsibility, and accountability who are charged with
planning, organizing, and managing the institution and assessing its achievements and
effectiveness.

As depicted in the organizational chart, LCC’'s administrative structure consists of the president
and five vice presidents, who oversee the various departments, functions, and individuals
within their respective divisions. Educational credentials for the president, vice presidents,
deans, and directors are published and available to the public in the “administration” section of
the college’s catalog.

Hiring for deans and vice presidents includes campus forums and the regular committee
screening and review process. In addition to interdisciplinary hiring committees, the college has
also integrated Search Advocates into the process to ensure that Diversity, Equity, and Inclusion
(DEI) principles are followed.

The college’s vice presidents are responsible for the following areas:

e Administrative Services

e Effectiveness and College Relations

e Foundation, Human Resources and Legal Affairs
e |nstruction

e Student Services

The president and five vice presidents comprise the Executive Leadership Team (ELT). ELT
meets weekly, typically on Wednesday mornings, to facilitate college operations. Standing
agenda items include accreditation, budget, equity and inclusion, administrative policy review,
institutional monitoring, position requests, and strategic enrollment management. ELT is also
responsible for facilitating the budget and planning cycle. The budgeting timeline is contingent
on external factors, including legislative action and the State Board for Community and
Technical College allocation processes.

Lower Columbia College (ECR/WH/02.12.2025/MS Word Accessibility Checker)
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Table 1: Annual Budget and Planning Calendar

The table below uses the following acronyms: Executive Leadership Team (ELT), Board of
Trustees (BOT), Union Management Communications Committee (UMCC), Vice Presidents
(VPs), Associated Students of Lower Columbia College (ASLCC), and Key Performance Indicator

(KPI).
Month Budget Process Planning Process
December 1. Present full-time faculty needs to ELT to Student Access, Support and
allow for succession planning Completion Monitoring

Report to BOT

January 1. Revenue projections provided to ELT Monitoring Report Review

2. ELT discusses fee schedule Teams' strategic planning

meetings occur

February 1. ELT reviews budget revenue/ ELT develops first draft of

expenditures for the current year

Annual Priorities

Mid-February

Set goals/priorities for coming year

BOT reviews draft Annual

2. Quarterly budget report to BOT Priorities
3. Next year’s budget assumptions and Academic Transfer Monitor-
projections to BOT ing Report to BOT
March 1. VPs review proposed budgets with areas
and bring notes to ELT
2. VPs bring proposed line-item budgets to
ELT
March-April 1. Review proposed budget with UMCC, Campus review/comment on
Operations Council, Governance Council, Annual Priorities
Instructional Council, and Student Results of financial audit to
Services Council BOT
April 1. ELT reviews the proposed budget with Preparation for College Level
inputs from campus groups Studies Monitoring Report to
2. Quarterly budget report to BOT BOT
3. Miscellaneous Fee Schedule to BOT
May 1. ELT approves proposed budget Workforce and Economic
2. ASLCC budget goes to BOT Development Monitoring
Report to BOT
June 1. Budget presented to BOT for approval Institutional Excellence and
Community Enrichment
Monitoring Report to BOT
July-August BOT approves Annual
Priorities
BOT reviews KPI Scorecard
and outcomes
September- 1. Year-end budget report to BOT
October

Lower Columbia College (ECR/WH/02.12.2025/MS Word Accessibility Checker)
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The integrated budget and planning processes identified above provide the framework for the
college’s formal institutional monitoring, a regular agenda item for both the Board and ELT.
About 90 faculty and staff formally participate in budgeting and planning through the LCC’s
Monitoring Report Review Teams. Students and community volunteers also participate.
Students receive compensation for their participation. Mission areas include:

e Academic Transfer

e |[nstitutional Excellence and Community Enrichment
e Preparation for College Level Studies

e Student Access, Support and Completion

e Workforce and Economic Development

Monitoring Report Review Teams are chaired or co-chaired by each of LCC’s vice presidents and
deans in areas that coincide with their responsibilities. Chair duties include presenting
monitoring reports to the Board at five separate meetings during the academic year. Reports
include documentation of actions taken to improve our performance and data analysis
provided by team members. The Board also reviews overall KPI progress yearly via a KPI
Scorecard. Effectiveness and College Relations staff facilitate the monitoring process.

Monitoring Review Team members also participate in annual planning discussions, which lead
to developing the college’s Annual Priorities for the coming year. Annual Priorities are
published each year in the LCC’s Strategic Plan. Employees are invited via email to join a
monitoring team twice per year. Students and community volunteers are recruited once a year.
Orientation sessions are offered to all incoming monitoring team members in the fall.

In combination with the college’s Administrative and Board Policies, the budget and financial
auditing reports (financial statements) and institutional monitoring reports provide a
foundation for the institution’s integrity and accountability. All documents are available to the
public on LCC’s website.

Resources/evidence for 2.A.2
e Lower Columbia College organizational chart
e Administrative employee tenure and credentials (LCC Catalog)
e Financial statements
e Institutional Monitoring reports
e KPI Scorecard
e [CC Strategic Plan (contains Annual Priorities)
e [Executive Leadership Team Committee webpage
e Monitoring Report Review Teams committee webpage
e Strategic Planning Committee webpage
e Administrative Policies
e Board Policies
e Resumes for the Executive Leadership Team will also be provided to the evaluation team
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2.A.3 - President

The institution employs an appropriately qualified chief executive officer with full-time
responsibility to the institution. The chief executive may serve as an ex-officio member of the
governing board(s) but may not serve as its chair.

After over 12 years at LCC, former president Chris Bailey, J.D., announced his retirement in
spring 2023. Following his announcement, LCC engaged a national firm called Academic Search
Inc. to find his replacement. A committee chaired by Liz Cattin, past chair of LCC’s Board,
identified four finalists in early October 2023. Finalist interviews and campus and community
forums were held on October 30 and 31, 2023. On November 15, the Board unanimously
approved the selection of Matt Seimears, Ph.D., as Chris Bailey’s successor.

Dr. Seimears was the first member of his family to go to college. He entered the workforce as a
MIG/TIG welder after being told in high school that “college isn’t for you.” His curiosity was
piqued after reading about American colleges in a book he purchased at a thrift store for $.25,
and he enrolled at Butler Community College. After transferring to Pittsburg State University,
he nearly had to withdraw due to a lack of funds. With the help of a university administrator, he
landed a job for S35 a week that kept him afloat. He earned his Bachelor of Science degree and
began teaching English Language Learning to elementary and middle school students. He also
coached high school wrestling and university rugby teams.

Continuing his education, Seimears earned his Master's Degree from Wichita State University, a
second Bachelor's Degree from Newman University, and a Ph.D. from Kansas State University.
He taught as an adjunct at Cowley Community College for six years, a GED instructor for three
years, and worked at Emporia State University for 15 years as an instructor/academic advisor,
professor, associate department chair, and department chair. He became the Dean of the
College of Education at Eastern Oregon University (EOU) in 2019 and was appointed Interim
Provost at EOU in 2022.

Seimears has considerable experience with grants and fundraising, enrollment, and academic
initiatives, including leading EOU’s efforts to become the Pacific Northwest Hub for the Rural
Schools Collaborative. He has also published several textbooks and scholarly articles. His most
recent book is about teaching science to English Language Learners.

Per LCC Board Policy 2.08 (Bylaws), “It shall be the duty of the President to act as Secretary at
all regular and special meetings of the Board, to keep an accurate journal of the proceedings,
and to take charge of its books and documents. The President shall carry out the duties,
responsibilities, and functions directed by the Board of Trustees concerning the operation of
the College and shall appoint a Secretary pro tem to record the minutes of the meeting.” The
President is strictly an administrative officer on the Board and does not serve as a voting
member.
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Resources for 2.A.3
e | CC Board Policy 2.08 (Bylaws)
e An extended resume for Dr. Matt Seimears will be provided to the peer evaluation team

2.A.4 - Decision-making

The institution’s decision-making structures and processes, which are documented and publicly
available, must include provisions for the consideration of the views of faculty, staff,
administrators, and students on matters in which each has a direct and reasonable interest.

LCC’s Definition of Governance is described in Administrative Policy 101. The policy defines the
specific roles and functions of the following:
1. Board of Trustees (101.1)
Administration (101.2)
Faculty (101.3)
Classified and Exempt Staff (101.4)
Students (101.5)
Bargaining Units (101.6)
Governing Councils (101.7)
Other Councils and Committees (101.8)

ONOU e WN

The associated Procedure (101.1A) identifies the college’s standing councils, committees, and
other groups and delineates the required elements for each body. Both the policy and
associated procedure are available on LCC's website.

Resources for 2.A.4
e Policy 101 - Definition of Governance
e Procedure 101.1A - Governance and Administration Decision-Making Councils and
Committees

Academic Freedom

2.B.1 and 2.B.2 - Academic Freedom

Within the context of its mission and values, the institution adheres to the principles of
academic freedom and independence that protect its constituencies from inappropriate internal
and external influences, pressures, and harassment.

Within the context of its mission and values, the institution defines and actively promotes an
environment that supports independent thought in the pursuit and dissemination of knowledge.
It affirms the freedom of faculty, staff, administrators, and students to share their scholarship
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and reasoned conclusions with others. While the institution and individuals within the institution
may hold to a particular personal, social, or religious philosophy, its constituencies are
intellectually free to test and examine all knowledge and theories, thought, reason, and
perspectives of truth. Individuals within the institution allow others the freedom to do the same.

Students

LCC’s Code of Student Conduct, codified through the Washington Administrative Code (Chapter
132M-126 WAC), defines student academic freedom and due process rights under section
132M-126-025 WAC, Statement of Student Rights. This includes the rights of free inquiry,
expression, and assembly upon and within college premises that are generally open and
available to the public, freedom to pursue appropriate educational objectives from among the
college's curricula, programs, and services, subject to the limitations of RCW 28B.50.090 (3)(b),
protection from academic evaluation which is arbitrary, prejudiced, or capricious, but are
responsible for meeting the standards of academic performance established by each of their
instructors, and the right to a learning environment which is free from unlawful discrimination,
inappropriate and disrespectful conduct, and any and all harassment, including sexual
harassment. Due process rights are also codified, including the rights of students to be secure in
their persons, quarters, papers, and effects against unreasonable searches and seizures is
guaranteed, advanced notice provided to a student of the nature of the allegations before
imposing disciplinary sanctions, and additional procedural rights outlined in the Code of
Student Conduct.

The Student Handbook, reviewed and updated annually, informs students of the Academic
Grievance Resolution Procedure, Student Academic Rights and Responsibilities, Non-
Discrimination and Anti-Harassment Policy and Procedure, and Title IX definitions and contact
information.

All registered students receive a quarterly email from the Vice President of Student Services
asking them to review the Student Handbook. The email outlines the Handbook and specifically
references Academic Dishonesty, Academic Standards, the Code of Student Conduct, general
student-related policies, Non-Discrimination, the Student Academic Grievance Procedure, and
Student Academic Rights and Responsibilities.

Faculty

The “Academic Freedom” section of the LCC Faculty Collective Bargaining Agreement describes
the college’s definition and rights guaranteed to all LCC academic employees. No special
limitations shall be placed upon the study, investigation, presentation, and interpretation of
facts and ideas concerning human society, the physical and biological world, and other
branches of learning, subject to accepted standards of professional responsibility.

Academic freedom at LCC allows academic employees to seek and present the truth as they
know it on problems and issues subject to accepted standards of professional responsibility
without fear of interference from administrators, the Board of Trustees, governmental
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authorities, or pressure groups. Students gain the opportunity to study controversial issues and
divergent views and to arrive at their own conclusions. Academic employees must protect
students’ right to freedom of inquiry even when the students’ conclusions differ from theirs.

Resources for 2.B.1 and 2.B.2
e Faculty Contract Section (see section 405 - page 51)
e Administrative Policy 203 (Freedom of Expression)
e Code of Student Conduct - Statement of Student Rights 132M-126-025
e Student Handbook

Policies and Procedures

The institution develops and widely publishes, including on its website, policies and procedures
that are clearly stated, easily understandable, readily accessible, and administered in a fair,
equitable, and timely manner.

2.C.1 - Transfer of Credit

The institution’s transfer-of-credit policy maintains the integrity of its programs and facilitates
the efficient mobility of students desirous of the completion of their educational credits,
credentials, or degrees in furtherance of their academic goals.

The “Academic Policies and Records” section of the catalog describes LCC’s policy for accepting
transfer credit from other accredited institutions. LCC subscribes to a statewide Policy on
Intercollege Transfer and Articulation among Washington Public Colleges and Universities that
defines students' rights and responsibilities and provides an appeal process in transfer credit
disputes. The same catalog section also defines college policy for awarding academic credit for
prior learning and alternative options for earning credits.

Resources for 2.C.1
e Academic Policies and Records (from Academic Catalog) - see “Transferring Credit”
under “Graduation & Transfer”
e Policy on Intercollege Transfer and Articulation among Washington Public Colleges
and Universities

2.C.2 - Students’ Rights and Responsibilities

The institution’s policies and procedures related to student rights and responsibilities should
include, but not be limited to, provisions related to academic honesty, conduct, appeals,
grievances, and accommodations for persons with disabilities.
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LCC has established policies and procedures related to student rights and responsibilities in the
following areas:

Academic Freedom and freedom of expression (see 2.B.1 and 2.B.2)
Transferring credit (see 2.C.1)
Code of Student Conduct (note: this is contained within our Student Handbook, but
is also codified in Washington Advisory Code Chapter 132M-126), in particular
Statement of Student Rights (132M-126-025)
Academic Dishonesty

o Definitions and prohibitions

o Student Academic Grievance Policy

o Academic Grievance Resolution Procedures
Academic Standing

o Academic standing definition and petition process

o Grading and Academic Standing Policy
Accommodations for persons with disabilities

Resources for 2.C.2

2.C.3-

Code of Student Conduct (Chapter 132M-126 WAC) - Student Handbook

Academic Dishonesty definition and prohibitions - Student Handbook

Student Academic Grievance Resolution Procedures - Student Handbook

Student Academic Grievance - Administrative Policy 435

Academic Standing definition and petition process (webpage)

Grading policy, Academic Standing — Administrative Policy 310

Reasonable Accommodation - Administrative Policy 430

Administrative Policy 203 (Freedom of Expression)

Academic Policies and Records (from Academic Catalog) - see “Transferring Credit”
under “Graduation & Transfer”

Admissions, Placement and Academic Standing

The institution’s academic and administrative policies and procedures should include admission
and placement policies that guide the enrollment of students in courses and programs through
an evaluation of prerequisite knowledge, skills, and abilities to ensure a reasonable probability
of student success at a level commensurate with the institution’s expectations. Such policies
should also include a policy regarding continuation in and termination from its educational
programs, including its appeal and re-admission policy.

LCC has policies related to admissions and placement testing requirements for the general
student population and a limited number of selective admissions programs.
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e Admissions
o (General) Admissions Policy
o Placement information
e Selective admissions program information
o Nursing
= Associate degree
= Bachelor of Science in Nursing
o Medical Assisting
o Bachelor of Applied Science in Teacher Education
o Bachelor of Applied Science in Organizational Leadership and Technical
Management

Resources for 2.C.3

e Admissions — Administrative Policy 401

e Placement testing policies and requirements — LCC website

e Selective admissions program information

o Nursing program (associate degree) admissions requirements

Bachelor of Science in Nursing application and licensure requirements
Nursing program handbook
Medical Assisting program information and requirements
Medical Assisting program handbook
BAS-Teacher Education required testing/assessments
BAS-Organizational Leadership application information

O O O O O O

2.C.4 - Student Records

The institution’s policies and procedures regarding the secure retention of student records must
include provisions related to confidentiality, release, and the reliable backup and retrievability of
such records.

LCC adheres to comprehensive student records retention procedures, including provision for
reliable and retrievable backup of those records. LCC employees maintain all academic records,
supporting documents, and other records.

LCC adheres to the Family Educational Rights and Privacy Act (FERPA) regarding the privacy of
student records and the appropriate release of student information, including directory and
student records. The Director of Registration/Registrar or designee advises students on
procedures for handling a request to correct errors in their records.

Information about FERPA and student rights under FERPA is published in the LCC Catalog's
Academic Policies and Records section, included in Administrative Policy 450—Access to
Student Records, and emailed to enrolled students each term.

Lower Columbia College (ECR/WH/02.12.2025/MS Word Accessibility Checker)
18


https://lowercolumbia.edu/publications/administrative-policies/400/401/
https://lowercolumbia.edu/placement/policies-recommendations-faq/
https://lowercolumbia.edu/programs/health/nursing/admission-requirements/
https://lowercolumbia.edu/bas/nursing/
https://lowercolumbia.edu/programs/health/nursing/handbook/
https://lowercolumbia.edu/programs/health/medical-assisting/program-information/
https://services4.lowercolumbia.edu/info/webresources/Nursing/HandbookMedicalAssi.pdf
https://lowercolumbia.edu/bas/bas-te/testing-requirements/
https://lowercolumbia.edu/bas/bas-oltm/faq/

ctclink is the college’s current Enterprise Resource Planning (ERP) system, which contains
information about students, employees, and finances. The ctcLink system infrastructure
includes production, development, test environments, and replicated data stored in dataLink
databases.

The Washington State Board for Community and Technical Colleges administers the ctcLink and
dataLink systems, which contain college-owned information. Users with access to data must
adhere to a data privacy and usage agreement. All individuals authorized to access data stored
within the ctcLink system and infrastructure must sign the ctcLink Employee Data Privacy and
Usage Agreement.

Access to data in ctclLink is provisioned locally, using principles of least privilege (limiting access
rights for users, accounts, and computing processes to only what is needed to perform a task).
LCC uses a formal request procedure for access and any subsequent changes, which includes
review and approval by system/pillar-specific designees.

All employees accessing ctcLink must use multi-factor authentication to log in to the system,
and all currently enrolled students are also required to do so.

Resources for 2.C.4
e Academic Policies and Records (LCC Catalog)
e Administrative Policy 450 — Access to Student Records

Institutional Integrity

2.D.1 - Accurate and Consistent Representation

The institution represents itself clearly, accurately, and consistently through its announcements,
statements, and publications. It communicates its academic intentions, programs, and services
to students and to the public and demonstrates that its academic programs can be completed in
a timely fashion. It regularly reviews its publications to ensure accuracy and integrity in all
representations about its mission, programs, and services.

Overview

e The Office of Effectiveness and College Relations (ECR) maintains LCC’s public and
internal websites, general publications, marketing materials, social media, and media
relations, with input from subject matter experts across the college.

e The Office of Instruction is primarily responsible for maintaining course and program
information, including degree requirements.

e Student Services is primarily responsible for maintaining student information, including
the Student Handbook and student policies.
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Specific Responsibilities

Instructional staff maintains course information in the college’s enterprise system,
ctcLink. Course information is also available via ctcLink’s online registration system and
appears in the course descriptions section of the LCC Catalog. The Curriculum
Committee must approve all course changes.

Instructional staff maintain degree requirements, which are published annually in the
degree requirements section of the catalog. The Curriculum Committee must approve
all program changes.

Faculty maintain program outcomes, published on the catalog’s degree requirements
pages. Changes are documented through the Curriculum and Program Review process.
Program maps are updated annually by ECR staff based on content provided by faculty
subject matter experts. More so than the degree requirements, the program maps
identify the specific schedule students can follow to complete their credentials on time.
Program maps are available in “By Quarter Overview” and “Detailed Class Sequence”
formats. The quarterly overview is intended for full-time students, and the class
sequence is designed for students attending less than full-time (or alternating between
full- and part-time).

ECR staff annually publish the catalog based on updates and revisions provided by
subject matter experts across the college. The catalog is the official repository of all
college information related to enrollment, including certificate and degree
requirements, course descriptions, and related content. The current catalog and several
years of archived catalogs are available on the college’s website. The “Important Things
to Know” section of the Student Handbook describes the catalog and associated archive
page. Archives are maintained so students can reference the degree requirements that
were in effect the year they entered the college. The “Graduation & Transfer” section of
the catalog's Academic Policies and Records section specifies that students may apply
for graduation under the graduation requirements in effect when they first enrolled,
provided the first enrollment year is within five years of the year of graduation.

The Vice President of Student Services is primarily responsible for annual updates to the
Student Handbook.

Per the Web Publishing and Marketing policy, the availability of accurate and timely
information is essential for both internal and external audiences. LCC maintains a group
of 25 trained web editors across the college to facilitate regular content updates. Web
publishing rights are restricted to web administrators in the ECR Office to ensure
consistency and accuracy of content, branding, accessibility, and appropriate web
design. Documents and other information linked to the LCC website are the sole
responsibility of the respective author.

LCC’s primary social media accounts are maintained by trained ECR staff. Per the
college’s employee social media management policy, other staff and faculty are
permitted to maintain a social media presence for their department or unit according to
the rules outlined in the policy. This includes providing administrative access to ECR
staff. ECR maintains an inventory of social media accounts, users, and associated
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credentials and is included in the official employee exit process to ensure that employee
access to official college social media accounts is removed as employees leave the
college. This policy has been in effect since 2017.

e |n 2023, LCC adopted a Media Policy to ensure timely and accurate communication with
the media. The policy does not preclude any college employee from speaking with the
press but specifies that authorization is needed for employees to speak on behalf of the
college. The policy designates the college’s Public Information Officer (located in the
ECR Office) as the primary point of contact for all media inquiries. The athletics
department is excluded, as noted in the policy.

Resources for 2.D.1
e [CC Catalog webpage (current and archives)
e Course descriptions (LCC Catalog)
e Degree Requirements (LCC Catalog)
e Curriculum Committee webpage (includes minutes)
e Curriculum and Program Review template
e Program maps (see “Program Maps” link within each Career Pathway)
e Important Things to Know - Student Handbook
e Academic Policies and Records (LCC Catalog)
e Student Handbook
e Web Publishing and Marketing - Administrative Policy 805
e Employee Social Media Management - Administrative Policy 810
e Media Policy - Administrative Policy 815

2.D.2 - Complaints and Grievances

The institution advocates, subscribes to, and exemplifies high ethical standards in its
management and operations, including in its dealings with the public, NWCCU, and external
organizations, including the fair and equitable treatment of students, faculty, administrators,
staff, and other stakeholders and constituencies. The institution ensures that complaints and
grievances are addressed in a fair, equitable, and timely manner.

LCC has established policies and procedures covering non-discrimination and anti-harassment;
Title IX; grievances covered under classified and faculty collective bargaining agreements; and
student academic grievances.

LCC'’s self-assessment for this PRFR review identified a need for a general complaint and
grievance policy. Policy 272 was developed and passed in spring 2024. Designed to guide
students and employees, the new policy identifies appropriate pathways for complaints and
grievances that do not fall under existing Collective Bargaining Agreements, Title IX, non-
discrimination and anti-harassment, or other pre-existing policies.
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Resources for 2.D.2

e Policy 235 — Non-Discrimination and Anti-Harassment

e Procedure 235.1A — Non-Discrimination and Anti-Harassment Grievance Procedure

e Make a Report reporting system

e Collective Bargaining Agreement, Washington Federation of State Employees of High
Education Community College Coalition (see Article 30 — Grievance Procedure beginning
on page 63)

e Collective Bargaining Agreement — Lower Columbia College Faculty Association of Higher
Education (see Article 1000 — Grievance Procedure beginning on page 95)

e Administrative Policy 435 — Student Academic Grievance

e Administrative Policy 272 — Complaints and Grievances

2.D.3 - Conflicts of Interests

The institution adheres to clearly defined policies that prohibit conflicts of interest on the part of
members of the governing board(s), administration, faculty, and staff.

LCC has clear policies prohibiting conflicts of interest by board members, administration,
faculty, and staff (Policy 225).

Resources for 2.D.3
e Board Policy 2.07 — Board Members’ Code of Conduct
e Administrative Policy 225 — General Ethics of Employees and Officers/Conflict of Interest

Financial Resources

2.E.1 - Audits and Oversight

The institution utilizes relevant audit processes and regular reporting to demonstrate financial
stability, including sufficient cash flow and reserves to achieve and fulfill its mission.

In support of its mission and programs, LCC maintains financial stability by carefully monitoring
resources and expenditures, appropriately managing risk and debt, meeting short-term
commitments, and planning strategically for long-term obligations.

LCC'’s financial records meet the accounting and auditing requirements of the Office of Financial
Management (per its Generally Accepted Accounting Principles), the State Auditor’s Office
(SAQ), the State Board for Community and Technical Colleges (SBCTC), and other federal, state,
and local agencies.

LCC produces its annual financial report in Governmental Accounting Standards Board (GASB)

format and contracts with the SAO to independently audit the report. However, due to staffing,
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SAO notified the college that they could not conduct the annual financial report audit beginning
with the Fiscal Year 2023 audit. LCC contracted with accounting firm Davis Farr to conduct
these audits for five years, starting with Fiscal Year 2023.

The results of the independent audits of financial statements are reviewed with the President,
Vice President of Administration, Finance Director, and two board members during an exit
conference with the audit team. The audited financial statements are included in the Board's
next regularly scheduled meeting. Audited financial statement reports are available online on
the LCC Public Disclosure webpage.

The SBCTC analyzes LCC’s fiscal health annually. In addition, the SAO conducts an accountability
audit every four years, which includes a review of the college’s financial condition. LCC's most
recent accountability audit report was published on February 5, 2024.

Board Policy 2.05 and Administrative Policies 501 (budget philosophy), 503 (budget
development), 505 (budget administration), 510 (business practices), 515 (auxiliary
enterprises), 532 (investments), and 535 (use of debt), and associated procedures govern the
college’s use of financial resources. Quarterly updates regarding revenues, expenses, and fund
balances are provided throughout the year at Board meetings. LCC Policy 532 — Investments
governs the investment of LCC’s funds “in a manner which provides maximum security with the
highest investment return while meeting the daily cash flow demands of the college and
conforming to all state laws governing the investment of public funds.”

During the recent global pandemic, LCC maintained sufficient cash flow and reserves by
reducing expenditures and supporting the operating budget by leveraging federal HEERF
funding. These short-term strategies enabled the college to remain fiscally strong despite the
cumulative loss of tuition revenue due to enrollment declines over the past several years.

LCC mitigates financial risks by maintaining and updating conservative revenue projections
throughout the year, expanding local revenue-generating programs, such as grants and
contracts, and creating new instruction programs. The operating budget’s planning and
development process considers all uncommitted revenue sources. Also, per the Board (Policy
4.04-Budgeting/Forecasting), the college maintains a minimum operating reserve equal to at
least 10 percent of the total annual operating budget.

Resources for 2.E.1
e Lower Columbia College Annual Audited Financial Statements
e [CCBoard Policy 2.05 — Board Planning and Agenda
e | CC Board Policy 4.04 — Budgeting/Forecasting
e [ CC Administrative Policy 501 — Budget Philosophy
e [ CC Administrative Policy 503 — Budget Development
® [CC Administrative Policy 505 — Budget Administration
e [ CC Administrative Policy 510 — Business Practices
® [CC Administrative Policy 515 — Auxiliary Enterprises

Lower Columbia College (ECR/WH/02.12.2025/MS Word Accessibility Checker)
23


https://lowercolumbia.edu/disclosure/finance-office/financial-statement/
https://lowercolumbia.edu/publications/board-policies/2/2.05/
https://lowercolumbia.edu/publications/board-policies/4/4.04/
https://lowercolumbia.edu/publications/administrative-policies/500/501/
https://lowercolumbia.edu/publications/administrative-policies/500/503/
https://lowercolumbia.edu/publications/administrative-policies/500/505/
https://lowercolumbia.edu/publications/administrative-policies/500/510/
https://lowercolumbia.edu/publications/administrative-policies/500/515/

® [CC Administrative Policy 532 - Investments
® LCC Administrative Policy 535 — Use of Debt
e [CC Foundation Audited Financial Reports (please scroll down the page to view)

e [ CC Foundation Annual Reports to the Community
e [CC’s Accountability Audit 2019 — 2023 (published February 5, 2024) and the related
Fraud Investigation Report 2022 will also be provided to the evaluation team

2.E.2 - Financial Planning

Financial planning includes meaningful opportunities for participation by stakeholders and
ensures appropriate available funds, realistic development of financial resources, and
comprehensive risk management to ensure short term financial health and long-term financial
stability and sustainability.

LCC strategically manages its enrollments and resources per state regulations and institutional
policies. It carefully develops its budget, which draws from three clearly defined components:
state allocations, tuition, and locally generated revenue.

LCC’s funding base depends on tuition and state allocations, but it supplements its financial
resources with federal and state grants and contracts to support its mission and goals.

Revenue sources are conservatively modeled and applied to the projected budget's expenses.
ELT adjusts expenditures and local revenue allocations to maintain the operating budget and
provide sufficient reserves to support current and future commitments.

Per Board Policy 4.04-Budgeting/Forecasting, “Budgeting for any fiscal year or the remaining
part of any fiscal year shall not deviate materially from Mission and Objectives, priorities, risk
fiscal jeopardy, or be unrealistic in projections of income and expenses.”

LCC's transparent financial planning and budget development policies and practices adhere to
state regulations, reflect recognized standards, and offer numerous opportunities for campus
input. The college develops a base operating budget through an annual inclusive process,
where operating budget managers review prior expenses, future needs, and contractual
obligations to plan their budget requests for the next fiscal year.

LCC’s annual operating budget development process is incremental and transparent. From
December to June, regularly scheduled planning and budgeting activities help to inform the
college and solicit input from campus members.

The following table shows the timeline for LCC's integrated budget and planning processes.
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Table 2: Annual Budget and Planning Calendar

The table below uses the following acronyms: Executive Leadership Team (ELT), Board of
Trustees (BOT), Union Management Communications Committee (UMCC), Vice Presidents
(VPs), Associated Students of Lower Columbia College (ASLCC), and Key Performance Indicator

(KPI).
Month Budget Process Planning Process
December 2. Present full-time faculty needs to ELT to Student Access, Support and
allow for succession planning Completion Monitoring

Report to BOT

January 3. Revenue projections provided to ELT Monitoring Report Review

4. ELT discusses fee schedule Teams' strategic planning

meetings occur

February 2. ELT reviews budget revenue/ ELT develops first draft of

expenditures for the current year

Annual Priorities

Mid-February 4. Set goals/priorities for coming year BOT reviews draft Annual
5. Quarterly budget report to BOT Priorities
6. Next year’s budget assumptions and Academic Transfer Monitor-
projections to BOT ing Report to BOT
March 3. VPsreview proposed budgets with areas
and bring notes to ELT
4. VPs bring proposed line-item budgets to
ELT
March-April 2. Review proposed budget with UMCC, Campus review/comment on
Operations Council, Governance Council, Annual Priorities
Instructional Council, and Student Results of financial audit to
Services Council BOT
April 4. ELT reviews the proposed budget with Preparation for College Level
inputs from campus groups Studies Monitoring Report to
5. Quarterly budget report to BOT BOT
6. Miscellaneous Fee Schedule to BOT
May 3. ELT approves proposed budget Workforce and Economic
4. ASLCC budget goes to BOT Development Monitoring
Report to BOT
June 2. Budget presented to BOT for approval Institutional Excellence and
Community Enrichment
Monitoring Report to BOT
July-August BOT approves Annual
Priorities
BOT reviews KPI Scorecard
and outcomes
September- 2. Year-end budget report to BOT
October
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At the end of the annual budget and planning procedure, an operating budget is presented to
the Board for consideration and approval.

Per Board Policy 4.04 Budgeting/Forecasting, “the President may not:

Propose a budget without information to enable accurate projection of revenues and
expenses, separation of capital and operational items, cash flow, and disclosure of
planning assumptions.

Plan the expenditure in any fiscal year of more funds than are conservatively projected
to be received during that year plus any carryover funds from previous years to the
extent authorized by the Carryover dollars to be brought before the Board with an
explanation of correlation to fund balances.

Propose a budget that does not provide the annual operating funds for Board
prerogatives, such as costs of fiscal audit, Board development and training, and Board
professional fees.

Propose a budget that does not have a broad base of input.

Propose a budget that fails to take into account Mission and Objectives and priorities.
Propose a budget that fails to include funding to meet the College’s annual goals and
priorities and provide resources to provide adequate plant maintenance, equipment
enhancement, program and staff development, and institutional effectiveness.
Propose a budget that does not retain an amount equal to at least 10 percent of the
total annual operating budget (excluding grants & contract funds) in an operating
reserve.”

Resources for 2.E.2

LCC Board Policy 4.04 — Budgeting/Forecasting

LCC Board Policy 4.05 — Financial Condition

LCC Administrative Policy 501 — Budget Philosophy

LCC Administrative Policy 503 — Budget Development

LCC Administrative Policy 505 — Budget Administration

LCC Administrative Policy 535 — Use of Debt

Student Success Task Force (formerly Strategic Enrollment Management) web page
LCC’s Operating Budget for Fiscal Year 2024 will also be provided to the evaluation team

2.E.3 - Financial Management

Financial resources are managed transparently in accordance with policies approved by the
institution’s governing board(s), governance structure(s), and applicable state and federal laws.

LCC’s transparent Board and Administrative financial policies and procedures ensure effective
oversight and regulatory compliance.
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Throughout the year, the Vice President of Administration (VPA) provides financial analysis
reports to update and facilitate Board oversight of the operating budget. The budget is a
recurring agenda item on ELT’s weekly agenda. Beginning in December, the VPA provides ELT
with updated revenue forecasts for the current and next fiscal year once a month.

The Board approves the operating budget, the Associated Students of LCC’s (i.e., student
government) budget, the fee schedule, and waivers.

Note: The LCC Foundation is a separate, non-profit organization whose board approves and
monitors fundraising policies and activities.

Resources for 2.E.3
e | CC Board Policy 4.04 — Budgeting/Forecasting
® [ CCBoard Policy 4.05 — Financial Condition
® LCC Administrative Policy 501 — Budget Philosophy
® [CC Administrative Policy 503 — Budget Development
® [CC Administrative Policy 505 — Budget Administration

2.F.1 - Employee Information

Faculty, staff, and administrators are apprised of their conditions of employment, work
assignments, rights and responsibilities, and criteria and procedures for evaluation, retention,
promotion, and termination.

LCC has robust Human Resources Policies, Collective Bargaining Agreements, handbooks, and
Position Descriptions that apprise faculty, staff, and administrators of their conditions of
employment, work assignments, rights and responsibilities, and the process/criteria for
evaluation, retention, promotions, and termination. Policies and procedures are regularly
reviewed and updated. Human Resources is beginning a pay equity study for exempt staff in
the summer of 2024 and plans to design exempt staff ranges for progression.

Resources for 2.F.1
e Human Resources Administrative Policies (Section 200)
e Administrative Policies
e Human Resources Webpage and Resources (scroll down to evaluations)
e Exempt Employee Handbook
e (lassified (WFSE) Staff Collective Bargaining Agreement
e Faculty Collective Bargaining Agreement
e (lassifications & Salary Ranges for Classified Staff

Lower Columbia College (ECR/WH/02.12.2025/MS Word Accessibility Checker)

27


https://lowercolumbia.edu/publications/board-policies/4/4.04/
https://lowercolumbia.edu/publications/board-policies/4/4.05/
https://lowercolumbia.edu/publications/administrative-policies/500/501/
https://lowercolumbia.edu/publications/administrative-policies/500/503/
https://lowercolumbia.edu/publications/administrative-policies/500/505/
https://lowercolumbia.edu/publications/administrative-policies/200/
https://lowercolumbia.edu/publications/administrative-policies/
https://internal.lowercolumbia.edu/departments/human-resources/
https://internal.lowercolumbia.edu/departments/human-resources/_assets/documents/AdministrativeExemptHandbook.pdf
https://ofm.wa.gov/sites/default/files/public/labor/agreements/23-25/wfse_he.pdf
https://internal.lowercolumbia.edu/departments/human-resources/_assets/documents/2023-2026-Faculty-Contract-Official-Document.pdf
https://ofm.wa.gov/state-human-resources/compensation-job-classes/job-classes-and-salaries

2.F.2 - Professional Development

The institution provides faculty, staff, and administrators with appropriate opportunities and
support for professional growth and development.

LCC encourages and supports the growth and development of faculty and staff. Professional
development opportunities in various formats, training types, and presentation styles are
regularly provided.

In preparation for this PRFR review, a new professional development and training policy
(Administrative Policy 271) was developed and adopted to provide the information in a
centralized and transparent location.

Training

As part of the onboarding process, new faculty and staff are assigned required training through
LCC’s Learning Management System (LMS) and training platform, Canvas. The training covers a
wide range of topics, including, but not limited to, safety, ethics, general information about LCC,
policies and procedures, diversity, FERPA, data security, accessibility, etc.

In compliance with WAC 357-34-055, new supervisors must participate in leadership training
offered through the Department of Enterprise Services.

Human Resources strives to offer a variety of training topics based on faculty and staff interests
and needs while ensuring alignment with college and wellbeing initiatives. In addition, several
required training sessions are offered on a specific schedule. Evaluations are required for all
Diversity, Equity, and Inclusion (DEI)- related topics. As required by SB 5227 (a Washington state
law containing specific DEI requirements for community and technical colleges), DEI training
and evaluations are posted on the DEIl web page.

Resources for Professional Development

All full-time faculty and staff are eligible for the tuition waiver program, which allows them to
take LCC classes for $10 per class (Employee Tuition Waiver). Human Resources also maintains a
list of the tuition waiver amounts for other Washington State colleges on the HR web page.

Classified employees are eligible for a $150 annual reimbursement for training opportunities
such as workshops, conference registration, college course registration and fees, college course
textbooks, and other approved activities. College departments may also fund professional
development activities as department budgets allow. See the Classified Training Request Form
link in the resources section below.

Exempt employees are eligible for a $150 annual reimbursement for training opportunities such
as workshops, conference registration, college course registration and fees, college course
textbooks, and other approved activities. College departments may also fund professional
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development activities as their budgets allow. See the Exempt Professional Development
Training Request Form link in the resources section below.

The LCC Foundation offers two types of grants to employees on an annual basis. Foundation
Grants and Exceptional Faculty Grants support projects that promote student learning or
develop services that align with the LCC's Mission Areas. Projects should emphasize innovative
approaches to teaching and learning and may relate to existing or new programs, courses, or
services. Grant applications are typically accepted during the spring for use the following year.
Any full-time or adjunct faculty member may apply for an Exceptional Faculty Grant. Funds
must be expended within one year, typically by June 30.

Both full-time and adjunct faculty are eligible for professional development funds on an annual
basis to pursue professional development opportunities. The program and eligibility are defined
in the faculty-negotiated agreement, and the Faculty Professional Development Committee
administers the funds.

Resources for 2.F.2
e Professional Development Resources: webpage
e Faculty Collective Bargaining Agreement
e (lassified (WFSE) Staff Collective Bargaining Agreement
e Employee Tuition Waiver
e [Exempt Professional Development Training Request Form
e (Classified Training Request Form
e Foundation Grants: Lower Columbia College Foundation Grants
e Exceptional Faculty Grants: Exceptional Faculty Grant Committee
e Administrative Policy 271 — Professional Development and Training
e [CC Mission areas (located on the Key Performance Indicators webpage)

2.F.3 - Sufficiency

Consistent with its mission, programs, and services, the institution employs faculty, staff, and
administrators sufficient in role, number, and qualifications to achieve its organizational
responsibilities, educational objectives, establish and oversee academic policies, and ensure the
integrity and continuity of its academic programs.

Despite economic pressures, LCC maintains sufficient qualified faculty, staff, and administrators
to carry out its mission and operations. In fall 2022, LCC employed 71 FT Faculty, 104 PT
Faculty, 97 Administrative/Exempt staff, and 162 classified employees (434 employees total).
Our 2023-24 student-faculty ratios (as of May 13, 2024) were 10.47 for state-supported
enrollments and 12.83 for all enrollments.
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LCC has funded 24 new tenure-track faculty positions in the past three years. To ensure the
appropriate number of faculty for each discipline, input from instructional units, deans, and the
Vice President of Instruction is used to create a prioritized list of full-time faculty positions.

LCC specifies minimum qualifications for faculty based on whether they teach in transfer
programs/disciplines, career/technical programs, professional and continuing education, or
College and Career Preparation. The requirements include formal education, graduate credits in
the field, work experience, and/or specialty training. Minimum qualifications are outlined in the
Faculty Contract. The Vice President of Instruction, deans, and Instructional Council review the
number of full-time faculty members annually, and a prioritized list of positions to be filled is
produced.

A faculty member’s responsibilities and workloads are determined in collaboration with the
supervising dean and the academic department according to workload guidelines outlined and
negotiated in the Faculty Contract. Work assignments are developed to create an appropriate
distribution of work while allowing adequate flexibility to meet varying organizational and
individual needs. Instructional workloads are assigned based on direct contact hours to ensure
that loads are comparable in time and effort.

Faculty advise up to 30 students and, to the extent possible, are assigned students by program
intent. However, this may vary based on other workload considerations. No more than 30
students will be assigned without the permission of the academic employee and the supervising
administrator. Additional advisees assigned will be considered an “overload” assignment and be
compensated as established in Article 900 unless used as described in Article 601.6 towards an
employee’s service obligation.

The qualifications for administrators are codified in WAC 131-16-080. Classified staff position
descriptions adhere to the state classification specifications and job duties as required by the
Office of Financial Management. The negotiated collective bargaining agreement defines
procedures for classified employee selection. In addition, LCC policies and procedures guide
faculty, classified, and exempt selection. This information is located on the website. Before
filling a vacant or new position, supervisors complete a_personnel request within our talent
acquisition program (NeoEd), which the appropriate vice president and the ELT must approve.

Human Resources has two full-time employees dedicated to recruiting, classifying, and
reclassifying personnel. The Human Resources team works with the supervisor to develop
position descriptions that accurately reflect the position's duties, responsibilities, and
authority.

Position descriptions are reviewed during the employee’s evaluation and updated as necessary
when significant changes in duties and responsibilities occur. The Washington State
Department of Personnel maintains descriptions for specific classifications of employees. HR
maintains the organizational chart and updates it regularly for organizational changes.
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Resources for 2.F.3

e Administrative Policy 215 — Selection of Personnel

e Procedure for Recruitment and Selection of Lower Columbia College Administrator,
Exempt, Classified, and Full-time Faculty Positions

e Lower Columbia College organizational chart

e Faculty Collective Bargaining Agreement

e Committee homepage (LCC webpage)

e General standards of qualification for community and technical college personnel (WAC
131-16-080)

e Human Resources webpage (contains employee evaluation forms and resources)

e Washington State Department of Personnel

2.F.4 - Evaluation

Faculty, staff, and administrators are evaluated regularly and systematically in alignment with
institutional mission and goals, educational objectives, and policies and procedures. Evaluations
are based on written criteria that are published, easily accessible, and clearly communicated.
Evaluations are applied equitably, fairly, and consistently in relation to responsibilities and
duties. Personnel are assessed for effectiveness and are provided feedback and encouragement
for improvement.

Administrators, exempt, classified staff, and faculty at Lower Columbia College are evaluated
regularly. Classified staff members are evaluated annually (based upon the collective bargaining
agreement with WFSE HE- article 6) by their supervisor using a process established and
required by the Washington State Department of Personnel. This method allows the supervisor
and the employee to set goals that support continuous improvement and review duties and
responsibilities. Administrative/exempt employees are evaluated every other year. The process
is described on the Human Resources webpage. It allows the supervisor and the employee to
review and update job duties and responsibilities to ensure an accurate reflection of work
performed and an environment for continuous improvement. Diversity, Equity, & Inclusion
competencies are encouraged in the evaluation process.

Human Resources tracks when employee evaluations are due and sends reminders to the
employee and the supervisor.

Faculty are evaluated based on the criteria and timing outlined in the faculty collective
bargaining agreement (probationary faculty - Article 304; Tenured Faculty - Article 800; Adjunct
faculty - Article 904). This evaluation program aims to provide for professional and personal
faculty growth and foster a standard of teaching and service for quality student education. In
addition to student evaluations of instruction, faculty have classroom observations and peer
evaluations at regular intervals and participate in an annual meeting with their dean. Adjunct
faculty are evaluated through student evaluations of instruction, classroom observations, and
professional partner feedback.
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The Board annually evaluates the LCC President per LCC’s Board Policies.

Resources for 2.F.4
e Employee Evaluation Forms and Resources (Human Resources webpage)
o Administrator Performance Appraisal Procedure
o Exempt Performance Appraisal Procedure
o State of WA Performance and Development Plan Guide (Classified Staff)
e C(lassified (WFSE) Staff Collective Bargaining Agreement (see Article 6)
e Faculty Collective Bargaining Agreement (Articles 304, 800, 904)
e Board Policy 3.03 — Monitoring Presidential Performance
e Diversity, Equity, and Inclusion Competencies

Student Support Resources

2.G.1 - Effective Learning and Support

Consistent with the nature of its educational programs and methods of delivery, and with a
particular focus on equity and closure of equity gaps in achievement, the institution creates and
maintains effective learning environments with appropriate programs and services to support
student learning and success.

LCC offers support services and programs to create an effective student learning environment.
Those include assigned Career Pathways Advisors for all credential-seeking students, Career
and Employment Services, Disability & Access Support, Basic Needs supports, such as food
pantry, laundry facilities, emergency funding, and basic needs Navigators to help students
identify and receive basic need supports. It also includes Student Programs, including co-
curriculars, clubs, and student government. Tutoring, child care, mental health counseling,
veterans’ resources, a Diversity and Equity Center, and workforce program support are also
available.

LCC’s One-Stop Center was established in 2019 to ensure a seamless experience by providing
one-on-one assistance to new and returning students going through the admissions process.
The center also coordinates new student advising and offers continued service to students who
need help applying for financial aid, understanding financial aid offers, assisting with
documents, activating accounts, submitting transcripts, registering for classes, and connecting
with resources.

All registered students receive a quarterly email from the Vice President of Student Services
informing them of available support services and resources, including emergency funding, basic
needs support, and mental health counseling services.
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Resources for 2.G.1
e Student Handbook, Departments A-Z

2.G.2 - Publication of Student Information

The institution publishes in a catalog, or provides in a manner available to students and other
stakeholders, current and accurate information that includes: institutional mission; admission
requirements and procedures; grading policy; information on academic programs and courses,
including degree and program completion requirements, expected learning outcomes, required
course sequences, and projected timelines to completion based on normal student progress and
the frequency of course offerings; names, titles, degrees held, and conferring institutions for
administrators and full-time faculty; rules and regulations for conduct, rights, and
responsibilities; tuition, fees, and other program costs; refund policies and procedures for
students who withdraw from enrollment; opportunities and requirements for financial aid; and
the academic calendar.

Academic Catalog

LCC publishes an annual academic catalog on the LCC website and in print (available as a PDF
download). In addition to the current catalog, several years of catalog archives are also
available on the website. Contents of the catalog include:

e Welcome to LCC
o Academic Calendar (contains a link to more detailed online calendar)
Admissions Information
American Opportunity Tax Credit
Financial Aid (contains multiple links to more detailed online information)
Tuition and Fees (contains description and links to current tuition and
miscellaneous fee rate webpages)
o Payment Options
o Refunds
e College Information
o About the Catalog
o Accreditation Statement
o Institutional mission
e Administration and Faculty at LCC (includes educational credentials and year of hire)
Assurances
Board of Trustees
Class Size and Student-Faculty Ratio
Clery ASFR Statement
Faculty and Administrators with Emeritus Status
Global Skills (also known as General Education Outcomes)
Key Performance Indicators

O
O
O
O

O O O O O o0 O
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Limitations of Liability
Mission
Non-Discrimination and Anti-Harassment Information
o Student Handbook (link included in online catalog navigation)
e Academic Policies and Records/FERPA (includes grade policy information)
e Degrees and Certificates
e College and Career Preparation
e High School Programs
e Corporate and Continuing Education
e Distribution Lists
e Programs of Study (Degree Requirements) - (including expected learning outcomes and
links to associated program maps)
e Course Descriptions (includes notations indicating which quarter/s courses are offered)

O O O

Administrative Policies
LCC’'s Administrative Policies contain several items about students, including:

e Admissions requirements and procedures (Administrative Policy 401)
e Grading Policy (Administrative Policy 310)

Program Maps

Program maps for each certificate and degree program are also available on the LCC website
and linked to each degree requirements page within the catalog. More so than the degree
requirements contained within the catalog, program maps detail the specific program and
course sequencing recommended by faculty. Program maps are available in two formats: by
quarter (designed for full-time students) and by course sequence (more useful for students
attending part-time or fluctuating between full- and part-time attendance). Because they are
not part of the lengthy catalog update procedure, program maps can be published earlier than
the catalog for the coming academic year. This better supports the advising process for the
coming year during registration periods for the summer and fall quarters.

Class Schedule and Course Fees
The “class notes” section of LCC’s class schedule, available online, contains details about course
fees, including the specific dollar amounts associated with each listing.

Student Handbook
The Student Handbook is published in conjunction with the catalog. Contents of the Student
Handbook include:

e Facilities Directory
e Department Directory
e DepartmentsAtoZ
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e Important Things to Know

e Technology Systems at a Glance

e Academic Dishonesty

e Academic Standing

e Adding and Withdrawing from Classes

e Code of Student Conduct

e Copyright and File Sharing

e Drug-Free Schools and Communities Act

e Student IT Resources Acceptable Use Agreement

e Other Student Related Policies

e Student Academic Grievance Resolution Procedures
e Student Academic Rights and Responsibilities

e Voter Registration Information

e Clery Annual Security and Fire Safety Report Statement
e Non-Discrimination

Program webpages

Programs with additional costs beyond class fees, required equipment, testing, licensure,
selective admissions processes, or other unique circumstances have program web pages to
provide needed information for prospective and current students. The college determines the
need for custom program webpages based on its program webpage decision criteria.

Resources for 2.G.2
e [ CC Academic Catalog webpage (current and archives)
o Institutional Mission
o Degree Requirements
o Administration and faculty credentials
o Refund policies and procedures
o Academic Calendar
e Admission requirements and procedures (Administrative Policy 401)
e Grading policy (Administrative Policy 310)

e Program maps (see “Program Maps” link within each Career Pathway)

e Online Class Schedule
e Student Handbook

o Adding and Withdrawing from Classes
o Code of Student Conduct
o Student Academic Rights and Responsibilities

e Tuition and Fees webpage
e Financial aid webpage

e Financial aid forms

e Program webpage decision criteria (includes a list of special program webpages)
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2.G.3 - Licensure and Employment Requirements

Publications and other written materials that describe educational programs include accurate
information on national and/or state legal eligibility requirements for licensure or entry into an
occupation or profession for which education and training are offered. Descriptions of unique
requirements for employment and advancement in the occupation or profession shall be
included in such materials.

Programs Requiring Licensure

LCC has four program areas that require licensure and/or testing before entry into
employment: medical assisting, nursing, teacher education, and welding.

Medical Assisting

As stated on the Medical Assisting Program homepage, the program's mission is to prepare
students to meet the educational requirements for Washington State’s MA-C credential and
national testing at the highest standard. Regarding eligibility for Medical Assistant Licensure,
the homepage states: “The Medical Assisting Program at Lower Columbia College is known to
meet the state education requirements for a Medical Assistant - Certified license in
Washington. Lower Columbia College has not determined if the medical assisting program
meets the state education requirements of any other state. Those seeking Medical Assistant
licensure in any state outside of Washington are advised to contact the state regulatory agency
for the state in which this information is needed.”

Under Degree Requirements for Medical Assisting (AAS) in the Academic Catalog, the following
statement appears: “The Lower Columbia College Medical Assisting Program is accredited by
the Commission on Accreditation of Allied Health Education Programs (CAAHEP). This assures
the highest standards in a medical assisting curriculum and qualifies the successful graduate to
sit for the national Certified Medical Assistant (CMA) exam administered by the Medical
Assisting Education Review Board (MAERB). Please see the resources section for additional
information regarding admissions and clinical requirements.”

Nursing

The Nursing Program homepage states: “Upon completion of the program, graduates are
eligible to take the examination for licensure as a registered nurse (NCLEX-RN®).”

Under Degree Requirements for Registered Nurse in the Academic Catalog, the following
statement appears: “This degree prepares students for licensure and employment as a
registered nurse, as well as for continuing nursing education for a baccalaureate degree in
nursing. Students who complete this degree and pass the registered nurse license exam
(NCLEX-RN) may enter participating Bachelor of Science in Nursing programs in Washington
State as seniors. The Nursing Program is approved by the Washington State Board of Nursing
(formerly identified as the Washington State Nursing Care Quality Assurance Commission) and
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accredited by the Accreditation Commission for Education in Nursing.” Please see the resources
section for additional nursing admissions and clinical requirements.

Teacher Education

The Bachelor of Applied Science in Teacher Education (BAS-TE) program homepage includes the
following information: “In addition to BAS-TE courses, applicants seeking Washington State
residency teacher certification must complete the following:

e Passing score in either the Early Childhood or Elementary Education endorsement
assessment (or both for dual endorsement). National Evaluation Series (NES) Test 101-
early childhood education, or tests 102 and 103 Elementary Education sub-tests 1 & 2
are content knowledge assessments required before being certified to teach in a
particular subject area.

o Study materials are available at the LCC Library.
o Search for NES to locate materials.

e Completion and submission of the BAS-TE Pedagogy Assessment.

e Successful completion of required clinical hours.

e Meet all content knowledge requirements of OSPI for residency teacher certification.”

The catalog lists the Degree Requirements for the BAS-TE. Please see the resources section for
additional BAS-TE admissions and pre-testing requirements.

Welding

Under Degree Requirements for Welding (AAS) in the Academic Catalog, the following
statement appears: “Prepare for the state commercial welding examination or qualify for
welding jobs in manufacturing, maintenance, or construction through LCC’s welding program.
Students must successfully complete the Washington Association of Building Officials (WABO)
Qualification Test before earning a degree in Welding.”

Sharing Licensure/Exam Results

Licensure/exam rates are a long-standing KPI within LCC's institutional effectiveness
framework. Rates for the four program areas identified above are available via the Workforce
and Economic Development Monitoring Report on the LCC website.

Resources for 2.G.3

e Medical Assisting

o Medical Assisting homepage

Medical Assisting Program Admissions requirements
Medical Assisting Program information, including clinical requirements
Medical Assisting Program Handbook
Degree Requirements for Medical Assisting (AAS) - Academic Catalog
Commission on Accreditation of Allied Health Education Programs (CAAHEP)

O O O O O
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e Nursing
o Nursing Program homepage
Nursing Program Admissions requirements
Nursing Program clinical requirements
Nursing Program Handbook
Degree Requirements for Registered Nursing (AN-DTA/MRP) - Academic Catalog
Washington State Board of Nursing
o Accreditation Commission for Education in Nursing
e Teacher Education
o Teacher Education - Bachelor of Applied Science (BAS-TE) Program homepage
o National Evaluation Series (NES) Tests
o OSPI Content Knowledge Requirements
o Degree Requirements for BAS-TE - Academic Catalog
o Admissions and Pre-testing requirements
e Welding
o Welding Program homepage
o Welding Program Degree Requirements - Academic Catalog
e Workforce and Economic Development Monitoring Report (all five monitoring reports
are published as one document annually, requiring some scrolling to get to the desired
report)

O O O O O

2.G.4 - Financial Aid

The institution provides an effective and accountable program of financial aid consistent with its
mission, student needs, and institutional resources. Information regarding the categories of
financial assistance (such as scholarships, grants, and loans) is published and made available to
prospective and enrolled students.

LCC’s Financial Aid Office effectively administers federal, state, and institutional financial aid
programs, allowing students to receive funds promptly to support their educational goals. As
stated in its mission, the goal of Financial Aid at LCC is to work with the campus, community,
and academic partners to support students equitably and help them find resources to achieve
their educational goals. The vision is to create a positive and supportive environment for
students, the campus, and Southwest Washington communities while fostering campus
initiatives and growth.

Several recent changes have allowed increased efficiencies that ultimately result in a positive
impact on financial support for students, including:
e Reorganized the Financial Aid department into processing teams to allow for cross-
training, faster processing times, and eliminate gaps in processing if a team member is
unexpectedly out.
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e Began using Mass Packaging in the fall of 2023, making LCC one of the first colleges in
the state system to do so. This enabled students to receive award offers within about
three weeks of submitting a FAFSA and applying to LCC, on average.

e Hired and trained two additional “School Certifying Officials” to improve processes and
find efficiencies in serving veteran students.

e Began sending refunds electronically using a third-party vendor, Bank Mobile, in
December 2023.

e Updated and streamlined LCC’s Financial Aid webpages to be more student-friendly.
Pages are now organized by topics such as “paying for college” rather than
departments.

e Partnered with ECMC Solutions to provide student support to prevent student loan
defaults, particularly since federal student loan repayments have resumed following the
official end of the pandemic.

e Implemented “train the trainer” sessions for on- and off-campus staff to increase the
effectiveness of individuals assisting students with the financial aid application process.

e Dedicated significant resources and effort to mastering new packaging methodologies
and processes and implementing manual workarounds to ensure the timely release of
financial aid for summer and fall 2024.

Resources for 2.G.4
e Financial Aid homepage

e Types of financial aid

e [CC Financial Aid Mission and Vision Statements

2.G.5 - Financial Repayment

Students receiving financial assistance are informed of any repayment obligations. The
institution regularly monitors its student loan programs and publicizes the institution’s loan
default rate on its website.

LCC provides support to help students learn about financial repayment and regularly
communicates with them about repayment obligations. LCC also contracts with two third-party
vendors to provide robust financial literacy education and personal assistance on how to repay
student loans:

e iGrad/Financial Literacy Platform
e ECMC/Loan Default Prevention - personalized student loan repayment assistance

Staff in the Financial Aid Office are closely monitoring the Cohort Default Rate (CDR) due to the
resumption of loan repayments by the federal government in October 2023. Because the
college’s CDR rate is expected to increase, staff are taking proactive steps to improve student
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support for understanding repayment options, such as adding the ECMC service noted above in
November 2023. The additional resources are anticipated to mitigate the increase in the CDR.
Financial Aid staff are also engaging the campus community to embed iGrad to increase student
financial literacy outreach. Examples include potentially adding an iGrad component to the
Satisfactory Academic Progress (SAP) appeal process and asking faculty to include iGrad in their
courses when appropriate.

Cohort Default Rates (CDRs) are published on the LCC website.

Other recent changes to improve the process include:
e Streamlining and simplifying student communications regarding the entire student loan
lifecycle, from initial application through repayment.
e Simplifying the language in repayment letters to assist readers in understanding why a
repayment is needed, including available options to satisfy the debt.

Resources for 2.G.5
e [Grad/Financial Literacy Platform
e ECMC/Loan Default Prevention - personalized student loan repayment assistance
e (Cohort Default Rates

2.G.6 - Advising

The institution designs, maintains, and evaluates a systematic and effective program of
academic advisement to support student development and success. Personnel responsible for
advising students are knowledgeable of the curriculum, program and graduation requirements,
and are adequately prepared to successfully fulfill their responsibilities. Advising requirements
and responsibilities of advisors are defined, published, and made available to students.

Academic advising at LCC aims to promote students’ personal and professional success through
equitable opportunities and tailored guidance that empowers holistic development and lifelong
achievement in a globally connected context. To accomplish this, each student is assigned at
least two advisors (one staff and one faculty advisor) to make up the student’s Success Team.
Success teams may also include others, such as a coach or staff member from international
programs.

LCC’s Essential Practices of Advising Manual outlines critical advising practices and empowers
staff and faculty advisors to provide coordinated, equity-competent advising. The manual
highlights the importance of student-advisor relationships and emphasizes engaging students in
effective program and financial planning, career conversations, and providing targeted student
support. The manual also includes checklists outlining important quarterly advising activities
and highlights the outcomes of those engagements. Additionally, the manual serves to clarify
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the roles and responsibilities of both staff and faculty advisors, ensuring a coordinated
approach.

The Advising team also recently completed a draft of a comprehensive Advisor Training Guide
designed to train new advisors on key identified advising outcomes and clarify goals for existing
advisors. The guide emphasizes relationship building and collaboration, continuous self-
assessment, and hands-on training to ensure that new advisors are well-prepared to assist
students in achieving their academic and career goals.

The Advising Hub is a public collection of valuable advising documents on LCC’s faculty-staff
website. These documents are essential support for advisors and include distribution lists, math
and English pathway maps, resource maps for staff and faculty, advising outcome benchmarks,
and more.

Advising holds a quarterly All-Advisor meeting where staff advisors from different departments
(Running Start, TRIO, Open Doors, etc.) and faculty advisors come together to discuss updates
that could impact advising, share ideas, and collaborate on advising projects. The All-Advisor
meeting also invites campus guests to discuss topics essential to supporting LCC students. The
college also created an Advising Redesign committee composed of a cross-section of campus
stakeholders, including staff advisors, faculty, and academic leadership, to develop and
implement a holistic advising model. The committee has been renamed the Coordinated Care
Committee. It is tasked with strategizing the development and implementation of crucial
advising practices across campus and addressing the evolving needs of LCC students.

A new faculty advisor training process, designed as a collaboration between Advising and
Instruction, will be implemented in fall 2024. The new method provides the new faculty advisor
with advising resources, aligns the faculty advisor with a pathway advisor and a faculty advising
mentor, and outlines several training tasks that will prepare the faculty advisor to guide
students effectively.

The Advising team implemented a post-advising appointment feedback form in Spring 2024 to
measure the effectiveness of New Student Advising appointments, and an annual Student
Satisfaction Survey includes questions about advising. However, there is currently no student
feedback form for other advising services. Also, inconsistent adoption of the LCC’s student
success technology tool (Navigate) by all advisors to document meaningful student interactions
limits collaboration and full implementation of the coordinated care model. More complete use
of Navigate could increase opportunities for timely student interventions and support.

Resources for 2.G.6
e [Essential Practices of Advising Manual

e Advising Hub
e Advisor Training Guide
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2.G.7 - Identity Verification (Distance Education)

The institution maintains an effective identity verification process for students, including those
enrolled in distance education courses and programs, to establish that the student enrolled in
such a course or program is the same person whose achievements are evaluated and
credentialed. The institution ensures that the identity verification process for distance education
students protects student privacy and that students are informed, in writing at the time of
enrollment, of current and projected charges associated with the identity verification process.

LCC uses the Canvas to deliver distance education courses. Students can access the Canvas
system using their ctcLink accounts to log in. Students receive their ctcLink ID number after
applying by filling out the form created by the SBCTC and activating their ctcLink accounts
online. To access their LCC-generated email, students access a web form that verifies their
identity through their ctcLink ID, legal name, and date of birth. Per the standard security
protocol, students receive a randomized password and are encouraged to change it. Students
must enter matching personal information to change it. Before enrolling in classes, students
must meet in person or on Zoom with an advisor and present a valid state ID.

Instructors of individual online courses employ various methods to verify student identity in the
assessment process. Examinations occur in the on-campus, proctored Testing Center, at an off-
campus setting approved by the instructor, or through an authorized online proctoring service.
The information appears in the Canvas course shell, syllabus, and class schedule if the faculty
member requires a proctoring service that requires fees or charges. Online instructors
emphasize short written assignments when appropriate to develop a sense of each student’s
voice before assigning major written work. Proctoring services are currently available at no
additional fee to students. A note is placed in the course schedule if fee information changes.

LCC faculty are encouraged to provide regular and substantive interaction (R&SI) in all courses,
no matter what modality they use. The results of student feedback on the student evaluations
are used to check for regular and substantive interaction. Currently, no formal policies are in
place to regulate regular and substantive interaction. R&SI Trainings are provided at the faculty
Fall In-Service conference. The college’s Online Course Design Rubric is used to review new
courses created or converted from one modality to another. The online course design rubric is
applied to new classes by a peer reviewer with extensive experience teaching online courses.
This review will check the course for R&SI opportunities between instructors and students. LCC
is hiring an instructional designer to provide more training and oversight on R&SI.
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Resources for 2.G.7
e Reqular and Substantive Interaction (R&S!) in your Distance Education course

e Quality Online Learning and Teaching (QOLT) Instrument

e [ CC Online Course Review Process

Library and Information Resources

2.H.1 - Library and Information Resources

Consistent with its mission, the institution employs qualified personnel and provides access to
library and information resources with a level of currency, depth, and breadth sufficient to
support and sustain the institution’s mission, programs, and services.

Library collections

Collection maintenance is a collaborative activity between library faculty, staff, and
departmental constituents. Library faculty and staff adhere to the Collection Development
Policy when selecting materials for acquisition and removal. The library welcomes and
encourages input and requests from all users, including students, faculty, staff, administrators,
and community users.

Recommendations for additions to the collection are presented for approval to the_Collection
Development Committee, which includes representatives from the library and all instructional
departments. The committee meets on an as-needed basis. Once the committee approves the
collection additions per the Collection Development Policy, the titles are purchased, processed,
added to the collection, and promoted. Students, faculty, staff, and community members can
recommend titles in person, via email, or through an online materials request form. Library
faculty and staff actively seek input from subject-matter experts (faculty) when building the
collection in a specific discipline. Library faculty and staff assess the need for each requested
title to ensure it is relevant and appropriate.

Library instruction plan

Librarians primarily work with faculty to integrate customized information literacy instruction
into their classes. They facilitate workshops, develop online instructional modules for online
courses, and create and share instructional materials like handouts, guides, and video tutorials.
In-class workshops usually coincide with a recently assigned research project. A typical
instruction session might cover topic development, keyword searching, evaluation of sources,
citing sources, and/or using online databases. A brief Library Instruction Feedback Form is
distributed to students at the end of the session to collect data on the effectiveness of the
content and presentation. Librarians occasionally facilitate faculty training as well.
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Librarians also provide individual instruction at the library reference desk. Students can walk in
for an appointment or schedule one through the WCONLINE tutor scheduling system. Gimlet,
an online service desk statistics tool, is used to track reference questions and appointments,
and student learning is assessed and recorded by tagging interactions with outcomes aligned
with the ACRL Framework for Information Literacy for Higher Education. After students have
received library instruction, librarians use a quarterly Summative Assessment Spreadsheet to
evaluate students’ information literacy skills in their work. Faculty librarians refer to the
library’s Information Literacy Outcomes and Scoring Rubric when developing and assessing
lessons.

One faculty librarian has recently completed developing a credit-bearing course titled Critical
Interpretations of Media, set to be offered in Fall 2024. The course is intended to help students
develop critical thinking skills and an understanding of the multiple types of literacy needed in
today’s digital world. The course uses the ACRL Framework and will help prepare students for
research projects in other disciplines.

Library policies and procedures

The library’s Circulation Borrowing policy outlines the procedures and policies surrounding
material borrowing, including loan periods and renewal processes. The library also has policies
regarding the use of library equipment and spaces. The library’s Copyright Compliance page
provides copyright information for students and faculty/staff, including an overview of
copyright and answers to frequently asked questions about photocopying limits, fair use, and
obtaining permission to reuse copyrighted work. Copyright restriction notices are also posted
near library photocopiers.

The library is committed to fulfilling its mission by encouraging and facilitating intellectual
independence and lifelong learning through instructional programs and services emphasizing
information literacy and complementing classroom instruction. While the library does not have
documented procedures or policies regarding partnerships with faculty or integrating library
resources into the learning process, librarians work with subject faculty to incorporate
information literacy and provide ad-hoc instruction to various courses and subjects each
quarter. Core classes like College Success 101 have information literacy concepts built into the
course outcomes and contain assignments where students have opportunities to interact with
librarians and library resources. Instructors can request library instruction sessions,
orientations, workshops, and tours through an online request form, and librarians are proactive
about contacting faculty to integrate information literacy instruction sessions in their classes
every quarter. Through one-on-one consultations, promotional outreach, and librarian-led
training, library faculty ensure that faculty are educated on the library and information
resources available and how the library’s resources can be integrated into their courses.
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Faculty librarians provide individualized support for program faculty with Open and Alternative
Educational Resources. Librarians offer informational materials and resources to assist faculty
with locating, adapting, and publishing open and low-cost course materials.

Library Staffing

The library is committed to fulfilling its mission by employing professionally qualified faculty
librarians and library paraprofessionals. As of April 2024, the library staff consists of two full-
time faculty librarians, one adjunct faculty librarian, one full-time library & archives
paraprofessional, and two part-time library & archives paraprofessionals. The library also
employs student workers under federal work-study aid.

Resources for 2.H.1
e Collection Development Policy
e Library Materials Request Form
e Student Appraisal of Library Instructor Form
e WCONLINE (tutor scheduling system)
e Gimlet (online service desk statistics tool)
e ACRL Framework for Information Literacy for Higher Education
e (Quarterly) Summative Assessment Spreadsheet
e Information Literacy Outcomes and Scoring Rubric
e Circulation Borrowing policy
e Library Policies
e Copyright Compliance
e Library Mission
e Library Instruction Request form
e Open and Alternative Educational Resources

Physical and Technology Infrastructure

2.1.1 - Physical and Technology Infrastructure

Consistent with its mission, the institution creates and maintains physical facilities and
technology infrastructure that are accessible, safe, secure, and sufficient in quantity and quality
to ensure healthful learning and working environments that support and sustain the institution’s
mission, academic programs, and services.

Physical Infrastructure

LCC effectively manages, maintains, and plans for its physical resources, infrastructure, and
grounds. The Facilities Master Plan reflects LCC's institutional priorities and strategic plan,
which inform LCC space and resource allocations.
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LCC follows an established statewide process for making capital budget requests that support
its mission. Decisions occur locally about whether or not to pursue a capital request as
identified through the Facilities Master Plan, updated in 2015 and reviewed annually. The
Facilities Master Plan represents an ongoing planning process that accurately reflects the
campus facility needs identified by LCC’s mission and strategic planning process.

LCC's physical facilities represent various sizes, conditions, and ages. Built in 1950, the original
Main Building is one of many current buildings constructed in the 1950s and early 1960s. Over
the past decade, following the Facilities Master Plan, LCC has taken an aggressive approach to
modernizing the campus by demolishing old structures, constructing new facilities, and
renovating existing structures. This aggressive approach ensures that LCC maintains an
academic learning environment that is current and facilitates technological advances.

Once a decision to pursue capital funding occurs, LCC continues through a well-defined state-
mandated process to prepare documents for state capital budget funding consideration.
Beginning with the request for a capital project, the budget is prepared locally. It often includes
professionals, consultants, and a broad LCC stakeholder group for an additional level of project
review. Development of capital budget projects considers the total cost of ownership,
equipment, furnishings, and operation of new or renovated facilities. A review occurs at the
state and local levels of all cases where debt-funding options for capital outlay are considered.
Controls are in place to preclude institutions from creating any unreasonable financial burden
on resources.

The first funding request for Phase 1 of the Facilities Master Plan 15-Year Development Plan is a
replacement of the Vocational, Science, and Physical Science buildings. LCC submitted a Project
Request Report (PRR) to SBCTC for the Center for Vocational and Transitional Studies Building
(CVTS) and is currently first in line for capital funding to begin construction work. This should
occur in the 2025-27 Biennium. Additionally, LCC submitted a PRR for Phase 2 of our Facilities
Master Plan, a Welcome Center building replacing the Admissions and Applied Arts Buildings.
This project is currently 30th in line for funding, with an estimated project start in the 2031-33
Biennium.

Planning for facility utilization continually evolves to identify and address gaps and problem
areas. For example, although a centralized scheduling system coordinates room assignments,
the need for program-specific rooms and labs can limit efforts to track and improve space
utilization. The College has shifted to a more advanced web-based system (25Live) to improve
space utilization and scheduling efficiency.

As reflected in the state’s 2023 LCC Facilities Condition Survey (part of a survey administered to
all CTCs), most buildings are in good working order and are well-maintained, mainly because
the Administrative Services Division works so effectively with the rest of the campus. LCC’s
weighted average score of 223 falls in the “adequate” range. Those departments (Maintenance,
Grounds, Custodial Services, and Environmental Safety and Health) actively support LCC's
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mission and strategic planning processes by ensuring that campus resources are well-
monitored, safe, secure, reliable, and appropriate for the college’s programs and community.

Use, Storage, and Disposal of Hazardous Waste

In compliance with regulatory guidelines and standard practices, LCC’s Safety and Security
Department promotes campus safety by carefully monitoring, safely handling, and
appropriately disposing of hazardous or toxic materials. Educational materials and resources for
the campus and community are available on the Environmental Health and Safety web pages.
Additionally, LCC has a very active safety committee with a broad campus membership. Safety
and Security provides in-house training and drills and training from FEMA, Cowlitz County
Department of Emergency Management, and OSHA.

Safety staff regularly review Dangerous Waste Disposal Policy 660 and the Dangerous Waste
Management Plan to ensure the safe use, storage, and disposal of hazardous or toxic materials.

Per LCC Administrative Policy 660 — Dangerous Waste, a certified contractor packs, transports,
and disposes of all of the College’s hazardous waste. The Safety and Security Department
follows the College’s Hazardous Waste Management Plan, which:

“... provides information on requirements for the management of dangerous wastes at
Lower Columbia College. The proper management of dangerous waste is necessary to
reduce disposal costs, ensure good stewardship of the environment and LCC facilities,
ensure safety of employees, students, volunteers and visitors, and to comply with
current state, federal and local regulations. This plan applies to all activities where
dangerous waste is generated and/or stored on campus.”

LCC also developed a Laboratory Waste Management Plan to ensure compliance with WAC 173-
303-235. This plan's elements keep employees, students, contractors, and the environment
safe while handling laboratory waste. LCC recognizes that the secure handling of chemicals
begins at the time of acquisition and ends after properly documented disposal.

LCC files annual reports with the Washington State Department of Ecology that describe its
compliance with regulations defining the safe use, storage, and disposal of hazardous or toxic
materials. LCC also participates in annual fire inspections, which address storage and labeling
issues surrounding hazardous materials.

LCC contracts with Occupational Safety and Health Administration (OSHA) certified and
Environmental Protection Agency (EPA)/WAC-compliant vendors to safely and properly dispose
of HAZMAT that is no longer needed or is approaching expiration. To ensure compliance,
Environmental Health & Safety coordinates disposal of all HAZMAT and collects all invoiced
manifests to document waste streams generated by LCC throughout the year. This
documentation provides supporting evidence of proper waste disposal when submitting the
annual dangerous waste report to the Washington State Department of Ecology.
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LCC recognizes the primary importance of employee training and provides all employees a
comprehensive “Right to Understand Training” at the time of employment. Employees who
work with hazardous or toxic materials as part of their job duties receive additional training
specific to that material, including instruction on using, storing, and caring for personal
protective equipment (PPE). Employees exposed to hazardous materials must also complete a
hazard assessment to identify the engineering controls and PPE required for safe job
performance. LCC maintains and calibrates all engineering controls per the manufacturer’s
specifications, and PPE is selected according to the material compatibility and type/duration of
use.

LCC maintains current hardcopy Safety Data Sheets (SDSs), specific to each department, in a
highly visible notebook easily accessible to employees, students, visitors, and emergency
responders. The notebooks are updated annually and when new products are introduced.

Emergency first aid and spill kits, wash stations, and fire extinguishers have been located
throughout campus in areas where hazardous and toxic materials are used. Employees using
these materials have also received training on how to clean and control accidental releases.

LCC handles all dangerous waste according to WAC chapter 173-303. Employees responsible for
managing these waste streams have completed a 40-hour Hazardous Materials Operations and
Emergency Response Training, Hazardous Waste Management RCRA Training, and Department
of Transportation: Dangerous Goods Training.

Equipment Maintenance, Repair, and Replacement

LCC maintains and manages equipment appropriate to the college’s mission and strategic plan
and supports its programs and services. Facilities have an adequate equipment supply to ensure
that all buildings are running correctly. LCC has made concerted efforts to upgrade systems to
become more energy efficient. These efforts include installing more energy-efficient boilers,
chillers, HVAC controllers, facilities controls, servers, and improved LED parking lot

lighting. These efforts continue as funding opportunities become available.

Equipment is suitable for meeting educational and administrative requirements; however, the
college needs to develop more long-term sustainable funding sources for the equipment
replacement process. LCC uses capital budget, Perkins Grant funding, and donations to offset
the lack of operating budget funds for equipment. Currently, LCC reserves a minimum of
$213,000 for instructional equipment and classroom technology each year from the operating
budget. Additional funding comes from Carl Perkins federal funding and Worker Retraining
funding to assist Professional/Technical programs. As the fiscal year progresses, unanticipated
savings or other unspent funds may be set aside to fund prioritized requests not initially
authorized.
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Additionally, in 2023, the Board authorized using $500,000 from reserve funds to upgrade
information technology equipment, including classroom A/V systems, cybersecurity systems,
and office desktops.

Campus Safety and Security

LCC maintains a professional Safety and Security team that monitors and prevents security
issues on campus. This office maintains an Emergency Operations Plan that guides prevention,
mitigation, preparedness, response, and recovery operations in an emergency involving LCC
students, staff, and faculty or facilities utilized by the campus community. This includes disaster
and emergency responsibilities based on the National Incident Command System and
procedures, continuity planning, training, and education.

Accessibility

Entities that receive federal funds must comply with Section 504 of the Rehabilitation Act of
1973. The Act includes requirements to eliminate discrimination based on handicap in any
program or activity provided. In addition to the provisions of Section 504, all public entities
must also comply with Title Il of the Americans with Disabilities Act (ADA). Washington colleges
must comply with both Section 504 and Title Il requirements.

The SBCTC conducts periodic Civil Rights Compliance Reviews to ensure that the college
prevents, identifies, and remedies race, color, national origin, sex, and disability discrimination
in its programs. The SBCTC’s review results in a Voluntary Compliance Plan, which lists every
citation/finding and allows the college to respond to each item.

LCC’s last state board-led civil rights audit was conducted in 2010-11. The SBCTC is now
scheduling its next round of reviews, but LCC’s next review has not been scheduled.

Technological Infrastructure
LCC maintains a reliable technology infrastructure that supports and enhances teaching,
learning, and campus operations.

The Information Technology (IT) Department oversees services and resources that comprise the
technology infrastructure and facilitate many institutional processes. These IT resources include
the network, telecommunication tools, server and data storage systems, desktop computers,
mobile devices, email, document management, and enterprise applications and software
solutions. Also, the SBCTC’s Center for Information Systems and the K-20 Education Network
provide the campus with internet services and access to shared administrative systems,
including ctcLink.

Though funding remains an ongoing challenge, including funding for equipment replacement,
LCC is committed to pursuing innovative approaches to keeping pace with technological
advances and user demand.
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In 2012, LCC conducted several open forums on IT. These forums began a yearlong process of
reviewing IT’s goals, methods, projects, and resources to provide direction and transparency for
the college’s efforts in the communication, acquisition, implementation, training requirements,
and maintenance of information technology. This process resulted in the formation of the
Technology Education Committee (TEC), whose responsibility is to assist with identifying,
recommending, and developing required policies and procedures and prioritizing institutional
technology needs and requests related to current strategies. TEC maintains an IT Resource
Management Plan.

Through TEC, IT stays current with emerging and innovative technologies that support
instruction (wherever offered and however delivered) and that support operational functions.

Part of LCC’s cybersecurity efforts has been shifting to more cloud-based services (to improve
off-campus access, strengthen security, and facilitate disaster recovery). The updated IT
Resource Management Plan will include moving many of LCC’s critical systems to software-as-a-
service (SaaS) systems, running remotely on secure, highly available host providers such as
Amazon Web Services and Google.

The IT Help Desk provides multiple services for faculty and staff, including desktop support,
classroom support (audio-visual and multimedia services), telecommunications, messaging,
storage, backup and recovery, printing, security, and development services.

The following governance structure provides opportunities for technology input for the LCC
community:

e TEC provides a communication mechanism for each stakeholder on campus to raise
technology issues for discussion and solution. This includes reviewing requests for
changes or exceptions to established standards. TEC also reviews requests for new
projects and initiatives requiring a significant investment of time and money and
recommends priorities for funding. TEC reports to the Vice President of Administration
and makes recommendations for review by ELT.

e The Association of Students Technology Fee Committee makes recommendations and
oversees the use and spending of assessed student technology fees. TEC has
representation from this group.

e [T implements the plans and strategies developed by TEC and resolves daily and ongoing
issues resulting from the use of technology.

e The elLearning Department provides training and support for online solutions such as
Canvas and educational technology support to faculty, staff, and students for solutions
such as lecture capture and other learning-related activities.

e |n 2013, LCC established an eLearning Advisory Committee for faculty to provide input
on eLearning procedures and activities. This committee reports to the Director of
elearning and the Vice President of Instruction.
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e A lab Users Group exists for stakeholders interested in the software and hardware
available in the computer labs around campus. TEC has representation from this group.

e Effectiveness & College Relations is responsible for all web-related policies and
activities, including information communicated through social media.

Acceptable Use of Information Technology Policy

LCC follows Administrative Policy 701 — Acceptable Use of Information Systems and Services. By
using LCC information technology resources, all faculty, administrators, staff, and students
agree to protect the integrity and usability of college information systems and services and
ensure their continued availability for student learning and conduct of college business. This
policy applies to all college information systems or service users. This includes all local and wide
area networks, Internet access, electronic publishing systems, lowercolumbia.edu, e-mail
systems, administrative data processing systems, desktop computers, student labs, telephone
systems, video systems, and all other current or future information systems.

Technology Planning Processes

IT’s ongoing planning efforts and campus-wide collaborations ensure that IT services,
infrastructure planning, and resources align with LCC’s mission, vision, values, and strategic
plans. As part of the Administrative Services Division, IT meets regularly to plan and monitor
progress on strategic and operational projects to ensure that the campus infrastructure,
applications, and technology support meet its current and future needs.

IT assures secure access to information through its cybersecurity policies and procedures. This
includes educating the campus community on cybersecurity best practices and continuously
monitoring its IT infrastructure, data administration, and access procedures. Beginning in the
fall of 2024, IT will focus on Cybersecurity Awareness Campaigns funded through a FEMA
Cybersecurity Grant.

Technology is refreshed according to LCC’s TEC Plan. LCC has struggled to annually appropriate
an amount sufficient to fund a four-year replacement cycle. With guidance from a new director,
IT has prioritized looking at different options this fiscal year to create a realistic replacement
cycle. The goal is to allocate sufficient funding annually to replace college computers used by
employees, technology infrastructure, and classroom technology based on a replacement
priority list. Replacement of technology used by students (computer labs, etc.) is funded with
student fees, which are allocated annually by the ASLCC Technology Fee Committee.

Resources for 2.1.1
e [CC Facility Master Plan (see “Important Links” list on the right)
e Dangerous Waste Disposal Policy 660
e Dangerous Waste Management Plan (see “Important Links” list on the right)
e Emergency Operations Plan (see “Important Links” list on the right)
e Facility Condition Survey Report

e Technology Education Committee
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https://lowercolumbia.edu/strategic-plan/
https://lowercolumbia.edu/publications/administrative-policies/600/660/
https://lowercolumbia.edu/strategic-plan/index.php
https://lowercolumbia.edu/strategic-plan/
https://www.sbctc.edu/colleges-staff/programs-services/capital-budget/facility-condition-survey-reports
https://internal.lowercolumbia.edu/organization/committees/technology-education/

IT Resource Management Plan (see “Important Links” list on the right)

LCC Administrative Policy 701 — Acceptable Use of Information Systems and Services

Laboratory Waste Management Plan (scroll down to the tiles linking to various plans)

Moving Forward

During the preparation period for this report, several new administrative policies were
developed, including 271 (Professional Development and Training), 272 (General Complaint and
Grievance Policy), 815 (Media Policy), and 820 (Plain Language Policy). Administrative
Procedure 101.1A regarding the college’s standing committee framework was also audited and

substantially updated. An administrative policy about emergency preparedness (including
cybersecurity) is also being considered as a supplement to the college’s robust Emergency
Operations Plan. An administrative review schedule for LCC’s Board Policies was implemented

that mirrors the three-year Administrative Policy Review cycle.

Additional considerations and planned actions include:

LCC is implementing a new employee onboarding process that will be formally set up
through NeokEd, the college’s hiring platform.

Administration and faculty union leadership are collaborating on improvements to the
faculty hiring process, including implementing a new timeline.

Human Resources is conducting a pay equity study to identify and implement salary
ranges for exempt staff.

LCC established its first Office of Diversity, Equity, and Inclusion (DEI) in July 2024 to
assist with implementing the college’s diversity plan and other DEl initiatives.

LCC is revitalizing its Bias Response Team initiative to align with the current environment
and the developing DEl infrastructure on campus.

President Seimears has begun to review the Administrative Performance Appraisal
Process, which was adopted over a decade ago to identify a best practices process for
LCC administrative performance review.

The Financial Aid department anticipates updating its Standard Operating Procedures to
reflect the college’s transition to ctclLink.
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https://lowercolumbia.edu/strategic-plan/index.php
https://lowercolumbia.edu/strategic-plan/index.php
https://lowercolumbia.edu/publications/administrative-policies/700/701/
https://internal.lowercolumbia.edu/departments/EHS/lab-safety.php
https://lowercolumbia.edu/publications/administrative-policies/200/271/
https://lowercolumbia.edu/publications/administrative-policies/200/272/
https://lowercolumbia.edu/publications/administrative-policies/800/815/
https://lowercolumbia.edu/publications/administrative-policies/800/820/
https://lowercolumbia.edu/publications/administrative-policies/_assets/documents/101.1A_June_2024.pdf
https://lowercolumbia.edu/publications/administrative-policies/_assets/documents/101.1A_June_2024.pdf
https://services4.lowercolumbia.edu/info/webresources/Institutional-Research/Emergency-Operations-Plan.pdf
https://services4.lowercolumbia.edu/info/webresources/Institutional-Research/Emergency-Operations-Plan.pdf
https://lowercolumbia.edu/publications/board-policies
https://lowercolumbia.edu/diversity-equity/
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