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NOTICE OF A MEETING OF THE 

Board Governance Commi�ee
OF THE BOARD OF TRUSTEES

HOUSTON CITY COLLEGE

August 5, 2026

No�ce is hereby given that a Mee�ng of the Board Governance Commi�ee of the Board of
Trustees of Houston City College will be held on Wednesday, August 5, 2026 at 2:30 PM,
or a)er, and from day to day as required, 3100 Main Street, 2nd Floor Auditorium,
Houston, Texas 77002. The items listed in this No�ce may be considered in any order at
the discre�on of the Commi�ee Chair and items listed for closed session discussion may
be discussed in open session and vice versa as permi�ed by law. Ac�ons taken at this
Mee�ng do not cons�tute final Board ac�on and are only Commi�ee recommenda�ons to
be considered by the Board at the next Regular Board mee�ng.

I. Call to Order

A. Opportunity for Public Comments

II. Topics For Discussion and/or Ac1on:

A. Propose Changes to FLD (LOCAL) Student Rights and Responsibili�es: Student
Complaints

B. Propose Changes to GB (LOCAL) Public Complaints and Hearings

C. Policy DJA (LOCAL) - Assignment, Work Load, and Schedules: Telework (SB2615)

III. Adjournment to closed or execu1ve session pursuant to Texas Government Code
Sec1ons 551.071; 551.072 and 551.074, the Open Mee1ngs Act, for the following
purposes:

A. Legal Ma9ers

Consulta�on with legal counsel concerning pending or contemplated li�ga�on,
a se�lement offer, or ma�ers on which the a�orney's duty to the System under
the Texas Disciplinary Rules of Professional Conduct clearly conflicts with the
Texas Open Mee�ngs Laws.

B. Personnel Ma9ers

Deliberate the appointment, employment, evalua�on, reassignment, du�es,
discipline or dismissal of a public officer, employee or board member to hear
complaints or changes against an officer, employee or board member unless the
officer, employee or board member who is the subject of the delibera�on
or hearing requests a public hearing.

C. Real Estate Ma9ers

Deliberate the purchase, exchange, lease, or value of real property for Agenda
items if delibera�on in an open mee�ng would have a detrimental effect on the
posi�on of the System in nego�a�ons with a third person.



IV. Addi1onal Closed or Execu1ve Session Authority:

If, during the course of the mee�ng covered by this No�ce, the Board should
determine that a closed or execu�ve mee�ng or session of the Board should be held
or is required in rela�on to any items included in this No�ce, then such closed or
execu�ve mee�ng or session as authorized by Sec�on 551.001 et seq. of the Texas
Government Code (the Open Mee�ngs Act) will be held by the Board at that date,
hour and place given in this No�ce or as soon a)er the commencement of the
mee�ng covered by the No�ce as the Board may conveniently meet in such closed or
execu�ve mee�ng or session concerning:

Sec�on 551.071 - For the purpose of a private consulta�on with the Board's a�orney
about pending or contemplated li�ga�on, a se�lement offer, or ma�ers on which the
a�orney's duty to the System under the Texas Disciplinary Rules of Professional
Conduct clearly conflicts with the Texas Open Mee�ngs Laws.

Sec�on 551.072 - For the purpose of discussing the purchase, exchange, lease or
value of real property if delibera�on in an open mee�ng would have a detrimental
effect on the posi�on of the governmental body in nego�a�ons with a third person.

Sec�on 551.073 - For the purpose of considering a nego�ated contract for a
prospec�ve gi) or dona�on to the System if delibera�on in an open mee�ng would
have a detrimental effect on the posi�on of the System in nego�a�ons with a third
person.

Sec�on 551.074 - For the purpose of considering the appointment, employment,
evalua�on, reassignment, du�es, discipline or dismissal of a public officer, employee
or board member to hear complaints or changes against an officer, employee or
board member unless the officer, employee or board member who is the subject of
the delibera�on or hearing requests a public hearing.

Sec�on 551.076 - To consider the deployment, or specific occasions for
implementa�on of security personnel or devices, or a security audit.

Sec�on 551.082 - For the purpose of considering discipline of a student or to hear a
complaint by an employee against another employee if the complaint or charge
directly results in a need for a hearing, unless an open hearing is requested in wri�ng
by a parent or guardian of the student or by the employee against whom the
complaint is brought.

Sec�on 551.084 - For the purpose of excluding a witness or witnesses in an
inves�ga�on from a hearing during examina�on of another witness in the
inves�ga�on. Should any final ac�on, final decision, or final vote be required in the
opinion of the Board with regard to any ma�er considered in such closed or
execu�ve mee�ng or session, then such final ac�on, final decision, or final vote shall
be at either:

A. The open mee�ng covered by this No�ce upon the reconvening of the public
mee�ng, or

B. At a subsequent public mee�ng of the Board upon no�ce thereof, as the Board



shall determine.

V. Reconvene in Open Mee1ng

VI. Adjournment

CERTIFICATE OF POSTING OR GIVING NOTICE
 
On this 30th Day of July, this No�ce was posted at a place convenient to the public and
readily accessible at all �mes to the general public at the following loca�ons: (1) the HCC
Administra�on Building of the Houston City College, 3100 Main, First Floor, Houston,
Texas 77002 and (2) the Houston City College's website: www.hccs.edu.
 
Posted By:
 
 
______________________________
Sharon R. Wright
Director, Board Services

http://www.hccs.edu


ACTION ITEM

Mee�ng Date:  August  5, 2026

Topics For Discussion and/or Ac�on:

ITEM #  ITEM TITLE PRESENTER

 A. Propose Changes to FLD
(LOCAL) Student Rights and

Responsibili�es: Student
Complaints 

Dr. Margaret Ford Fisher
Dr. Nicole Montgomery

Dr. Melissa Mihalick
Dr. Norma Perez
Dr. Lisa Alcorta 

Dr. Uchena Spenser
            

RECOMMENDATION
Approve the revisions to FLD (LOCAL), as set forth in the a�ached policy.

COMPELLING REASON AND BACKGROUND
Language has been reorganized to clarify and streamline the structure of the grievance process,
including defining which persons can use the policy, defining the types of grievances permi�ed under
the policy, and providing three layers of administra(ve review.
 
The revised policy adds new language regarding the student's right to file a complaint with the Texas
Higher Educa(on Coordina(ng Board a/er exhaus(ng HCC's grievance process.

STRATEGIC ALIGNMENT
1. Student Success, 3. Academic Rigor , 5. College of Choice

ATTACHMENTS:
Descrip(on Upload Date Type
FLD (LOCAL) redline 7/29/2026 A�achment
FLD (LOCAL) Policy_clean 7/24/2026 A�achment

This item is applicable to the following: District 
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This policy applies to all written complaints from College District 
students. Written complaints submitted by students or reduced to 
writing on behalf of the students will be processed in accordance 
with this student complaint policy. The College District will maintain 
a record of all student complaints in accordance with statutory re-
tention schedules and other applicable requirements. All student 
complaints will be submitted through the College District's desig-
nated electronic complaint system in which all records will be kept. 
[For details, see FLD(REGULATION)]  

For purposes ofThis policy applies to complaints submitted by HCC 
students.  

A student may use this policy, see to file complaints regarding the 
following definitions below.matters: 

The term “policy” shall include the corresponding legal policy 
and regulation. 
A “student complaint” is defined as an unresolved issue con-
cerning the application of College District policy, practice, or 
regulation reduced to writing by the student or on behalf of the 
student. This includes misconduct or a condition the student 
personally experienced and believes to be unfair, inequitable, 
discriminatory, or a hindrance to the student’s educational pro-
gress. 

This policy shall not apply to decisions regarding financial aid eligi-
bility, challenges to existing policy, or those pertaining to academic 
or grading matters. [See Other Complaint Processes, below] 

In this policy, the terms “complaint” and “grievance” shall have 
the same meaning. 

1. Complaints regarding non-compliance with, or a violation of,
the Texas Education Code, other Texas laws, or federal law
that adversely impact affect the student and the student’s ac-
cess to educational services or ability to benefit from the Col-
lege District’s educational services.

2. Complaints alleging non-compliance with, or a violation of, a
College District policy or regulation that adversely impacts the
student and the student’s access to educational services or ac-
tivities or ability to benefit from the College District’s educa-
tional services or activities.

3. Complaints regarding mistreatment by a College District em-
ployee (not otherwise covered by another policy) and the mis-
treatment adversely impacts the student and the student’s ac-
cess to educational services or activities or ability to benefit
from the College District’s educational services or activities.

Applicability 

Definitions 

Scope 

Policy 

Student Complaints 

Exclusions 

Complaints 

Redline – Text deleted at TASB's recommendation. 
Greenline – Existing policy language reorganized or 
relocated by TASB for improved organi-zation and 
readability.  
Blue Text – New language proposed by TASB and/or 
the Administration to streamline policy and align with 
guidance from the Board's legal counsel.   
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Student complaints shall be filed in accordance with this policy, ex-
cept as required by the policies listed below. Some of these poli-
cies require appeals to be submitted in accordance with FLD after 
the relevant complaint processes outlined below are com-
pleted:This policy does not apply to the following types of com-
plaints which are addressed by other policies:  

1. Complaints alleging discrimination or harassment based 
on race, color, gender, national origin, sex, pregnancy, 
childbirth, or pregnancy-related conditions, parenting sta-
tus, sexual orientation, gender identity or gender expres-
sion, disability, (including failure to accommodate), age, 
religion, or veteran status. [See FFD series and FAA] 

2. Complaints of sexual harassment, discrimination, or mis-
conduct. [See FFD series] 

3. Complaints concerning retaliation relating to discrimina-
tion and harassment. [See FFD series] 

4. Complaints concerning student conduct, including com-
plaints about disciplinary decisions or the conduct of 
other students. [See FLB series] 

5. Complaints concerning a commissioned peace officer 
who is an employee of the College District. [See CGF se-
ries] 

6. Complaints concerning the withdrawal of consent to re-
main on campus. [See GDA] 

7. Complaints concerning academic appeals/grade appeals.  
[See EGA] 

8. Complaints regarding financial aid eligibility. 

9. Complaints seeking to amend student educational rec-
ords. [See FJ] 

10. Complaints about occupational fraud, waste, or abuse. 
[See AF] 

11. Complaints against a board member or the Chancellor. 
[See BBFB] 

If the student is uncertain which procedure to use to present their 
complaint, the student may seek guidance from the Dean of Stu-
dent Success and Engagement. 
 
The following definitions apply to complaints under this policy: 
 

Exclusions; 
Other 
Complaint 
ProcessesProc
edures 

 

Definitions 
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The term “policy” shall include the corresponding legal policy 
and regulation. 
 

This policy shall not apply to decisions regarding financial aid eligi-
bility, challenges to existing policy, or those pertaining to academic 
or grading matters. [See Other Complaint Processes, below]  
 

In this policy, the terms “complaint” and “grievance” shall have 
the same meaning. 
 
The term “student” includes: 
 
• individuals who are currently enrolled in a course at the 

College District (including dual-credit students and continu-
ing education students) and individuals who are not cur-
rently enrolled but have registered and paid for one or more 
classes for the next semester; 
 

• former students who were enrolled at HCC within the pre-
ceding 24 months prior to the filing of their complaint; and 

 
• prospective students who applied for admission to HCC  

(but did not enroll) within the preceding 12 months. 
 

The College District shall inform students of this policy through ap-
propriate College District publications and on the College District’s 
website. 
 
The College District encourages students to discuss their concerns 
with the appropriate faculty member or campus administrator who 
has the authority to address the concerns and follow the proce-
dures outlined below in order to establish and process their student 
complaint. 

concern. Concerns shall be expressedpresented as soon as possi-
ble to the supervisor of the program or department to allow early 
resolution at the lowest possible administrative level.  
 
Informal resolution shall be encouraged but shall not extend any 
deadlines in this policy, except by mutual written consent or as de-
scribed below.  
  
A student may initiate the formal process described below by filing 
a written complaint form within 15 business days of the date the 
student first knew, or with reasonable diligence should have 
known, of the decision or action giving rise to the complaint or 
grievance. 

Policy 

Exclusions 

Complaint 

Student 

 

Notice to Students 

Informal Resolution 
Process 

Formal Process 
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All student complaints will be submitted through the College Dis-
trict's designated electronic complaint system in which all records 
will be kept.  [For details, see FLD(REGULATION)] This policy 
does not recognize complaints posted on social media. 
 
The complaint form shall be filed forwarded to with the lowest level 
administrator who has the authority to remedy the alleged problem. 

If the only administrator with authority to remedy the alleged prob-
lem is the Level Two administrator, Level Three administrator, or 
Level Four administrator, the complaint may begin at the appropri-
ate level, following the required deadline and information for filing 
the complaint within the timelines required for Level One. 

If the complaint is not filed with the appropriate administrator, the 
receiving administrator must note the date and time the complaint 
form was received and immediately forward the complaint form to 
the appropriate administrator. 

The process described in this policy shall not be construed to cre-
ate new or additional rights beyond those granted by law or policy, 
nor to. This policy does not require a fullan evidentiary hearing or 
“mini-trial” at any level. 
Even after initiating the formal complaint process, students are en-
couraged to seek informal resolution of their concerns. A student 
whose concerns are resolved may withdraw a formal complaint at 
any time. 

If an administrator is the subject of a student complaint alleging a 
violation of law or policy, the next-level administrator shall be as-
signed beginning at the appropriate level.  

 

Student complaints alleging a violation of law or policy by the 
Chancellor or Board member must be reported to the Board Coun-
sel, and complaints against a senior staff member must be re-
ported to the College District’s General Counsel as follows: [See 
BBFB(LOCAL)]   
 

 
1. The Board Chair or Board Vice Chair shall undertake a pro-

cess to resolve the complaint. 

2. The Chair or Vice Chair may initiate an independent investi-
gation of a written complaint after receiving approval from a 
majority of the Board. Upon approval, the Board Chair or 
Board Vice Chair shall consult with Board Counsel, then 

Option to Continue 
Informal Process 

Academic 
Complaints 

Complaints Against 
Administrators 

Nonacademic 
Complaints 

Complaints Against 
Chancellor or Board 
Member 
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name an independent third party to investigate the complaint 
within the parameters set by the Board. The third-party inves-
tigator shall provide regular reports to the Board throughout 
the investigation. Further, the Board Chair or Board Vice 
Chair shall provide regular updates to the Board through the 
named investigator.   

If the Board Chair or Board Vice Chair finds that a Board 
member has violated a law or College District policy, the 
Board can reprimand or censure the Board member or apply 
any other sanction available under Texas law. If the Chair 
finds that the Chancellor has violated a law or College District 
policy, the Board can take appropriate disciplinary action, up 
to and including termination of employment. 

 
 
Neither the Board nor any College District employee shall retaliate 
against a student for submitting a good faith student complaint to 
the College District. 
The College District is committed to creating an environment with 
the highest ethical standards where occupational fraud, waste, 
abuse, and other improprieties are not tolerated.    

Effective December 1, 2016, the College District shall provide an 
Ethics and Compliance Hotline as an additional mechanism to en-
courage the reporting of alleged:  

1. Noncompliance of laws;  

2. Noncompliance with College District policies, regulations, or 
Code of Conduct; and 

3. Occupational fraud, waste, and abuse. 

Complaints from students regarding reports of occupational 
fraud, waste, and abuse witnessed by the students to the Eth-
ics and Compliance Hotline are not student complaints as de-
fined in this policy. If a student complaint is submitted to the 
Ethics and Compliance Hotline, as defined within this policy, 
such student complaint will be sent to the College District's 
designated electronic complaint system for appropriate han-
dling. 

  
“Days” shall mean College District business days, unless otherwise 
noted. In calculating timelines under this policy, the day a docu-
ment is filed is “day zero.” The following business day is “day one.” 

Freedom from 
Retaliation 

 
Ethics and 
Compliance Hotline 

General Provisions  
       Timing 
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Timelines may be modified as permitted within this policy or by mu-
tual agreement. The primary purpose of the complaint resolution 
process shall be to resolve concerns in an expeditious manner. 
The timelines set forth at each level of the process are maximums 
and, whenever possible, the decision-maker shall render a deci-
sion or resolution within a shorter period of time. All time limits shall 
be strictly followed unless modified by mutual written consent. Not-
withstanding, timeTime limits may be extended for circumstances 
such as investigations or the unavailability of key personnel due to 
leave, absence, emergency closures, holidays, or semester 
breaks.  

Should the College District fail to comply with the timelines set forth 
in this policy, its failure to do so shall not constitute a violation of 
the student’s rights unless the action in question occurs more than 
10 days after the time when it should have occurred. Timelines 
may be modified as permitted within this policy or by mutual agree-
ment.  

If a complaint form or appeal notice is not timely filed, the com-
plaint may be dismissed, on written notice to the student, at any 
point during the complaint process. 

 
 

Student complaints and appeals under this policy shall be submit-
ted in writing on a form available to students within the College Dis-
trict student complaintscomplaint site within timelines set forth 
within this policy.  
A written complaint must be submitted to the College District via 
the College District’s electronic complaint system by the student or 
designee. [See FLD(REGULATION)]  

 
Any written communications or decisions (responses) from the ap-
propriate administrator shall be submitted in writing and uploaded 
to the College District’s designated electronic complaint system. 

A written complaint must contain: 

1. An explanation of the student’s specific concern; 

2. If applicable, a description of how the student’s enrollment 
has, services, or benefits have been affected; 

3. The policy and/or regulation that has been violated; and 

4. A description of the relief the student is seeking. 

Written 
Documentation 

Complaint Content 
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Copies of any documents that support the complaint must be at-
tached to the complaint. If the student does not have copies of 
these documents, they may be presented at the Level One confer-
ence. After the Level One response, no new documents may be 
submitted by the student unless the student did not know the docu-
ments existed before the Level One conference. 

Responses may be hand-delivered, sent by electronic communica-
tion to the student’s email address of record, or sent by U.S. Mail to 
the student’s mailing address of record. Mailed responses shall be 
timely if they are postmarked by U.S. Mail on or before the dead-
line. [See FLD(REGULATION)] 

Any written communications or decisions (responses) from the ap-
propriate administrator shall be submitted in writing and uploaded 
to the College District’s designated electronic complaint system. 

 
The student may designate a representative at the student’s own 
cost, such asincluding an attorney or organization, through written 
notice to the College District at any level of this process. If a stu-
dent representative is designated within three days of a scheduled 
conference or hearing, the College District may reschedule the 
conference or hearing to a later date, in order to include the Col-
lege District’s counsel. The College District may be represented by 
counsel at any level of the process. 

Student complaints arising out of an event or a series of related 
events shall be addressed in one complaint. Students shall not file 
separate or serial complaints arising from any event or series of 
events that have been or could have been addressed in a previous 
complaint. 

When two or more student complaints are sufficiently similar in na-
ture and remedy sought to permit their resolution through one pro-
ceeding, the College District may consolidate the student com-
plaints. 

If the student does not respond to an administrator’s request for in-
formation or a request to schedule a conference within five days of 
the request, the administrator may administratively dismiss the 
complaint on written notice to the student.  
 
The administrator levels are designated to reflect College District 
staff with authority to address complaints of different subject areas 
as follows: 

Representative 

Consolidating 
Complaints 

Dismissal 

Designation of 
Administrators 
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1. The Level One administrator shall be the College District’s 
dean of student services, an academic dean, a Centers of Ex-
cellence (COE) dean, or equivalent.  
 

2. The Level Two administrator shall be the College President or 
designee or an associate vice chancellor or designee, or 
equivalent.   

3. The Level Three administrator shall be the Chancellor, vice 
chancellor of student services or designee or the, vice chan-
cellor of instructional services, or designee,their designees or 
equivalent.  

4. The Level Four administrator shall be the Chancellor or de-
signee. 

A record of each complaint hearing shall be created and retained in 
accordance with this policy. The record shall include documents 
submitted by the student who filed the complaint, documents deter-
mined relevant by College District personnel, and the decision. 

A complaint or appeal form that is incomplete in any material as-
pect shall be refiled, if at Level One, and remanded at all other lev-
els in order to develop an adequate record of the complaint. 

If an adequate record has not been developed, the appropriate ad-
ministrator may remand the complaint to a lower level. The Board 
or Board committee may remand a complaint to a lower level if at 
the Board level of review an adequate record has not been devel-
oped. 

The College District may conduct an investigation at any level in 
the complaint process. If the College District and the student mutu-
ally agree, alldetermines that an investigation is appropriate, it may 
suspend or extend deadlines shallas may be suspended during an 
investigation. 

As provided by law, a student shall be permitted to make an audio 
recording of a hearingreasonable under this policy at which the 
substance of the student’s complaint is discussed. The student the 
circumstances and shall notify all attendees present that an audio 
recording is taking placethe student accordingly. 

The Level One administrator shall schedule and hold a conference 
with the student within 10 days after receipt of the student com-
plaint. 

The Level One administrator shall provide the student a written re-
sponse within five days following the conference. The written re-

Record 

Remand 

Investigation 

Audio Recording 

Complaint Levels 
Level One 
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sponse shall set forth the basis of the decision. In reaching a deci-
sion, the Level One administrator may consider information pro-
vided at the Level One conference and any other relevant docu-
ments or information the administrator believes will help resolve 
the complaint. All responses, documentation, and decisions will be 
added to the College District's electronic complaint system. 

The appropriate administrator shall evaluate the complaint and de-
termine whether the allegations fall within this policy; whether the 
complaint should be processed under another policy or procedure; 
whether the report is related to any other pending complaint, in 
which case consolidation may be evaluated; and whether addi-
tional information is needed from the student or another College 
District office. The administrator may, as appropriate, contact the 
student for clarification.  

The administrator will evaluate the allegations and determine 
whether a conference would aid decision-making regarding the 
matter. In some cases, a conference may not be necessary, includ-
ing situations in which the student’s complaint may be answered by 
reference to existing records or an existing policy or cases in which 
the complaint is untimely on its face. 

If the administrator determines that a conference is unnecessary, 
the administrator may proceed with decision-making and shall pro-
vide a written response to the student setting forth the basis of the 
decision. The response will be provided within 15 days of receipt of 
the complaint or, if the student provided a written clarification, 
within 15 days of receipt of the clarification. 

When a conference will aid decision-making, the administrator will 
schedule the conference with the student within 15 days after re-
ceipt of the written complaint or, if the student provided a written 
clarification, within 15 days of receipt of the clarification. The ad-
ministrator may set reasonable time limits for the conference.  

Absent extenuating circumstances, the administrator shall provide 
the student a written response within 15 days following the confer-
ence. The written response shall set forth the basis of the decision. 

If the student did not receive the relief requested at Level One, the 
student may request a conference with appeal to the Level Two ad-
ministrator to appeal the Level One decision.  

The appeal notice must be filed in writing with the Level One ad-
ministrator within 10 days of the date of the written Level One re-
sponse or, if no response was received, within 10 days of the Level 

Level Two 
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One response deadline. All responses, documentation, and deci-
sions must be entered into the College District's electronic com-
plaint system. 
 
After receiving notice of the appeal, the Level One administrator 
shall prepare andwill forward a record of the Level One complaint 
to the Level Two administrator. The student may request a copy of 
the Level One record. 

The Level One record shall include: 

1. The original complaint form and any attachments; 

2. All other documents submitted by the student at Level One; 

3. The written response issued at Level One and any attach-
ments; and 

4. All other documents relied upon by the Level One administra-
tor in reaching the Level One decision. 

The Level Two administrator shall schedule and holdwill determine 
whether a conference would aid decision-making regarding the 
matter. If the administrator determines that a conference is unnec-
essary, the administrator may proceed with decision-making and 
shall provide a written response to the individual setting forth the 
studentbasis of the decision. The response will be provided within 
1015 days of receipt of the appeal. 

When a conference will aid decision-making, the Level Two admin-
istrator shall schedule a conference within 15 days after the appeal 
notice is filed. The conference shall be limited to the issues and 
documents considered at Level One and identified in the Level Two 
appeal notice. The Level Two administrator may set reasonable 
time limits for the conference. 

The Level Two administrator shall provide the student a written re-
sponse within five15 days following the conference. The written re-
sponse shall set forth the basis of the decision. In reaching a deci-
sion, the Level Two administrator may consider the Level One 
record and information provided at the Level Two conference. The 
Level Two response must be entered into the College District's 
electronic complaint system and will be available to the student 
and other College District employees who are involved through this 
system. 

If the student did not receive the relief requested at Level Two, the 
student may request a conference with appeal to the Level Three 
administrator to appeal the Level Two decision. 

Level Three 
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The appeal notice must be filed within the College District’s elec-
tronic complaint system with the Level Two administrator within 10 
days of the date of the written Level Two response or, if no re-
sponse was received, within 10 days of the Level Two response 
deadline. 

After receiving notice of the appeal, the Level Two administrator 
shall notify the Level Three administrator through the electronic 
complaint system. The student may inspect the Level Two record 
within the electronic complaint system. 

The Level Two record shall include: 

1. The Level One record; 

2. The written response issued at Level Two and any attach-
ments; and 

3. All other documents relied upon by the Level Two administra-
tor in reaching the Level Two decision. 

The Level Three administrator shall schedule and hold a confer-
ence with the student within 10 days after the appeal notice is filed. 
The conference shall be limited to the issues and documents con-
sidered at Level Two. The Level Three administrator may set rea-
sonable time limits for the conference. 

The Level Three administrator shall provide the student a written 
response through the electronic complaint system within five15 
days following the conference. The written response shall set forth 
the basis of the decision. In reaching a decision, the Level Three 
administrator may consider the Level One and Level Two records 
and information provided at the Level Three conference. The Level 
Three response will be made through the electronic complaint sys-
tem. 

If the student did not receive the relief requested at Level Three, 
the student may request a conference with the Level Four adminis-
trator to appeal the Level Three The decision. 

The appeal notice must be filed in writing and received within the 
electronic complaint system with the Level Three administrator 
within 10 days of the date of the written Level Three response or, if 
no response was received, within 10 days of the Level Three re-
sponse deadline. 

After receiving notice of the appeal, the Level Three administrator 
shall notify the Level Four administrator and provide access to the 

Level Four 



Houston City College  
101506  
  
STUDENT RIGHTS AND RESPONSIBILITIES FLD
STUDENT COMPLAINTS (LOCAL)

 

DATE ISSUED: 11/20/2025   Adopted: 12 of 13
UPDATE 50 
FLD(LOCAL)-X 

 

Level Three record through the College District electronic com-
plaint system. The student may inspect the Level Three record 
within the electronic complaint system. 

The Level Three record shall include: 

1. The Level One record; 

2. The Level Two record; 

3. The written response issued at Level Three and any attach-
ments; and 

4. All other documents relied upon by the Level Three adminis-
trator in reaching the Level Three decision. 

The Level Four administrator shall schedule a conference with the 
student to be held within 10 days after the appeal notice Level 
Three administrator is filed.  The conference shall be limited to the 
issues and documents considered at Level Three. The Level Four 
administrator may set reasonable time limits for the conference. 

The following provisions shall govern the review by the Level Four 
administrator of an appeal under this policy: 

1. A decision may be remanded for further consideration upon a 
finding that it was not made in accordance with applicable 
state or federal law, or College District policies or regulations; 
provided, however, that the decision shall not be remanded if 
the procedural error was not material to the decision and 
therefore constituted harmless error. 

2. A decision may be modified or reversed only upon a finding 
that the decision constituted an abuse of discretion or was 
made in violation of applicable state or federal law, or College 
District policies or regulations; provided, however, that the de-
cision shall not be modified or reversed if the violation of pol-
icy was not material to the decision and therefore constituted 
harmless error. 

3. A decision should be affirmed in the absence of a finding of 
abuse of discretion or material violation of applicable state or 
federal law, or College District policies or regulations. 

Notwithstanding any provision herein to the contrary, any decision 
may be remanded by the Level Four administrator for a resolution 
of the matter that is mutually acceptable to the parties or that is, in 
the best judgment of the Level Four administrator, a fair and equi-
table resolution. 
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The Level Four administrator shall provide the student a written re-
sponse within 10 days following the conference within the elec-
tronic complaint system.  

Upon conclusion of the Level Four appeal process, the Chancellor 
shall provide a briefing tofinal. However, nothing precludes the stu-
dent from addressing the Board. 

If the student did not receive the relief requested at Level Four or if 
the time for a response has expired, the student may appeal the 
decision to the Board. 

By law, the Board is not required to take any action concerning a 
grievance, but is required to listen if the grievance is presented at a  
of Trustees at a regularly scheduled board meeting during the pub-
lic meeting. Under the Texas Constitution, any student may present 
a grievance to the Board regardless of the scope of this policy. 
[See FLD(LEGAL)]forum for citizens. 

Copies of written grievances and complaints, and accompanying 
responses, documentation, and if applicable, recordings, shall be 
maintained within the College District electronic complaint system 
and in accordance with the College District records retention regu-
lations and other applicable law. [See FLD, CIA, and FJ] 
 

After exhausting HCC’s grievance process, students may file a 
complaint with the Texas Higher Education Coordinating Board 
(THECB) as described on the THECB Student Complaints 
webpage.  

Complainants must submit student complaint forms through the 
THECB’s online process, by electronic mail (email) to StudentCom-
plaints@thecb.state.tx.us, or by hard copy sent to the Texas Higher 
Education Coordinating Board, Office of General Counsel, P.O. 
Box 12788, Austin, Texas 78711-2788. THECB does not handle 
complaints concerning actions that occurred more than two years 
prior to filing a student complaint form with THECB, unless the 
cause of the delay in filing the student complaint form was the 
complainant's exhaustion of the institution's grievance procedures. 

THECB’s procedure excludes certain matters, including those 
solely concerning an individual's grades, examination results, or 
evaluation of academic performance and those related to student 
life, student conduct, and student activities and organizations. 

 

Board Action 

Maintenance of 
Records Retention 

External Complaint 
Procedure 
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This policy applies to complaints submitted by HCC students.  
 
A student may use this policy to file complaints regarding the fol-
lowing matters: 
 
1. Complaints regarding non-compliance with, or a violation of, 

the Texas Education Code, other Texas laws, or federal law 
that adversely impact affect the student and the student’s ac-
cess to educational services or ability to benefit from the Col-
lege District’s educational services. 

2. Complaints alleging non-compliance with, or a violation of, a 
College District policy or regulation that adversely impacts the 
student and the student’s access to educational services or ac-
tivities or ability to benefit from the College District’s educa-
tional services or activities. 

3. Complaints regarding mistreatment by a College District em-
ployee (not otherwise covered by another policy) and the mis-
treatment adversely impacts the student and the student’s ac-
cess to educational services or activities or ability to benefit 
from the College District’s educational services or activities. 

This policy does not apply to the following types of complaints 
which are addressed by other policies:  

1. Complaints alleging discrimination or harassment based 
on race, color, gender, national origin, sex, pregnancy, 
childbirth, or pregnancy-related conditions, parenting sta-
tus, sexual orientation, gender identity or gender expres-
sion, disability (including failure to accommodate), age, 
religion, or veteran status. [See FFD series and FAA] 

2. Complaints of sexual harassment, discrimination, or mis-
conduct. [See FFD series] 

3. Complaints concerning retaliation relating to discrimina-
tion and harassment. [See FFD series] 

4. Complaints concerning student conduct, including com-
plaints about disciplinary decisions or the conduct of 
other students. [See FLB series] 

5. Complaints concerning a commissioned peace officer 
who is an employee of the College District. [See CGF se-
ries] 

6. Complaints concerning the withdrawal of consent to re-
main on campus. [See GDA] 

Applicability 

Scope 

Exclusions; 
Other 
Complaint 
Procedures 
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7. Complaints concerning academic appeals/grade appeals.  
[See EGA] 

8. Complaints regarding financial aid eligibility. 

9. Complaints seeking to amend student educational rec-
ords. [See FJ] 

10. Complaints about occupational fraud, waste, or abuse. 
[See AF] 

11. Complaints against a board member or the Chancellor. 
[See BBFB] 

If the student is uncertain which procedure to use to present their 
complaint, the student may seek guidance from the Dean of Stu-
dent Success and Engagement. 
 
The following definitions apply to complaints under this policy: 
 

The term “policy” shall include the corresponding legal policy 
and regulation. 
 
In this policy, the terms “complaint” and “grievance” shall have 
the same meaning. 
 
The term “student” includes: 
 
• individuals who are currently enrolled in a course at the 

College District (including dual-credit students and continu-
ing education students) and individuals who are not cur-
rently enrolled but have registered and paid for one or more 
classes for the next semester; 
 

• former students who were enrolled at HCC within the pre-
ceding 24 months prior to the filing of their complaint; and 

 
• prospective students who applied for admission to HCC  

(but did not enroll) within the preceding 12 months. 
 

The College District shall inform students of this policy through ap-
propriate College District publications and on the College District’s 
website. 
 
The College District encourages students to discuss their concerns 
with the appropriate faculty member or campus administrator who 
has the authority to address the concern. Concerns shall be pre-

Definitions 

Policy 

Complaint 

Student 
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sented as soon as possible to the supervisor of the program or de-
partment to allow early resolution at the lowest possible administra-
tive level.  
 
Informal resolution shall be encouraged but shall not extend any 
deadlines in this policy, except by mutual written consent or as de-
scribed below. 
  
A student may initiate the formal process by filing a written com-
plaint form within 15 business days of the date the student first 
knew, or with reasonable diligence should have known, of the deci-
sion or action giving rise to the complaint or grievance. 
 
All student complaints will be submitted through the College Dis-
trict's designated electronic complaint system in which all records 
will be kept.  [For details, see FLD(REGULATION)]  This policy 
does not recognize complaints posted on social media. 
 
The complaint form shall be filed with the lowest level administrator 
who has the authority to remedy the alleged problem. 

The process described in this policy shall not be construed to cre-
ate new or additional rights beyond those granted by law or policy. 
This policy does not require an evidentiary hearing or “mini-trial” at 
any level. 
 
Neither the Board nor any College District employee shall retaliate 
against a student for submitting a good faith student complaint to 
the College District. 

  
“Days” shall mean College District business days, unless otherwise 
noted. In calculating timelines under this policy, the day a docu-
ment is filed is “day zero.” The following business day is “day one.” 

Timelines may be modified as permitted within this policy or by mu-
tual agreement. Time limits may be extended for circumstances 
such as investigations or the unavailability of key personnel due to 
leave, absence, emergency closures, holidays, or semester 
breaks.  

If a complaint form or appeal notice is not timely filed, the com-
plaint may be dismissed on written notice to the student at any 
point during the complaint process. 

 
Student complaints and appeals shall be submitted in writing on a 
form available to students within the College District student com-
plaint site within timelines set forth within this policy.  

Formal Process 

Freedom from 
Retaliation 
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A written complaint must contain: 

1. An explanation of the student’s specific concern; 

2. If applicable, a description of how the student’s enrollment, 
services, or benefits have been affected; 

3. The policy and/or regulation that has been violated; and 

4. A description of the relief the student is seeking. 

Copies of any documents that support the complaint must be at-
tached to the complaint.  

Responses may be hand-delivered, sent by electronic communica-
tion to the student’s email address of record, or sent by U.S. Mail to 
the student’s mailing address of record. Mailed responses shall be 
timely if they are postmarked by U.S. Mail on or before the dead-
line. [See FLD(REGULATION)] 

Any written communications or decisions (responses) from the ap-
propriate administrator shall be submitted in writing and uploaded 
to the College District’s designated electronic complaint system. 

 
The student may designate a representative at the student’s own 
cost, including an attorney, through written notice to the College 
District at any level of this process. If a student representative is 
designated within three days of a scheduled conference, the Col-
lege District may reschedule the conference  to a later date in or-
der to include the College District’s counsel. The College District 
may be represented by counsel at any level of the process. 

Student complaints arising out of an event or a series of related 
events shall be addressed in one complaint. Students shall not file 
separate or serial complaints arising from any event or series of 
events that have been or could have been addressed in a previous 
complaint. 

When two or more student complaints are sufficiently similar in na-
ture and remedy sought to permit their resolution through one pro-
ceeding, the College District may consolidate the student com-
plaints. 

If the student does not respond to an administrator’s request for in-
formation or a request to schedule a conference within five days of 
the request, the administrator may administratively dismiss the 
complaint on written notice to the student.  
 

Representative 

Consolidating 
Complaints 

Dismissal 
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1. The Level One administrator shall be the dean of student ser-
vices, an academic dean, a Centers of Excellence (COE) 
dean, or equivalent.  
 

2. The Level Two administrator shall be the College President or 
designee or an associate vice chancellor or designee, or 
equivalent.   

3. The Level Three administrator shall be the Chancellor, vice 
chancellor of student services, vice chancellor of instructional 
services, or their designees or equivalent.  

The College District may conduct an investigation at any level in 
the complaint process. If the College District determines that an in-
vestigation is appropriate, it may suspend or extend deadlines as 
may be reasonable under the circumstances and shall notify the 
student accordingly. 

The appropriate administrator shall evaluate the complaint and de-
termine whether the allegations fall within this policy; whether the 
complaint should be processed under another policy or procedure; 
whether the report is related to any other pending complaint, in 
which case consolidation may be evaluated; and whether addi-
tional information is needed from the student or another College 
District office. The administrator may, as appropriate, contact the 
student for clarification.  

The administrator will evaluate the allegations and determine 
whether a conference would aid decision-making regarding the 
matter. In some cases, a conference may not be necessary, includ-
ing situations in which the student’s complaint may be answered by 
reference to existing records or an existing policy or cases in which 
the complaint is untimely on its face. 

If the administrator determines that a conference is unnecessary, 
the administrator may proceed with decision-making and shall pro-
vide a written response to the student setting forth the basis of the 
decision. The response will be provided within 15 days of receipt of 
the complaint or, if the student provided a written clarification, 
within 15 days of receipt of the clarification. 

When a conference will aid decision-making, the administrator will 
schedule the conference with the student within 15 days after re-
ceipt of the written complaint or, if the student provided a written 
clarification, within 15 days of receipt of the clarification. The ad-
ministrator may set reasonable time limits for the conference.  

Designation of 
Administrators 

Investigation 

Complaint Levels 
Level One 
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Absent extenuating circumstances, the administrator shall provide 
the student a written response within 15 days following the confer-
ence. The written response shall set forth the basis of the decision. 

If the student did not receive the relief requested at Level One, the 
student may appeal to the Level Two administrator.  

The appeal notice must be filed in writing with the Level One ad-
ministrator within 10 days of the date of the written Level One re-
sponse or, if no response was received, within 10 days of the Level 
One response deadline.  
 
After receiving notice of the appeal, the Level One administrator 
will forward a record of the Level One complaint to the Level Two 
administrator. 

The Level Two administrator will determine whether a conference 
would aid decision-making regarding the matter. If the administra-
tor determines that a conference is unnecessary, the administrator 
may proceed with decision-making and shall provide a written re-
sponse to the individual setting forth the basis of the decision. The 
response will be provided within 15 days of receipt of the appeal. 

When a conference will aid decision-making, the Level Two admin-
istrator shall schedule a conference within 15 days after the appeal 
notice is filed. The conference shall be limited to the issues and 
documents considered at Level One and identified in the Level Two 
appeal notice. The Level Two administrator may set reasonable 
time limits for the conference. 

The Level Two administrator shall provide the student a written re-
sponse within 15 days following the conference. The written re-
sponse shall set forth the basis of the decision.  

If the student did not receive the relief requested at Level Two, the 
student may appeal to the Level Three administrator. 

The appeal notice must be filed within the College District’s elec-
tronic complaint system with the Level Two administrator within 10 
days of the date of the written Level Two response or, if no re-
sponse was received, within 10 days of the Level Two response 
deadline. 

After receiving notice of the appeal, the Level Two administrator 
shall notify the Level Three administrator through the electronic 
complaint system.  

The Level Three administrator shall provide the student a written 
response within 15 days following the conference. The written re-
sponse shall set forth the basis of the decision.  

Level Two 

Level Three 
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The decision of the Level Three administrator is final. However, 
nothing precludes the student from addressing the Board of Trus-
tees at a regularly scheduled board meeting during the public fo-
rum for citizens. 

Copies of written grievances and complaints, and accompanying 
responses, documentation, and if applicable, recordings, shall be 
maintained within the College District electronic complaint system 
and in accordance with the College District records retention regu-
lations and other applicable law. [See FLD, CIA, and FJ] 
 

After exhausting HCC’s grievance process, students may file a 
complaint with the Texas Higher Education Coordinating Board 
(THECB) as described on the THECB Student Complaints 
webpage.  

Complainants must submit student complaint forms through the 
THECB’s online process, by electronic mail (email) to StudentCom-
plaints@thecb.state.tx.us, or by hard copy sent to the Texas Higher 
Education Coordinating Board, Office of General Counsel, P.O. 
Box 12788, Austin, Texas 78711-2788. THECB does not handle 
complaints concerning actions that occurred more than two years 
prior to filing a student complaint form with THECB, unless the 
cause of the delay in filing the student complaint form was the 
complainant's exhaustion of the institution's grievance procedures. 

THECB’s procedure excludes certain matters, including those 
solely concerning an individual's grades, examination results, or 
evaluation of academic performance and those related to student 
life, student conduct, and student activities and organizations. 
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 B. Propose Changes to GB
(LOCAL) Public Complaints

and Hearings 

Dr. Margaret Ford Fisher
Dr. Nicole Montgomery

Dr. Melissa Mihalick
Dr. Uchena Spencer

            

RECOMMENDATION
Approve the revisions to GB (LOCAL) as set forth in the a�ached policy.

COMPELLING REASON AND BACKGROUND
Language has been reorganized to clarify and streamline the grievance process, including the
addi&on of language regarding the referral of certain complaints for inves&ga&on, when appropriate.
 
The revised policy clarifies and streamlines the complaint process by reflec&ng the administra&on’s
responsibility for inves&ga&ng and resolving public concerns while preserving the public’s
opportunity to address the Board through the Hearing of Ci&zens.

STRATEGIC ALIGNMENT
1. Student Success, 3. Academic Rigor , 5. College of Choice

ATTACHMENTS:
Descrip&on Upload Date Type
GB (LOCAL)_redline 7/29/2026 A�achment
GB (LOCAL) _ clean 7/24/2026 A�achment

This item is applicable to the following: District 
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In this policy, the terms “complaint” and “grievance” shall have the 
same meaning.  

Complaints from the public shall be initiated in accordance with this 
policy, except as required by the policies listed below.:  

1. Complaints concerning a commissioned peace officer who is
an employee of the College District. [See CGF]

2. Complaints concerning the withdrawal of consent to remain
on campus. [See GDA] 

3. Complaints against a board member or the Chancellor. [See
BBFB]

4. If the complaint involves occupational fraud, waste, abuse, or
ethical violations, individuals should submit the complaint pur-
suant to AF and any affiliated regulations.

The Board encourages the public to discuss concerns with an ap-
propriate administrator who has the authority to address the con-
cerns. 

Concerns should be expressedpresented as soon as possible to 
allow early resolution at the lowest possible administrative level. 

Informal resolution shall beis encouraged but shall not extend any 
deadlines in this policy, except by mutual written consent. 

An individual may initiate the formal process described below by 
timely filing a written complaint form. provided by the College Dis-
trict in GB Regulation.   

Such complaint form shall be filed within 15 business days of the 
date the individual first knew, or with reasonable diligence should 
have known, of the decision or action giving rise to the complaint or 
grievance. The individual is encouraged to provide a detailed fac-
tual summary of the concern along with dates and the names of 
HCC personnel or other witnesses with relevant knowledge. 

The complaint form shall be forwarded to the lowest level adminis-
trator who has the authority to remedy the alleged problem.  

The process described in this policy shall not be construed to cre-
ate new or additional rights beyond those granted by law or Board 
policy. This policy does not require an evidentiary hearing or “mini-
trial” at any level. 

Guiding Principles 
Complaints 

Other Complaint 
Processes 

Informal Process 

Formal Process 

Redline – Text deleted at the rec-ommendation of 
TASB and/or the Administration to streamline policy 
and align with guidance from the Board's legal counsel. 
Greenline – Existing policy language reorganized or 
relocated by TASB for improved organization and read-
ability. 
Blue Text – New language proposed by TASB and/or 
the Administration to streamline policy and align with 
guidance from the Board's legal counsel. 
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Even after initiating the formal complaint process, individuals are 
encouraged to seek informal resolution of their concerns. An indi-
vidual whose concerns are resolved may withdraw a formal com-
plaint at any time. 

The process described in this policy shall not be construed to cre-
ate new or additional rights beyond those granted by law or Board 
policy, nor to require a full evidentiary hearing or “mini-trial” at any 
level. 

Neither the Board nor any College District employee shall unlaw-
fully retaliate against any individual for bringing a concern or com-
plaint.  

In this policy, the terms “complaint” and “grievance” shall have the 
same meaning.  

Complaints from the public shall be filed in accordance with this 
policy, except as required by the policies listed below. Some of 
these policies require appeals to be submitted in accordance with 
GB after the relevant complaint process:  

1. Complaints concerning a commissioned peace officer who is 
an employee of the College District. [See CHA]   

2.1. Complaints concerning the withdrawal of consent to remain 
on campus. [See GDA] 

Complaint forms and appeal notices may be filed by hand-delivery, 
by electronic communication, including email and fax, or by U.S. 
Mail. Hand-delivered filings shall be timely filed if received by the 
appropriate administrator or designee by the close of business on 
the deadline. Filings submitted by electronic communication shall 
be timely filed if they are received by the close of business on the 
deadline, as indicated by the date/time shown on the electronic 
communication. Mail filings shall be timely filed if they are post-
marked by U.S. Mail on or before the deadline and received by the 
appropriate administrator or designated representative no more 
than three days after the deadline. This policy does not recognize 
complaints posted on social media or sent via text message. 

TheWhen a conference is required by this policy, the College Dis-
trict shall make reasonable attempts to schedule conferences at a 
mutually agreeable time. If the individual fails to appear at a sched-
uled conference, the College District may holdproceed with resolu-
tion of the conferencecomplaint and issue a decision in the individ-
ual’s absence. 

Option to Continue 
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At Levels One and Two, “response” shall mean a written communi-
cation to the individual from the appropriate administrator. Re-
sponses may be hand-delivered, sent by electronic communication 
to the individual’s email address of record, or sent by U.S. Mail to 
the individual’s mailing address of record. Mailed responses shall 
be timely if they are postmarked by U.S. Mail on or before the 
deadline. 

“Days” shall mean College District business days., unless other-
wise noted. In calculating timelines under this policy, the day a doc-
ument is filed is “day zero.” The following business day is “day 
one.” 

“Representative” shall mean anya person who or organization that 
is designated by anthe individual to represent the individual in the 
complaint process. 

The individual may designate a representative through written no-
tice to the College District at any level of this process. If the individ-
ual designates a representative with fewer than three days’ notice 
to the College District before a scheduled conference or hearing, 
the College District may reschedule the conference or hearing to a 
later date, if desired, in order to include the College District’s coun-
sel. The College District may be represented by counsel at any 
level of the process. 

Complaints arising out of an event or a series of related events 
shall be addressed in one complaint. An individual shall not file 
separate or serial complaints arising from any event or series of 
events that have been or could have been addressed in a previous 
complaint. 

When two or more complaints are sufficiently similar in nature and 
remedy sought to permit their resolution through one proceeding, 
the College District may consolidate the complaints. 

All time limits shall be strictly followed unless modified by mutual 
written consent. 

If a complaint form or appeal notice is not timely filed, the com-
plaint may be dismissed, on written notice to the individual, at any 
point during the complaint process. The individual may appeal the 
dismissal by seeking review in writing within ten10 days from the 
date of the written dismissal notice, starting at the level at which 
the complaint was dismissed. Such appeal shall be limited to the 
issue of timeliness. 

Each party shall pay its own costs incurred in the course of the 
complaint. 
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Complaints and appeals under this policy shall be submitted in 
writing on a form provided by the College District in GB Regulation. 

Copies of any documents that support the complaint should be at-
tached to the complaint form. If the individual does not have copies 
of these documents, they may be presented at the Level One con-
ference. After the Level One conference, no new documents may 
be submitted by the individual unless the individual did not know 
the documents existed before the Level One conference. 

A complaint or appeal form that is incomplete in any material as-
pect may be dismissed but may be refiled with all the required in-
formation if the refiling is within the designated time for filing. 

Complaint forms must be filed:: 

1. Within 15 days of the date the individual first knew, or with 
reasonable diligence should have known, of the decision or 
action giving rise to the complaint or grievance; and 

2. With the lowest level administrator who has the authority to 
remedy the alleged problem. 

If the only administrator who has authority to remedy the al-
leged problem is the Chancellor or designee, the complaint 
may begin at Level Two following the procedure, including 
deadlines, for filing the complaint form at Level One. 

The appropriate administrator shall investigate as necessary and 
schedule a conference with the individual within ten days after re-
ceipt of the written complaint. The administrator may set reasona-
ble time limits for the conference. 

Absent extenuating circumstances, the administrator shall provide 
the individual a written response within ten days following the con-
ference. The written response shall set forth the basis of the deci-
sion. In reaching a decision, the administrator may consider infor-
mation provided at the Level One conference and any relevant 
documents or information. 

If the individual did not receive the relief requested at Level One or 
if the time for a response has expired, he or shethe individual may 
request a conference with the Vice-Chancellor or designee that su-
pervises the Level One Administrator in order to appeal the Level 
One decision. 

The appeal notice must be filed in writing, on a form provided by 
the College District, within ten10 days of the date of the written 
Level One response or, if no response was received, within ten10 
days of the Level One response deadline. 

Complaint and 
Appeal Forms 

Level One 

Level Two 
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After receiving notice of the appeal, the Level One administrator 
shall prepare and forward a record of the Level One complaint to 
the Level Two administrator. The individual may request a copy of 
the Level One record. 

The Level One record shall include:: 

1. The original complaint form and any attachments. 

2. All other documents submitted by the individual at Level One. 

3. The written response issued at Level One and any attach-
ments. 

4. All other documents relied upon by the Level One administra-
tor in reaching the Level One decision. 

The Level Two administrator will evaluate the allegations and de-
termine whether a conference would aid decision-making regarding 
the matter. If the administrator determines that a conference is un-
necessary, the administrator may proceed with decision-making 
and shall provide a written response to the individual setting forth 
the basis of the decision. The response will be provided within 15 
days of receipt of the Level Two appeal. 

When a conference will aid decision-making, the Level Two admin-
istrator shall schedule a conference within ten15 days after the ap-
peal notice is filed. The conference shall be limited to the issues 
and documents considered at Level One. and identified in the 
Level Two appeal notice. At the conference, the individual may pro-
vide information concerning any documents or information relied 
upon by the administration for the Level One decision. The Level 
Two administrator may set reasonable time limits for the confer-
ence. The conference may be held in person or via a video plat-
form. 

The Level Two administrator shall provide the individual a written 
response within ten15 days following the conference. The written 
response shall set forth the basis of the decision. In reaching a de-
cision, the Level Two administrator may consider the Level One 
record, information provided at the Level Two conference, and any 
other relevant documents or information the Level Two administra-
tor believes will help resolve the complaint. 

Recordings of the Level One and Level Two conferences, if any, 
shall be maintained with the Level One and Level Two records. 

IfThe decision of the Level Two administrator is final. However, 
nothing precludes the individual did not receive the relief requested 

Level Three 
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at Level Two or if the time for a response has expired, he or she 
may appeal the decision tofrom addressing the Board. 

The appeal notice must be filed in writing, on a form provided by 
the College District, within ten days of the date of the written Level 
Two response or, if no response was received, within ten days of 
the Level Two response deadline. 

The Chancellor or designee shall inform the individual of the date, 
time, and place of the Board meeting at which the complaint will be 
on the agenda for presentation to the Board. 

The Chancellor or designee shall provide the Board with the record 
of the Level Two complaint. The individual may request a copy of 
the Level Two record. 

The Level Two record shall include: 

1. The Level One record. 

2. The written response issued at Level Two and any attach-
ments. 

3. All other documents relied upon by the administration in 
reaching the Level Two decision.  

The appeal shall be limited to the issues and documents consid-
ered at Level Two, except that if at the Level Three hearing the ad-
ministration intends to rely on evidence not included in the Level 
Two record, the administration shall provide the individual notice of 
the nature of the evidence at least three days before the hearing. 

The College District shall determine whether the complaint will be 
presented in open or closed meeting in accordance with the Texas 
Open Meetings Act and other applicable law. [See BD] 

The presiding officer may set reasonable time limits and guidelines 
for the presentation including an opportunity for the individual and 
administration to each make a presentation and provide rebuttal 
and an opportunity for questioning by the Board. The Board shall 
hear the complaint and may request that the administration provide 
an explanation for the decisions at the preceding levels. 

In addition to any other record of the Board meeting required by 
law, the Board shall prepare a separate record of the Level Three 
presentation. The Level Three presentation, including the presenta-
tion by the individual or his or her representative, any presentation 
from the administration, and questions from the Board with re-
sponses, shall be recorded by audio recording, video/audio record-
ing, or court reporter. 
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The Board shall then consider the complaint. It may give notice of 
its decision orally or in writing at any time up to and including the 
nextTrustees at a regularly scheduled Board meeting. If the Board 
does not make a decision regarding the complaint by the end of 
the next regularly scheduled meeting, the lack of a response by the 
Board upholds the administrative decision at Level Twoboard meet-
ing during the public forum for citizens. 

This policy shall be effective as of the adoption date, November 6, 
2019. 

Effective Date 
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In this policy, the terms “complaint” and “grievance” shall have the 
same meaning.  

Complaints from the public shall be initiated in accordance with this 
policy, except as required by the policies listed below.:  

1. Complaints concerning a commissioned peace officer who is 
an employee of the College District. [See CGF]   

2. Complaints concerning the withdrawal of consent to remain 
on campus. [See GDA] 

3. Complaints against a board member or the Chancellor. [See 
BBFB] 

4. If the complaint involves occupational fraud, waste, abuse, or 
ethical violations, individuals should submit the complaint pur-
suant to AF and any affiliated regulations. 

The Board encourages the public to discuss concerns with an ap-
propriate administrator who has the authority to address the con-
cerns. 

Concerns should be presented as soon as possible to allow early 
resolution at the lowest possible administrative level. 

Informal resolution is encouraged but shall not extend any dead-
lines in this policy, except by mutual written consent. 

An individual may initiate the formal process described below by fil-
ing a written complaint form provided by the College District in GB 
Regulation.   

Such complaint form shall be filed within 15 business days of the 
date the individual first knew, or with reasonable diligence should 
have known, of the decision or action giving rise to the complaint or 
grievance. The individual is encouraged to provide a detailed fac-
tual summary of the concern along with dates and the names of 
HCC personnel or other witnesses with relevant knowledge. 

The complaint form shall be forwarded to the lowest level adminis-
trator who has the authority to remedy the alleged problem.  

The process described in this policy shall not be construed to cre-
ate new or additional rights beyond those granted by law or Board 
policy. This policy does not require an evidentiary hearing or “mini-
trial” at any level. 

 

 

Complaints 

Other Complaint 
Processes 

Informal Process 

Formal Process 
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Even after initiating the formal complaint process, individuals are 
encouraged to seek informal resolution of their concerns. An indi-
vidual whose concerns are resolved may withdraw a formal com-
plaint at any time. 

Neither the Board nor any College District employee shall unlaw-
fully retaliate against any individual for bringing a concern or com-
plaint.  

Complaint forms and appeal notices may be filed by hand-delivery, 
by electronic communication, including email, or by U.S. Mail. 
Hand-delivered filings shall be timely filed if received by the appro-
priate administrator or designee by the close of business on the 
deadline. Filings submitted by electronic communication shall be 
timely filed if they are received by the close of business on the 
deadline, as indicated by the date/time shown on the electronic 
communication. Mail filings shall be timely filed if they are post-
marked by U.S. Mail on or before the deadline and received by the 
appropriate administrator or designated representative no more 
than three days after the deadline. This policy does not recognize 
complaints posted on social media or sent via text message. 

When a conference is required by this policy, the College District 
shall make reasonable attempts to schedule conferences at a mu-
tually agreeable time. If the individual fails to appear at a sched-
uled conference, the College District may proceed with resolution 
of the complaint and issue a decision. 

At Levels One and Two, “response” shall mean a written communi-
cation to the individual from the appropriate administrator. Re-
sponses may be hand-delivered, sent by electronic communication 
to the individual’s email address of record, or sent by U.S. Mail to 
the individual’s mailing address of record. Mailed responses shall 
be timely if they are postmarked by U.S. Mail on or before the 
deadline. 

“Days” shall mean College District business days, unless otherwise 
noted. In calculating timelines under this policy, the day a docu-
ment is filed is “day zero.” The following business day is “day one.” 

“Representative” shall mean a person or organization that is desig-
nated by the individual to represent the individual in the complaint 
process. 

The individual may designate a representative through written no-
tice to the College District at any level of this process. If the individ-
ual designates a representative with fewer than three days’ notice 
to the College District before a scheduled conference, the College 

Option to Continue 
Informal Process 
 

Freedom from 
Retaliation 

General Provisions 
Filing 

Scheduling 
Conferences 

Response 

Days 

Representative 
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District may reschedule the conference to a later date, if desired, in 
order to include the College District’s counsel. The College District 
may be represented by counsel at any level of the process. 

Complaints arising out of an event or a series of related events 
shall be addressed in one complaint. An individual shall not file 
separate or serial complaints arising from any event or series of 
events that have been or could have been addressed in a previous 
complaint. 

When two or more complaints are sufficiently similar in nature and 
remedy sought to permit their resolution through one proceeding, 
the College District may consolidate the complaints. 

All time limits shall be strictly followed unless modified by mutual 
written consent. 

If a complaint form or appeal notice is not timely filed, the com-
plaint may be dismissed, on written notice to the individual, at any 
point during the complaint process. The individual may appeal the 
dismissal by seeking review in writing within 10 days from the date 
of the written dismissal notice, starting at the level at which the 
complaint was dismissed. Such appeal shall be limited to the issue 
of timeliness. 

Each party shall pay its own costs incurred in the course of the 
complaint. 

Complaints and appeals under this policy shall be submitted in 
writing on a form provided by the College District in GB Regulation. 

Copies of any documents that support the complaint should be at-
tached to the complaint form. Level One 

A complaint or appeal form that is incomplete in any material as-
pect may be dismissed but may be refiled with all the required in-
formation if the refiling is within the designated time for filing. 

Complaint forms must be filed: 

1. Within 15 days of the date the individual first knew, or with 
reasonable diligence should have known, of the decision or 
action giving rise to the complaint or grievance; and 

2. With the lowest level administrator who has the authority to 
remedy the alleged problem. 

If the only administrator who has authority to remedy the al-
leged problem is the Chancellor or designee, the complaint 
may begin at Level Two following the procedure, including 
deadlines, for filing the complaint form at Level One. 

Consolidating 
Complaints 

Untimely Filings 

Costs Incurred 

Complaint and 
Appeal Forms 

Level One 
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The appropriate administrator shall investigate as necessary and 
schedule a conference with the individual within ten days after re-
ceipt of the written complaint. The administrator may set reasona-
ble time limits for the conference. 

Absent extenuating circumstances, the administrator shall provide 
the individual a written response within ten days following the con-
ference. The written response shall set forth the basis of the deci-
sion. In reaching a decision, the administrator may consider infor-
mation provided at the Level One conference and any relevant 
documents or information. 

If the individual did not receive the relief requested at Level One or 
if the time for a response has expired, the individual may request a 
conference with the Vice-Chancellor or designee that supervises 
the Level One Administrator in order to appeal the Level One deci-
sion. 

The appeal notice must be filed in writing, on a form provided by 
the College District, within 10 days of the date of the written Level 
One response or, if no response was received, within 10 days of 
the Level One response deadline. 

After receiving notice of the appeal, the Level One administrator 
shall prepare and forward a record of the Level One complaint to 
the Level Two administrator. The individual may request a copy of 
the Level One record. 

The Level One record shall include: 

1. The original complaint form and any attachments. 

2. All other documents submitted by the individual at Level One. 

3. The written response issued at Level One and any attach-
ments. 

4. All other documents relied upon by the Level One administra-
tor in reaching the Level One decision. 

The Level Two administrator will evaluate the allegations and de-
termine whether a conference would aid decision-making regarding 
the matter. If the administrator determines that a conference is un-
necessary, the administrator may proceed with decision-making 
and shall provide a written response to the individual setting forth 
the basis of the decision. The response will be provided within 15 
days of receipt of the Level Two appeal. 

When a conference will aid decision-making, the Level Two admin-
istrator shall schedule a conference within 15 days after the appeal 
notice is filed. The conference shall be limited to the issues and 

Level Two 
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documents considered at Level One and identified in the Level Two 
appeal notice. At the conference, the individual may provide infor-
mation concerning any documents or information relied upon by 
the administration for the Level One decision. The Level Two ad-
ministrator may set reasonable time limits for the conference. The 
conference may be held in person or via a video platform. 

The Level Two administrator shall provide the individual a written 
response within 15 days following the conference. The written re-
sponse shall set forth the basis of the decision.  

Recordings of the Level One and Level Two conferences, if any, 
shall be maintained with the Level One and Level Two records. 

The decision of the Level Two administrator is final. However, noth-
ing precludes the individual from addressing the Board of Trustees 
at a regularly scheduled board meeting during the public forum for 
citizens. 
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RECOMMENDATION
Approve this new policy, DJA (LOCAL), as set forth in the a"ached.

COMPELLING REASON AND BACKGROUND
Texas SB 2615 establishes a restric*ve framework for telework across public ins*tu*ons of higher
educa*on.
 
The statute shi-s telework from a broadly permi"ed prac*ce to one that is generally prohibited
unless specific and limited excep*ons apply.
 
Telework is defined as a work arrangement that allows an employee of an ins*tu*on of higher
educa*on to conduct all or some ins*tu*onal business on a regular basis at a place other than the
employee’s regular place of employment. The presump*on of the bill is that telework is not available
to any employee unless they qualify for a specific excep*on.
 
This is ul*mately an opportunity to re-anchor around student presence and opera*onal consistency.

LEGAL REQUIREMENT
Texas Senate Bill 2615

STRATEGIC ALIGNMENT
1. Student Success, 3. Academic Rigor , 5. College of Choice

ATTACHMENTS:
Descrip*on Upload Date Type
DJA (LOCAL)_new 7/24/2026 A"achment

This item is applicable to the following: District 
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Houston City College will permit approved telework on a temporary 
or permanent basis for the following scenarios: 

1. An employee who is experiencing a temporary or perma-
nent medical condition or disability requiring the institution 
to make a reasonable accommodation under state or fed-
eral law for telework.  

2. An employee employed in a teaching position but is not a 
faculty member of the institution.  

3. An employee is employed in a teaching position and is cur-
rently assigned to teach only a course or program that the 
institution has: 

a. Approved for remote instruction in accordance with 
the institution’s academic oversight or faculty gov-
ernance procedures; and  

b. Designated as distance education or a dual credit 
course or program provided by the institution.  

4. An employee employed as a faculty member and is on a 
temporary research assignment located off the institution’s 
campus.  

5. An employee employed as a faculty member who provides 
telehealth services as part of the employee’s assigned clini-
cal, research, or instructional duties.  

Requests for telework as a reasonable accommodation for an em-
ployee with a temporary or permanent medical condition or disabil-
ity shall be reviewed and approved by the Talent Engagement De-
partment in accordance with applicable federal law and the College 
District's procedures for administering reasonable accommodations 
under the Americans with Disabilities Act (ADA) and as outlined in 
procedures developed by Talent Engagement.  

All other requests for telework shall be submitted by the employee 
to the employee's immediate supervisor and shall include all infor-
mation necessary for review and consideration. In reviewing the 
telework request, the supervisor must consider equipment needs 
and maintenance, employee safety, confidentiality requirements 
under state and/or federal law, communication and supervision, 
and adherence to any state or federal law. After review of the re-
quest, the supervisor will then forward the request along with a rec-
ommendation related to the request to the Talent Engagement De-
partment for consideration and ultimate approval. The Talent En-

Allowable Telework 
Exceptions 

Approval Process 
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gagement Department will create procedures for accepting, pro-
cessing, responding to, and documenting requests for telework. 
This Department will be responsible for reviewing and ensuring 
compliance with all policies and regulations. Each telework ap-
proval is required to be reevaluated at least once per fiscal year. 

An employee granted telework status must maintain a safe, se-
cure, and professional telework environment. The employee is re-
quired to adhere to all state and federal laws, and Houston City 
College policies, regulations, and handbooks while on telework sta-
tus. The employee on telework status is further required to main-
tain access to networking and internet connection sufficient to per-
form all job-related duties. Lastly, it is expected that an employee 
on telework status will communicate timely and be responsive in 
the same manner the employee would if working on campus.  

Expectations for 
Telework 
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