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A-100 PROGRAM MANAGEMENT

POLICY
Gateway Technical College shall have a program management procedure that enables the
college to make efficient use of human, physical, and financial resources to reflect the mission of

the college. The college reserves the right to consolidate offerings in a single location or deliver
by alternative means.

PROCEDURE
1. Program Locations

a. Anofficial program location is a campus at which a student can complete all required
courses in the program curriculum. Each program location admits, instructs, and
graduates program students.

b. Program locations are determined based on student demand/enroliment, workforce needs,
and physical and financial resources for instructional delivery.

c. Recommendations to change the location of a program at a campus to add a program to
or remove a program from that campus are made by the dean of campus affairs or division
dean and approved or disapproved by the executive vice of academic affairs.

2. Program Productivity Review

a. By September 30, the Institutional Effectiveness Division generates a program profile of
each degree’s and diploma’s performance on the following key indicators of program
effectiveness:

1) Student demographics

2) Dual credit enrollment

3) Scheduling efficiency

4) Enrollment trends

5) Retention

6) Milestone and program course completion
7) Equity metrics

8) Graduate satisfaction rates

9) Graduation rates

10) Graduate employment rate

11) Assessment metrics

12) Transfer rates

13) Alignment to college retention and completion

b. Eachfall, deans will review the program profile data to determine areas of opportunity for
continuous improvement. The deans will work collaboratively with program faculty to identify
interventions and report on their findings to the executive vice president of academic
affairs.

c. Anychanges to program status as a result of the review follows Policy A-105.

3. Program Quality Review
a. Alltechnical diploma and associate degree programs participate in a program vitality
process as part of the Wisconsin Technical College System (WTCS) Quality Review
Program. Program vitality is a continuous improvement activity designed to strengthen

programs and includes an in—depth study of environmental factors and program profile
data. This review is conducted once every three years.

b. All programs will participate in some program vitality activity annually, whether a full review.
or reporting updates on action items identified in the most recent program vitality plan. >
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4. New Program Development
a. New programs are developed according to the process outlined in the Program
Effectiveness-Curriculum Manual, which begins with approval of the program concept by
ELC and follows the internal and external (WTCS) steps and timelines.

b. Exceptin cases of exceptional demand, a new program will be located at a single campus
for its first year of operation.

Adopted: August 17, 2009 (responsible department: Academic Affairs)
Supersedes: August 8, 2005, December 1, 2003

Reaffirmed &/or Updated: December 2023, September 2015 (updated name of manual); July
2012; June 28, 2006
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A-101 ACADEMIC SCHEDULE DEVELOPMENT

POLICY

In developing its academic schedules, Gateway Technical College’s chief priority is that students

can readily meet all the course requirements in any given semester of their program (including

core courses, general studies components, and prerequisites) without having unreasonable
schedules. The schedule should be designed to allow students to take a full course load and have

a reasonable degree of choice within the constraints of their program, in addition to recognizing

the unique scheduling needs of part-time students. Other considerations in the development of the

schedule include the following:

1. Times — Basic teaching periods are scheduled in order to respond to the requirements of the
respective program or pedagogical needs.

2. Programs — Highest priority will be given to day/evening credit programs, followed by
credit-based continuing education courses/programs, and then non-credit courses. Within any
program, all courses (including core courses and general studies components, and courses
offered via alternative delivery) should be equitably and fairly distributed across the entire day
and week.

3. Space — The academic schedule should be balanced in terms of space usage over the entire
day and week. In cases when specialized space or equipment is shared, every effort should
be made to give all users reasonable access, taking account of pedagogical concerns.
Laboratories should be fully utilized, bearing in mind technical and financial considerations.
Utilization in this context includes student study and practice time.

4. Resources — The academic schedule will be designed to make most efficient and effective
use of the college’s available human, physical, and financial resources.

5. Faculty — The academic schedule will be designed so faculty can be scheduled per
Employee Handbook language.

6. Sequence - The academic schedule will be based on the sequence of courses established by
each program. Courses may be scheduled on the three-term calendar with the approval of the
Program Curriculum Committee.

PROCEDURE

1. The academic schedule is based on the following official college data:

Published sequences

Current and prior enrollment patterns by section, including capacity filled

Courses needed by continuing program students

Number of newly accepted program students

Program curriculum changes

Available human, physical, and financial resources
g. Scheduling software parameters and results

2. Academic scheduling is a continuous process including analysis of data and determination of
course offerings. Academic scheduling deadlines are determined by the Academic
Operations Office in consultation with the Registrar’'s Office.

3. Division deans are responsible for the development of the academic schedule.

4. The academic schedule may be modified based on enroliment according to Policy A-102
Academic Schedule Management.

P00 T

Adopted: October 2014 (responsible department: Academic Affairs)
Supersedes:  August 17, 2009; August 8, 2005

Reaffirmed &/or Updated:  July 2012; June 28, 2006
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TECHNICAL COLLEGE

@ GATEMY A-102 Academic Schedule Gateway Technical College

A-102 ACADEMIC SCHEDULE MANAGEMENT
POLICY

Gateway Technical College shall have a schedule management procedure that assists the
college to make decisions about courses with low enroliment and courses with waiting lists
in order to maximize the number of courses that run at full capacity.

PROCEDURE
1. Schedule Management Summit - All District schedule management summits will
occur at least one (1) week prior to the start of the term (summer, fall, spring). All deans
and associate deans will be present at the summit.
The registrar and academic advising will be invited.
a. Schedule management summits are designed to accomplish the following:
1) Focus on the needs of students
2) Focus on District-wide course management and efficiency
3) Decide to run, cancel, combine, delay start, or change delivery method of
sections with low enroliment
4) Ildentify alternative sections for enrolled students
5) Make efficient and effective use of human, physical, and financial resources.
b. Schedule management decisions will be based on: District enrollment reports
generated the day of the summit, and input from faculty and staff.
c. When a section is canceled, alternatives for students will be identified at the
schedule management summit and communicated to student services. Student
services is responsible for contacting students in canceled sections and assisting
them in adjusting their schedules.
d. Any resulting workload issues will be handled by the dean following Employee
Handbook procedures.

2.. Minimum Enrollment Guidelines
Minimum enroliment of fifteen (15) students, or for sections that have caps of 12 or
under at least seventy-five percent (75%) capacity will be required to run any course
section with the following exceptions:
a. Sections of second, third, and fourth term courses in a published sequence may
be run with less than minimum enrolliment with an alternative location, alternative
schedule/start date, and/or alternative delivery method/format.
b. New programs may run traditional sections with less than minimum enroliment
during their first three years.

»”’
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TECHNICAL COLLEGE

c. Classes required for students to complete a suspended or discontinued
program may run with less than minimum enrollment according to the published
3-year suspension/discontinuance plan.
d. ABE, ELL, ACE Workshops/Seminars, and Apprenticeship
3. The executive vice president of academic affairs is responsible for the overall
effectiveness of the academic schedule in terms of student responsiveness, course
efficiency, and fiscal responsibility.

Adopted: August 17, 2009 (responsible department: Academic Affairs)
Supersedes: August 8, 2005

Reaffirmed &/or Updated: July 2012; June 28, 2006, March 14, 2024 (minimum enrollment updated)

»”
Table of Contents gtc.myPolicies.com (/A




©

POLICY

‘ GATEMAY

TECHNICAL COLLEGE

Discontinuance
A-105 PROGRAM CLOSING, SUSPENSION, AND DISCONTINUANCE

A-105 Program Closing,
Suspension, and

Gateway Technical College
All Employees
Created: April 03, 2024

Occupational programs that no longer meet an identifiable workforce need or fail to meet
minimum performance expectations for the college will be studied and improved. Programs that
cannot be improved will be discontinued so that the college’s resources can be reallocated
toward new and existing programs that better serve our customers.

PROCEDURE

1. Identification
a. Programs which no longer meet an identifiable workforce need or fail to meet minimum
performance expectations (see Policy A-100), or lack sufficient enrollment to be
economically viable, will be identified by a division dean or Executive VP-Academic

Affairs.

b. Programs with deficiencies may also be identified through the program performance
review process.

2. Status

a. The Executive VP-Academic Affairs in collaboration with ELC will make decisions on
program status based on the recommendations of the division dean and the research
gathered during the identification process. Recommendations to close or suspend
programs must include planned steps to improve the program. All recommendations to
change the status of a program should be based on enroliment data, labor market analysis,
graduate and placement data, and/or other substantive research.

b. Programs will be classified as open/active, closed, suspended, or discontinued.

in sequence for up to three (3).

Status Admission Stat.e Off.ice Term Resolution
Designation
Open/Active Adm'tt'ng students and Active On-going
scheduling all courses
Admitting no new students and
schedling no first semester Evaluation activities must lead
classes. . One (1) ; o
Closed ) Active to a recommendation within
Previously enrolled students year
. ) one (1) year.
may continue in sequence for
up to three (3) years.
Evaluation activities must lead
Admitting no new students and to a recommendation within
scheduling only classes Suspended three (3) years.
. L Up to three .
Suspended | required by students continuing (file forms (3) years State must be notified to
in sequence for up to three (3) with state) y reactivate program within
years. three (3) years or program is
discontinued at state lewel.
Admitting no new students and . . Discontinued programs
; Discontinued cannot be reactivated.
. . scheduling only classes ; : .
Discontinued . L (file forms Permanent | New offerings in subject area
required by students continuing : . .
with state) must be investigated as new

programs.
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3. Closing a program:

a. Programs may be closed when deficiencies would disadvantage students starting the
program or when enroliments drop below acceptable levels (See Policy A-100).

b. Closing a program is a short-term measure. Closed programs should stand a reasonable
chance of being reopened after study and correction of program deficiencies or
exploration of new enroliment sources.

c. The decisionto close a program will be communicated to all student services personnel,
academic administrators, faculty, and program applicants. Currently accepted students will
be assured that they may continue to take courses and graduate from the program.
Curriculum sheets will not be printed for closed programs. Closed programs will not
appear in the catalog. (See PE/Curriculum Process User's Guide for detailed enrollment
management procedures.)

d. Program advisory committee should continue to meet to monitor progress of improvement
strategies.

e. Within one (1) year, the division dean must present a recommendation supported by
research and discussed with the advisory committee to reopen, suspend, or discontinue
the program.

4. Suspending a program:

a. Programs may be suspended when significant deficiencies would disadvantage students
starting the program or when program improvement efforts fail to reverse a low program
performance. Closing should be considered as an option before suspension.

b. Suspending a program is a long-term measure. Suspended programs will likely require
wholesale revision and reorganization and stand as good a chance of being discontinued
as reopened after study and program improvement activities.

c. Suspension paperwork will be filed with the state office and must include advisory
committee minutes discussing suspension.

d. The decisionto suspend a program will be communicated to all student services
personnel, academic administrators, faculty, and program students. Currently accepted
students will be assured that they may continue to take courses and graduate from the
program according to the plan established by the dean. Suspended programs will be
deleted from the catalog and all public materials. (See PE/Curriculum Process User's
Guide for detailed enrollment management procedures.)

e. Program advisory committee should meet as needed to monitor progress of improvement
strategies.

f.  Within three (3) years, the division dean must present a recommendation supported by
research and discussed with the advisory committee to reopen or discontinue the program.

g. Reopening a suspended program requires that the curriculum office file a reactivation form
with the state office.

5. Discontinuing a program:

a. Programs may be discontinued when the occupation ceases to exist, when the content is
incorporated into a separate new or existing program, or when program improvement
efforts fail to reverse low program performance. Closing and suspension should be
considered as options before discontinuance.

b. Discontinuing a program is a permanent measure. Discontinued programs cannot be
reopened. Any new programming in the subject area must go through the new program
investigation process at the state level.

»”
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c. Discontinuance paperwork will be filed with the state office.

d. The decision to discontinue a program will be communicated to all student services
personnel, academic administrators, faculty, and program students. Currently accepted
students will be assured that they may continue to take courses and graduate from the
program according to the published plan. Discontinued programs will be deleted from the
catalog and all public materials.. (See PE/Curriculum Process User’s Guide for detailed
enrollment management procedures.)

Adopted: November 4, 2013 (responsible department: Academic Affairs)
Supersedes:  August 17, 2009; March 12, 2001
Reaffirmed &/or Updated:  January 2020; July 2012; June 28, 2006
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A-106 CONTINUATION OF PROGRAM CONTENT

POLICY

When an occupational program is relocated, closed, suspended, or discontinued, the college will
make appropriate efforts to provide instruction in the subject area in order to meet our customers’
needs. This can be accomplished by repackaging the content in other formats than the degree or
diploma program. Often the content is still valuable, but the degree or diploma package is not. The
decision to relocate, close, suspend, or discontinue a degree or diploma program should not be
viewed as abandoning content in that subject area.

PROCEDURE

1. When a program is relocated, students will be directed to our other locations where the
program is offered. Individual courses that support other programs or meet other customer
needs may still be offered by the campus.

2. When a program is closed or suspended, the division dean will work with the curriculum
committee, advisory committee, state consultant, counseling staff, and other resources to
determine the best way to meet customer needs for instruction in the subject area.

3. Ifthe college determines that a program should be discontinued, the content of the program
might be repackaged in one or more of the following ways:

a. Course(s) added to an existing degree or diploma program

b. Individual course offerings as credit-based continuing education

c. Gateway certificates containing a defined set of courses as credit-based continuing
education.

d. Advanced technical certificates built to follow completion of an active associate
degree program.

e. Individual Technical Studies degrees designed by individual learners in collaboration
with the college and their employer.

Adopted: January 30, 2020 (responsible department: Institutional Effectiveness)
Supersedes:  August 17, 2009
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A-110 INSTRUCTIONAL RESOURCES, EQUIPMENT, AND SOFTWARE

POLICY

Gateway provides every student with the same high-quality educational experience at all Gateway
locations. In order to achieve this goal, textbooks and instructional materials, instructional
equipment, and computer hardware and software are to be selected on a District-wide basis.

STANDARDS

Gateway Technical College has established the following standards by which this policy is to be

measured:

1. Allinstructional resources will comply with current ADA compliance requirements. In
compliance with Section 504 and ADA requirements, all materials distributed to students,
whether in-class or online, in hard copy or electronic format, must be accessible so that those
with auditory, visual, and other disabilities and those who use adaptive technology software,
such as screen readers. All videos must be captioned and documents (Word, PDF, etc.),
slides and other presentation materials and programs must be developed with accessibility in
mind.

2. Textbooks and other instructional materials such as study guides, tutorials, videos
and tools/kits: shall be reviewed at least every three (3) calendar years of their initial
purchase date, renewal date, copyright or manufacturer/publish release date.

3. Instructional equipment: shall be reviewed at least seven (7) calendar years of their initial
purchase date or manufacturer release with the intent to maintain current/state-of-the-art
instructional equipment.

4. Academic software applications, instructional video or audio recordings, and
instructional computer-based equipment: shall be reviewed at least every three (3)
calendar years of their initial creation date, renewal date, purchase date or
manufacturer/publish release date.

5. Physical desktop hardware (desktops, laptops, peripherals): shall be reviewed at least
every five (5) calendar years of their initial purchase date or manufacture date.

6. Virtual desktop hardware (desktops, thin-clients, zero-clients): shall be reviewed at
least every seven (7) calendar years of their initial purchase date or manufacture date.

7. Desktop display hardware (lcd and led monitors): shall be reviewed at least every nine
(9) calendar years of their initial purchase date or manufacture date.

8. Multimedia equipment, room controls, and related peripherals: shall be reviewed at
least every seven (7) calendar years of their initial purchase date or manufacture date

PROCEDURE
1. Selection Criteria

a. Textbooks and other instructional materials such as study guides, tutorials, videos and
tools/kits will be consistent District-wide.

b. Faculty are encouraged to consider timeliness of content, readability, available ancillary
materials, and cost to students when selecting textbooks and instructional materials.

c. Software and hardware will be consistent District-wide. When labs are shared by multiple
programs, the configuration recommendation must come from the joint curriculum
committees.

2. Adoption

a. Allfaculty teaching sections of a course on a campus are required to use all of the selected
instructional resources for that course.

b. The decision to use no textbook must be approved by the District-wide program faculty and
the program dean. No faculty will use a textbook in this case.

»”
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3. Syllabi
The titles of all required textbooks and instructional resources supplies, and equipment must
be listed in every course syllabus. If the program requires the student to provide a laptop, the
laptop hardware and software specifications and minimum requirements must be posted in
the bookstores across the college.

4. Review
a. Textbook and instructional resource selections will be reviewed annually by the
District-wide program faculty.
b. Final approval resides with the program dean.

ANNUAL IMPLEMENTATION CYCLE

This policy will be implemented through the following steps on an annual basis in preparation for
the Summer session.

1. Each curriculum committee will:

a. Determine all of the instructional resource requirements (i.e., textbooks, instructional
equipment, hardware, software, and media).

b. Appoint a faculty member to work with the computer technician(s).

c. Complete the curriculum, committee instructional resources recommendation sheet(s).
Submit these requirements to the program dean for review by the first week of March
every yeatr.

2. After the instructional resources recommendation sheet has been submitted:

a. Computer technicians will work with the appointed faculty member to verify the computers
meet the minimum configurations required.

b. The recommendation sheet will be provided to the program dean for action. The dean can
take the following actions:

1)
2)

Reject the Request

Approve

Immediate operational budget purchase.

Immediate capital budget purchase.

Placed on next capital budget purchase cycle (next year)

Hold

Until operating or capital funds are available.

Until additional research is completed.

Request More Information

No Action Required - If no new instructional resources (i.e, software) are needed.

c. The program dean will communicate the decision to curriculum chair(s) and the technology
support coordinator.

Adopted:

January 11, 2016 (responsible department: Academic Affairs)

Supersedes:  July 30, 2012,; November 23, 2009; August 17, 2009; July 21, 2008; June 28, 2006; January 2001
Reaffirmed &/or Updated: September 20, 2012 (remove reference to ‘softw are’ in 15t paragraph under ‘Selection

Criteria’)
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A-111 POST-SECONDARY CREDIT HOURS

TECHNICAL COLLEGE

Gateway Technical College assigns post-secondary credits based upon the Wisconsin
Technical College System (WTCS) definition of credits and potential hours of instruction (PHI),
that is, 50-minute instructional periods within an 18-week semester term. Instructional time to
credit conversion is based on the type of instruction. For example, in a traditional lecture course,
one associate degree credit is granted for eighteen 50-minute periods (900 minutes) of
instructor-student contact, with another thirty-six 50-minute hours (1800 minutes) of expected
student effort outside the classroom (homework). The WTCS credit hour structure aligns with
the Carnegie Unit/Student Hour conventions.

The requirement for regular and substantive student-instructor interaction is a feature that is
preserved across all formats of instruction; how that requirement is met will differ across
different course formats and modes of instruction. A self-paced or accelerated course format
will have distinctive levels of regular and substantive instructor interaction consistent with higher
education standards. Substantive interaction may take the form of instructor-guided problem
solving or discussion formats. There is no single comprehensive definition for regular and
substantive student-instructor interaction.

Traditional Modes of Instruction

The following table provides examples of the types of instruction available in the WTCS and the
hours of instruction required to equal one degree credit for the Associate Degree and Technical
Diploma programs.

50-minute Hours of Instruction Equal to 1 Credit

Instruction Type Associate Degree Technical Diploma

Instruction Outside Effort Instruction Outside Effort

Type A: Lecture 18 36 36 18

Type B: On-Campus Laboratory 36 18 36 18

Type C: Individualized/
Independent Instruction &

Selected Clinical, Extended 54 0 54 0
Laboratory, and/or Shop
Experience
Type D: Simulated or Actual
ype L Simd et 72 0 72 0
Occupational Experience
Type E: On-the-Job Experiences 216 0 216 0

Other Instructional Methodologies

Gateway offers courses in multiple delivery formats beyond traditional classroom instruction in
order to meet the needs of its diverse student population. The following modes of delivery follow
the same instructional hour-to-credit conversion as traditional face-to-face courses:

»”’
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* Compressed courses - Total instructional hours delivered in a shortened number of weeks
with more weekly hours required.

* Online courses - Assigned learning activities, both synchronous and asynchronous, equal
to the instructional hours of face-to-face course.

* Blended courses - Combined face-to-face instructional hours and assigned synchronous
and asynchronous learning activities equal to the instructional hours of face-to-face course.

Additional modes of delivery shift learning activities from the classroom instructional hours to the
expected outside effort required of students. Learning outcomes and assessment standards are
the same as those of traditional courses.
* Accelerated Instruction - Classroom instruction used for group discussion, group
presentations, and mini-lectures on content students acquire through outside effort.
¢ Directed study - Reserved for reduced enroliment (2-9 students). Students acquire content
through outside effort; classroom time reduced for individual consultation, presentations, and
mini-lectures.
* Independent study - Instructor contact for design and assessment of individualized learning
project assigned to a single student.

The following table shows the required instructional hours to earn one credit for the above
modes of delivery:

50-minute Hours of Instruction Equal to 1 Credit
Associate Degree Technical Diploma
Instruction Type
Outside Outside
Instruction Effort Instruction Effort
Type A: Lecture 6 48 NA NA
Accelerated
Instruction Type B: On-Campus
Laboratory 12 42 NA NA
Directed Study Type A: Lecture 6 48 12 42
Type B: On-Campus
2-5 students Laboratory 12 42 12 42
Directed Study Type A: Lecture 12 42 24 30
Type B: On-Campus
6-9 students Laboratory 24 30 24 30
Type A: Lecture 3 51 6 48
Independent Study Type B: On-Campus
Laboratory 6 48 6 48
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Apprenticeship Instruction

Apprenticeships combine both on-the-job experience and post-secondary classroom instruction;
therefore, the credit calculation is different than for other programs and allows for incremental
credits rather than whole credits. The following table shows the equivalent hours of instruction
needed for each quarter apprenticeship credit according to the WTCS.

Hours of Instruction Equivalent Credit
1-9 0.25
10-18 0.50
19-27 0.75
28-36 1.00

Gateway also offers pre-college and non-credit instruction below the post-secondary level.
Credits for these courses do not count toward post-secondary credentials and cannot be
converted to post-secondary credit. Those courses are calculated according to unique systems
provided by the WTCS.

Adopted: April 17,2019
Supersedes:
Update and/or Reafirmed:
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A-112 CURRICULUM DEVELOPMENT

POLICY

Gateway Technical College’s curriculum identifies the knowledge, skills, and behaviors required
for employment and for personal and professional development. Curriculum consists of programs
with specific high-level learning outcomes and courses that support student achievement of the
outcomes. Curriculum content and instructional activities are developed to meet the needs of
specific groups of learners and presented in associate degrees, diplomas, certificates,
apprenticeships, and continuing education. The development of curriculum is a faculty-driven
process informed by the expertise of instructors, support staff, administrators, customers, and
stakeholders of the college within the policies of the administration, who have final authority for
determining the college curriculum.

PROCEDURE

Curriculum Content/Structure

1. All curriculum will conform to the curriculum requirements established by the Wisconsin
Technical College System (WTCS).

2. Gateway will participate in the development of and adopt the resulting curriculum from all
state-wide curriculum projects. Gateway will strongly promote the inclusion of global or national
skill standards as the basis for state curriculum projects.

3. All college-developed program curricula will be based on industry-validated global or national
skill standards while allowing the addition of content to address locally identified needs. In the
absence of global or national skill standards, regional or state standards will be the basis for
curriculum. In the absence of regional or state standards, locally validated standards will be
developed.

4. All programs will identify appropriate embedded credentials, credit for prior learning
opportunities, and articulations to create a seamless career pathway to careers and further
education for students.

5. All program curricula will meet the following additional requirements:

a. Allprograms will include performance-based competencies, performance standards,
and learning objectives that develop all of the college’s Essential Career
Competencies.

b.  All programs will include sufficient requisites to create a clear, well-structured pathway
to completion in which introductory courses lead to more advanced courses or
capstones and in which the first required credit writing and math courses are
sequenced within the first two semesters (usually within the first 24 credits).

c. Al programs will include Gateway's first-year experience course unless granted a
waiver by the Executive VP-Academic Affairs.

d. Allassociate degree programs will include competencies within their general studies
core courses that develop skills and knowledge related to cultural competence.

e. Allassociate degree programs will include competencies that develop computer and
digital literacy.

f.  Alltechnical diploma programs of forty-five (45) or more credits will include two (2)
technical diploma-level general studies courses. Programs of less than forty-five (45)
credits are strongly encouraged to include appropriate general studies courses.

District Curriculum Committee

1. The college will maintain a District Curriculum Committee, which is made up of faculty, support
staff, and administrative representatives. The mission of the District Curriculum Committee is
to review and approve curriculum for existing and proposed programs.
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2. The District Curriculum Committee’s approval process involves reviewing justifications for the
curriculum creation or change and evaluating proposals to ensure that they meet established
criteria required for successful curriculum creation or change.

3. Approval Criteria: The District Curriculum Committee may only approve curriculum that:

a. aligns with and advances the college’s mission, vision, values, ends policy, and
strategic plan
b. complies with WTCS curriculum guidelines and requirements
c. complies with the college’s published policies, procedures, guidelines, and
requirements
d. meets needs of stakeholders as identified by industry data
e. does not adversely affect other programs or instructional areas
can be delivered feasibly with consideration for finances, facilities, scheduling
parameters, and student and instructional support
g. does not adversely affect students currently enrolled or alumni graduated from the
program
h.  considers the impact on articulation agreements
i.  documents a path for students enrolled in the program to complete the program in a
reasonable amount of time
J- contains course data that is complete and rational (course description, numbering, title,
credit, hours, prerequisites, sequence, balance, etc.)

4. If a requested change falls outside the criteria, the request will be sent to the Executive
VVP-Academic Affairs for review along with the District Curriculum Committee’s
recommendation.

5. The District Curriculum Committee determines the procedures that direct the development,
modification, and maintenance of curriculum. Curriculum procedures may not:

a. require an unreasonable amount of staff time or other college resources

b. create conflicts with college policies, procedures, or management practices

c. exclude input or representation from any campus or department identified as a
stakeholder in the curriculum process

6. All curriculum procedures for the college will be documented in the Program
Effectiveness-Curriculum Manual.

—h

Adopted: October 13, 2020 (responsible department: Academic and Campus Affairs)

Supersedes: October 14, 2018, September 22, 2016; September 6, 2016; August 17, 2009;
August 24, 2005; March 24, 2003

Reaffirmed &/or Updated: September 2015; July 2012; June 28, 2006
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A-113 CURRICULUM DOCUMENTATION

POLICY

Gateway Technical College maintains official documentation of all its locally-developed
curriculum, credit and non-credit, in the web-based Worldwide Instructional Design System
(WIDS) repository. All Gateway employees can view WIDS content. Faculty with approved
curriculum development assignments can modify course contentin WIDS.

PROCEDURE
1. New courses and existing courses identified as needing revision are developed according
to the standards provided by WTCS and Institutional Effectiveness and must contain the
following elements in WIDS:
a. Course Information
e Title (as itappears in Colleague)
Description (as it appears in Colleague)
Instructional level
Total credits
Total hours
Configuration
Credit for prior learning information
Pre-requisites
e Co-requisite
b. Standards and Outcomes
e Program outcomes (occupational programs)
e External occupational and professional standards
e (Gateway essential career competencies
c. Course Detail
e Competencies
e Linked program outcomes
e Linked external occupational and professional standards
e Linked essential career competencies
[ ]
[

Assessment strategies
Assessment criteria
e Learning objectives
2. Additional course elements will be documented in WIDS when required by grant funding or
other special situations.
3. Program documentation in WIDS includes the following:
a. Program title
b. Program description
c. Program outcomes (including essential career competencies)
d. Program external standards
e. Program course list
f. Program configuration
g. Program history
4. Course and program content will be reviewed by Institutional Effectiveness. When the
content meets Wisconsin Technical College System (WTCS) and Gateway standards, it
will be made active and accessible to all Gateway employees, in WIDS.
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5. Institutional Effectiveness provides support for using and developing course and program
contentin WIDS.

Adopted: January 24, 2005 (responsible department: Academic Affairs)
Supersedes: September 27, 2001
Reaffirmed &/or Updated: February 2020, July 2012; July 28, 2009; June 28, 2006
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New Policy A-114

Standard Syllabus
Policy
Gateway Technical College shall provide students with a course syllabus for each section in
which they are enrolled (Post secondary and Pre College). Course syllabi will be consistently
organized and formatted following a master template. Copies of all course syllabi will be
maintained by each school and division. This policy will be reviewed annually.

Procedure
1. A master syllabus template will be maintained for each course offered by a school or
division.

2. Faculty will create a copy of the master template using the most current version for their
course and submit their syllabi to their dean by the first day of the class.

3. Faculty may customize only the Course Requirements and Policies, Course Grading
Policies, and Course Calendar sections.

4. The course syllabi will contain all rules and requirements for which students and
instructors will be accountable. Any course section rules or requirements not contained
in the course syllabi will not be enforceable.

5. The course syllabi will be shared in the course’s Blackboard shell under the syllabus
button on the navigation link and will be available on or before the first day of class.

6. All course syllabi will be stored in one central repository in PDF format.

7. Faculty may provide supplemental information to students in formats other than the
master syllabus format. Supplemental information does not replace or supercede the
requirements and policies in the course syllabus.

8. The instructor may make changes to course section-specific content such as,
assignments and the calendar at the instructor’s discretion. All changes will be dated,
posted and announced in blackboard.

9. All course syllabi will be saved under the following naming convention: course #, course
name, instructor’s last name, and initial of first name.Syllabus course example:
(520-101-2K11 Intro to Human Services Johnson R)

10. Schools and divisions will save program syllabi in the central repository by program, year,
term. Program folder example: Human Services, 2018 Fall.

Standardized Syllabus Order of Components:

Course Title

Semester & Year , Course Number, Number of Credits

Course Meeting Times and Days

Start date/End Date

Instructional Delivery Method

Course meeting location: College, Campus, Address Building Room Number
Instructor Name

Instructor's Email Address

© N oA WN =
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9. Instructor's Phone Number

10. Instructor’s Office Location/Room

11. Instructor's Office Hours

12. Course Description

13. Required Text(s)/Materials

14. Course Competencies

15. Course Outcome Summaries (Hyperlinked)

16. Essential Career Competencies (Hyperlinked)

17. Course Section Requirements & Policies (Customizable by Instructor)
18. Departmental Policies (Developed By the Departments, Hyperlinked)
19. College Policies (Title IX, DSS, Pandemic, etc.. Hyperlinked)

20. College Resources

21. Revision Date

Adopted:
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POLICY
Gateway Technical College values on-going dialogue among faculty, staff, and the
community and continuous improvement of student learning. The college recognizes that
student learning occurs in many settings, and every college function has a connection to
student learning. Data collected through the systematic assessment of student learning of
both occupational skills and essential career competencies is a primary factor in
planning, budgeting, and evaluation within the college. All employees contribute to an
environment that supports student learning. Focusing on student learning advances the
college’s strategic drivers of excellence: “Attract and develop engaged students” and
“deliver program and service excellence.”

PROCEDURE
1. The college supports on-going dialogue to improve student learning by
a. Assigning a Student Learning Coordinator to facilitate processes and lead the
college dialogue on learning
b. Appointing a faculty-driven Student Learning Committee to oversee
processes and assist the coordinator in improving processes for
student learning
c. Assigning Program Effectiveness Coordinators to collect and submit
student learning documentation
d. Maintaining a central repository of Student Learning results for each program to
assist in analysis and reporting of outcomes
e. Providing technical assistance and support to faculty and staff
engaged in student learning assessment
f.  Providing training in the design and assessment of student learning
Budgeting adequate resources to support activities that improve student learning
. Considering commitment to student learning in faculty hiring and evaluation
processes, including ability to assess learning effectively.
i. Participating in state-level initiatives (e.g., technical skill attainment) related
to assessment of student learning.
2. The college expects faculty as well as staff in co-curricular programs to engage
in the on-going dialogue on student learning by
a. Designing and conducting annual assessments of student learning at the
program level and implementing action plans to improve learning. Assessment
will be designed, to the fullest extent possible, in a manner that makes them
accessible to students with visual and other disabilities.
b. Participating in college-wide assessments of student learning of the college’s
essential career competencies.
c. Reporting results of the program student learning plan activities through its program
effectiveness coordinator by the prescribed deadlines.
d. Discussing the program student learning plan with program advisory committees
at least once each semester and incorporating their feedback where applicable.
3. The college encourages all employees to engage in on-going dialogue about
student learning by
a. Ildentifying individually and within work teams and departments the value each
employee adds to the student learning environment
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student learning.

Adopted:
Supersedes:
Reaffirmed &/or Updated:

August 17, 2009 (responsible department: Academic Affairs)
November 13, 2006; March 26, 2001
May 2019 (add accessibility information), July 2012
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A-116
Learning Management System

Policy

Gateway Technical College uses an online Learning Management System (LMS) to provide an
engaging, technology-enhanced teaching and learning experience for faculty and students. The LMS
provides learners with a consistent, user-friendly, high-quality learning environment across all their
credit classes. This policy outlines the required and recommended practices associated with
Gateway’s LMS.

Definitions
1. Learning Management System -an online integrated software tool used to create, distribute,
manage, and report on the delivery of educational content and outcomes

2. Course Shell - acustomizable userinterface within the LMS that houses menus, folders,
assignments, and instructions for an individual course, designated by the course number
a. Gateway Master - A course shell containing official learning resources to be used by
all instructors of a specific course. Gateway masters are used as templates and are
copied to create faculty templates.
b. Curriculum Development Shell - A course shell used by faculty assigned to create a
Gateway Master for a specific course
c. Faculty Template - A numbered course shell created from the college’s standard
course shell or an approved alternative in which an instructor builds out their course

content.
d. Blueprint-acourse template that can be viewed or copied into a number course
shell. There is a blueprint for the standardized course shell and blueprints provided

by departments/schools as course blueprints.
3. GPS - Gateway Pedagogy Standards created by the Faculty Teaching and Learning Caucus as
recommended best practices for teaching and learning

Procedures
1. The college will identify one official LMS for all Gateway courses. Publisher websites or other
online platforms may not be used in place of the college’s LMS. Other educational partners
delivering Gateway courses may use theirinstitution’s LMS if it meets the minimum
requirements in section 3 below.

2. All sections of credit courses will have a numbered course shell created using the standard
template for the college unless a standard division or department template has been previously
approved. All LMS course shells (Gateway master, curriculum development, faculty template,
and any other shell types) and their contents are the intellectual property of Gateway Technical
College; see Section 4.24 of the Employee Handbook for more information on intellectual
property.

3. All course shells used in for-credit courses, regardless of mode of delivery, will include:

a. Instructor Syllabus and college policies and resources posted under the Syllabus and
Instructor Information area
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b. All grades and their calculations, updated weekly or as assignment grades, are
entered into the College’s LMS gradebook.

4. Course shells will be opened, that is, made available to students enrolled in the course no later
than 8 a.m. on the first date listed in Self Service for asynchronous online classes or the start
time of the first class meeting for OSYNC, blended, hybrid, or face-to-face classes.

5. The college highly encourages instructors to employ these best practices to enhance the
learning experience:
a. Postawelcome message/ announcement before the class begins
Use a discussion board or other online tool for students to ask questions
Post instructor information under the Syllabus and Instructor Information button
Add navigation information to Start Here button
Add course materials--slides, recordings, resources--for student reference
Provide learner-to-learner, learner-to-instructor, and learner-to-content
opportunities throughout the course.
g. Employ frequent and appropriate methods to assess learners' progress/practice
toward mastery of content.
h. Share rubrics (assessment criteria) associated with a discussion board, assignments,
or grade center column
The college provides the GPS Syllabus and Brightspace rubric to assist faculty in improving their LMS
course shells.

=m0 oo oT

Updated 12/15/2023 - aligned to new LMS - Brightspace
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A-120 COPYRIGHT MATERIALS

POLICY

It is the policy of Gateway Technical College to assist and encourage its faculty and staff to produce
copyrightable material in the form of computer programs, diagnostic tests, books, musical or
dramatic compositions, motion pictures, audio-visual materials, internal course materials,
paintings, sculptures, computer generated course material, or other works, which will be referred to
throughout this policy statement as “creative works.” This policy is intended to provide an
incentive for creative intellectual effort; to protect and promote traditional academic freedom in
matters of publication; to balance the equitable rights of employees, sponsors, and the College;
and to ensure the dissemination of creative works for the public benefit.

APPLICABILITY OF THE POLICY

This policy applies to all copyrightable material developed by employees of the College not
otherwise designated within the collective bargaining agreements.

CATEGORIES OF CREATIVE WORKS
Creative works are defined as follows.
1. Individual Works
Copyrightable creative works produced by employees of the College shall be the property of
those employees if there is no significant use of college personnel or facilities (Libraries and
Internet access excluded) and the materials are not prepared pursuant to the terms of a contract
or grant as specific assignment. A faculty member’'s general obligation to produce scholarly
and creative works does not constitute a “specific assignment.”
2. College-Assisted or College-Assigned Works
a. Copyrightable creative works produced by employees shall be the property of the College if
there is significant use of college personnel or facilities. Significant use includes the use of
clerical and other staff and the use of college equipment in preparing the creative work.
b. The College reserves the right to obtain copyright in its name for college-assisted works.
3. Sponsor-Supported Works
Ownership of copyrightable creative works developed as a result of work supported partially or
fully by an outside agency through a contract or grant with the College shall be disposed of in
accordance with the terms of the contract or grant. In the absence of such terms, the material
shall be the property of the College, and net royalties received by the College will be distributed
as described in the preceding section.

PROCEDURE
1. As soon as reasonably possible in each case, the president or designee shall be informed
of all creative works produced by college employees other than individual works. The
president or designee shall be kept fully informed, in writing, of the progress of such works.

The president or designee shall determine in which category a particular creative work belongs,
and shall determine in whose name the work shall be copyrighted unless the work is an individual
work. For all works in which the employee has full ownership, the employee shall execute all
documents, including copyright applications, assignments, and other instruments which are
necessary to carry out the provision of this policy. For all works in which the College has the entire
interest, the College shall execute all necessary documents.

Adopted: October 20, 2009 (responsible department: Academic Affairs)

Supersedes: December 18, 1997 Reaffirmed &/or Updated: July 2012; June 28, 2006; January 2001 o~
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A-130 ADVISORY COMMITTEES

POLICY

Advisory committees provide Gateway Technical College with valuable advice on current labor
needs, future trends and appropriateness of the outcomes of our educational programs and
services. Thus, the college must be attentive and responsive to the views expressed by members
of business, industry, and labor in the Gateway District.

PROCEDURE
Scope of Responsibilities

1. Advisory committees provide the college with information and advice to enhance its
educational programs and plans from their perspective as current practitioners in
the fields for which Gateway educates students.

2. Advisory committees are also asked to endorse modifications to the program
curriculum proposed by the college, program vitality plans, and some grant
applications to ensure they are aligned with the needs of our employers.

Committee Structure

1. Each occupational program shall have one and only one advisory committee. If two or more
programs share a substantial number of courses (such as an embedded diploma program
and its parent program) or prepare graduates for similar occupational outcomes, the
programs may request approval to share a single advisory committee.

2. A minimum of nine advisors representing the three counties of the District will be
maintained as active members of the advisory committee. Advisors who do not attend
meetings or communicate with the college are considered inactive and are replaced.

3. The program’s dean (hereafter, “the dean”) and a program effectiveness coordinator
(curriculum committee chair) shall serve as ex-officio, non-voting resource members of the
committee.

4. Each advisory committee shall select a chairperson from the voting members. The chair
serves a one-year renewable term. Committees are encouraged to rotate these
responsibilities. The chairperson works with the dean to set the meeting agenda and lead
the advisory committee meetings.

Membership

1. Appointment to the advisory committee is approved by the Gateway Board of Trustees
based on the recommendation of the administration. An effort will be made to ensure a
balance of employer and employee, male and female, minority and geographic
representation. Advisors may come from organizations and associations of each
occupation. Alumni are encouraged to serve as advisors.

2. Advisors must meet the following qualifications for membership:

a. Advisors must be employed in or affiliated with the occupation.

b. Advisors must be employed in or be residents of the Gateway District.
c. Advisors must not be full-time Gateway faculty members.

d. Advisors must not be enrolled in the program which they are advising.

3. [fthe pool of available advisors is limited by the specialized nature of the occupation, the
District may appoint non-residents and/or adjunct instructors to the advisory committee. Such
exceptions will be documented to avoid conflicts of interest.

4. Inorder to provide an on-going rotation of fresh perspectives to the college, new
advisors are recruited annually, and advisory committee members are appointed
for two-year renewable terms. Programs should strive to add new members to

reflect changes in the local industry and workforce. o~
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Meetings

1.
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Each advisory committee must meet frequently enough to accomplish its agenda for the
year. The District recommends a minimum of two meetings per academic year, in different
semesters.

. For items requiring endorsement, five of nine advisory committee members (or a simple

majority of active advisory committee members for larger committees) must be present to
vote, and a simple majority of those present is necessary to make an endorsement. If fewer
members are present and voting, more evidence of support may be requested or required
for WTCS processes.
Additional events for advisors, such as orientations, industry summits, reverse job fairs, or
recognition events, may be scheduled by the college on an as-needed basis. These do not
substitute for the two regular meetings required.
Advisory committee meeting dates and times must be provided to the office of Institutional
Effectiveness Division a minimum of 30 days in advance of the meeting. Upcoming
meetings will be announced to the college community.
The maijority of the advisory committee meeting should involve advice and discussion by the
advisors related to the current trends, changes, and needs of their field as well as
discussion and endorsement of program developments. Presentations by Gateway staff
should provide context for advisors’ discussion.
Each meeting will include discussion of the college report, which is provided to advisors
before the meeting. The purpose of the college report is to inform advisors about
developments in the program, the school, and the college that are relevant to advisors’ roles
or requested by advisors. The report should minimally include

a. Follow-up to past advice and items from prior meetings

b. Updates on program enrollment, student learning assessment results/plans, and

progress on program vitality (each semester)

c. Opportunities for involvement (internships, guest speaking, donations, etc.)

d. Other information requested by advisors
Programs are encouraged to provide information to advisors between meetings to keep
them engaged with the program.
The following agenda format will be followed at all meetings. The agenda lists
all items of business and is prepared by the committee chairperson and the dean prior to
the advisory committee meeting. The agenda should include enough information to convey
what is expected at the meeting. Advisors will receive the agenda, the previous meeting’s
minutes, and the college report at least two weeks prior to the meeting.

Name of Committee

AGENDA

. Call to Order and Roll Call/Introductions
. Approval of Minutes (copy attached)
3. Advice from Advisors - topics may include:
Workforce Needs/Trends
Technology/Equipment Trends
Certification, Licensure, and/or Regulatory Changes
Overall Industry Outlook/Direction
. Other advice requested by the program
4. College Report

a. Questions/discussion from advisors

b. Student Report (minimum once per year by current program student(s))
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5. ltems for Endorsement:
a. Curriculum Modifications (if any)
b. Program Vitality Plan (year one of 3-year cycle)
c. Learning Environment (once per year, coinciding with lab tour)
d. Grant applications and outcomes (if required)
6. Requests/action steps for future meetings
7. Scheduling of Next Meeting
8. Adjournment

8. The dean or the advisory committee chairperson shall conduct the meeting according to the
agreed-upon agenda. The dean and the program effectiveness coordinator act as resources
for the committee’s discussion, particularly regarding reports on program activities.

9. Advisory committee meetings are open to all members of the Gateway community.
Non-committee members may observe but do not participate in the meeting discussion.
Observers may be invited to speak on matters relevant to the published agenda at the
discretion of the committee.

10. The dean will designate a Gateway employee who shall record the minutes of the meeting,
and the dean will review and submit them to the office of the Institutional Effectiveness
Division no later than two weeks after the meeting date so they may be forwarded to the
WTCS Education Director. Minutes that do not meet the college’s minimum requirements for
format and content will be returned to the program for revision. The minutes should be written
to protect confidential or proprietary information at the request of advisors and may
summarize rather than detail employer input. Deans may wish to send minutes to advisors
after the meeting as well.

Orientation

1. Each advisory committee member will be oriented to this policy and the procedures of
advisory committees by the dean prior to his or her first advisory committee meeting.

2. Eachadvisory committee member will receive an advisory committee handbook.

»”’
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Adopted:  October 20, 2009 (responsible department: Institutional Effectiveness)
Supersedes:  July 2012; July 10, 2006; July 25, 2005
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A-140 ONLINE LEARNING

POLICY

Gateway Technical College recognizes the value of well designed and effectively delivered online
instruction and student support to increase learning opportunities for our student body. Online
delivery complements the college’s other traditional and alternative delivery methods to meet the
needs of all learners.

PROCEDURE

Definitions

1. Online delivery (also referred to as ‘Internet Delivery’) refers to course sections in which one
hundred percent (100%) of learning and assessment activities are conducted through the
college’s approved learning management and delivery systems via the Internet and no learning
or assessment activities require physical presence at a campus location or availability for
synchronous learning activities. Optional synchronous activities should include alternative
means of reviewing content for those unable to attend.

2. Inaccordance with division accessibility plants, materials used in online courses must meet
Section 504 of the Rehabilitation act and ADA requirements so that they are accessible, to the
fullest extent possible, to students with visual, auditory, and other disabilities, including those
who use adaptive technology. All videos must be captioned and documents (Word, PDF, etc.),
slides and other presentation materials and programs must be developed with accessibility in
mind.

3. A program will be designated as ‘online’ when one hundred percent (100%) of required
courses are available via online delivery as defined above and all other activities required to
complete the program can be completed without physical presence at a campus location.

4. Other forms of traditional and alternative delivery that use the college’s approved learning
management system or other distance technologies but do not meet the one hundred percent
(100%) standard are not considered online delivery.

5. Any student who completes seventy-five percent (75%) of his or her program requirements,
excluding electives, through online delivery will be considered an “online student” for the
purposes of program evaluation and assessment of student learning.

Decisions

The decision to offer a course online will be made by the division dean, following a

recommendation from the program curriculum committee. The decision to offer an entire program

online will be made by the executive vice president/provost following a recommendation from the
division dean and program curriculum committee. Decisions will be based on the following
criteria:

1. Offering must be consistent with District strategic goals for instruction.

2. Offering must be part of a documented overall divisional and/or departmental plan for

instructional delivery.

3. Offering must have a defined target audience of learners.

4. Resources identified as necessary to online offering must be within the available human and
financial resources of the District.

5. Program faculty must have input in the planning and decision process.

Curriculum Development

1. Course sections delivered online must use the same competencies, performance standards,
and learning objectives as traditional sections. Conditions for demonstrating performance will
be modified to include online options by the curriculum office.

2. Division deans will encourage all interested program faculty to collaborate in a team
environment on the development of learning activities, assessment activities, scoring guides.

and instructional materials.
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3. Division deans will confirm that curriculum products meet all criteria on the college’s Distance
Learning Quality Standards checkilist.

Faculty Training

Faculty training for instructors of online sections must be completed before teaching any online

course, except as provided in the bargaining unit agreement. Training will include both

pedagogical and technical requirements for successful online delivery.

Student Success and Feedback

1. Students registering for online sections will be required to complete an orientation which will
include learning style assessment, computer literacy assessment, basic functions of the
learning management system, and strategies for successful online learning or to demonstrate
mastery of this material through an alternate form of evaluation.

2. All students in online sections will be given the opportunity to complete a course evaluation,
which will be administered following the same procedures as traditional course evaluation.

Evaluation and Assessment

1. Program performance measures within the college’s program evaluation model will be
reported separately for online and onsite students and courses whenever possible. Programs
will address discrepancies between program improvement activities.

2. Programs will be required to sample online sections as well as traditional sections when
completing their Student Learning plans. Programs that are onsite and fully online will be
required to report separate learning results for online students and onsite students along with
their total program learning results. Programs will be required to address discrepancies
between learning results for online and onsite students in their annual program improvement
activities.

Adopted: March 16, 2009
Supersedes: November 13, 2006
Reaffirmed &/or Updated: July 2012; May 15, 2019 (accessibility information added)
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A-150 INSTRUCTOR QUALIFICATIONS

POLICY

Gateway Technical College instructors will meet all requirements for occupational experience and
academic credentials to deliver high-quality education to our community. Gateway’s instructor
qualifications policy applies to all instruction wherever and however it is delivered.

PROCEDURE
1. The college maintains a master list of faculty qualifications specific to each program. These
qualifications are determined by deans and program faculty. These qualifications are included
in all faculty job postings. Deans review and update the list before a faculty position is posted.
The Executive VP - Academic Affairs conducts an annual review of faculty qualifications with
the assistance of the deans and the college’s Accreditation Liaison Officer.
2. Faculty employed by Gateway teaching credit courses, Adult High School (AHS), Adult Basic
Education (ABE), English Language Learning (ELL), and developmental/remedial courses will
meet the required qualifications of the Wisconsin Technical College System's (WTCS) Faculty
Quality Assurance System (FQAS).
a. Initial Qualification
1) Atthe time of hire, faculty will demonstrate completion of the required academic
credentials, licenses or certifications specified in the job posting or equivalent tested
experience. All job postings will at minimum meet the requirements of FQAS contained
in the college's FQAS plan, which include the faculty qualification requirements of the
Higher Learning Commission. Appropriate credentials are determined locally by deans
with the input of program faculty and the approval of the Executive VP - Academic
Affairs. Faculty employed by Gateway in occupational programs must demonstrate
completion of the occupational experience required by FQAS, that is, 4,000 hours of
relevant paid non-teaching experience in the occupation being taught, with 2,000 hours
occurring within 5 years prior to date of hire. Two years of post-secondary teaching
within 5 years prior to date of hire may substitute for the 2,000 hours of work experience
during that time. Appropriate occupation experiences are determined locally by deans
with the input of program faculty and the approval of the Executive VP - Academic
Affairs.

2) Initial qualification is documented by the Human Resources division during the hiring

process.

b. Full Qualification - Faculty will achieve full qualification by demonstrating attainment of the
four competencies required by FQAS within three (3) years from hire date for regular
faculty or five (5) years from date of hire for adjunct faculty. Competence can be
demonstrated by completing designated training programs and courses offered by
Gateway or other technical colleges or through evaluation of prior learning. Full qualification
is determined and monitored by the Employee Learning department and documented in
the college's training management system.

c. FQAS Professional Development - Fully qualified faculty will maintain an FQAS
Professional Development Plan in conjunction with their faculty performance evaluation.
The plan will contain goals and annual activities to maintain the instructor's knowledge and
skills in his or her subject area of instruction and in the four FQAS competency areas.
FQAS Professional Development plans are approved and monitored by the deans
supervising the faculty.

»”
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3. Faculty employed by the Wisconsin Department of Corrections (DOC) teaching Gateway
credit courses in correctional facilities have the same initial qualification and full qualification
requirements as above as agreed upon by WTCS and DOC. Deans and DOC
management collaborate on posting qualifications. Currency requirements are defined by
each correctional facility.

4. High school instructors teaching Gateway credit courses in the high school (transcripted
credit instructors) are not required by WTCS to meet the qualifications of the Faculty Quality
Assurance System (FQAS). Nevertheless, transcripted credit instructors meet a standard of
credentials and/or tested experience equivalent to other Gateway instructors. The following are
required:

a. Atthe time of assignment, transcripted credit instructors will demonstrate completion of the
required academic credentials, licenses or certifications, and/or equivalent tested
experience specified by the college, which meet the minimum faculty qualification
requirements of the Higher Learning Commission. Appropriate credentials are determined
locally by deans with the input of program faculty and the approval of the Executive VP -
Academic Affairs. Given the basic, introductory nature of transcripted credit courses and
the traditional preparation of high school instructors, Gateway considers a
discipline-specific education bachelor's degree AND appropriate tested experience (see
section 6) to be the equivalent of a discipline-specific bachelor's degree for transcripted
credit instructors.

b. Initial qualification is documented by the Human Resources division during the
assignment process.

c. Transcripted credit instructors are required to have a Department of Public Instruction
license appropriate to their grade level and subject area. The requirements to earn and
maintain the DPI license are considered equivalent to the competencies and currency
requirements met by Gateway faculty (see 2b and 2c above).

5. Faculty teaching adult continuing education (ACE) courses will demonstrate completion of
the required academic credentials, licenses or certifications, and any required occupational
experience specified in the job posting.

6. Where allowed by accreditors and the WTCS, the college may substitute relevant tested
experience for earned credits or credentials or other requirements during the hiring process.
Tested experience refers to skill sets, certifications, additional credentials, and/or hours of
experience outside the classroom in real-world situations relevant to the discipline. Faculty
meeting discipline-specific special accreditation standards (e.g., ACBSP) will be considered
qualified through tested experience (see section 8). Tested experience for transcripted credit
instructors may also include college-level professional development experiences, activity in
subject-related professional organizations, leadership in subject-specific student organization
management, or evidence of student achievement on college-level tests (in combination with
other tested experience but not as the only tested experience). Allowable tested experience is
determined by the program dean and approved by the Executive VP - Academic Affairs. The
specific allowable tested experience is added to the college's master list of faculty
qualifications.

7. Faculty teaching courses using the following alternative delivery methods are required to
have specialized training related to the pedagogy and technology pertinent to that mode of
delivery and/or successful prior experience instructing in that delivery method: Accelerated,
Blended, Blocked, On-demand, Online, and Videoconference. Endorsements for these modes
of delivery will be monitored and maintained by the Employee Learning department and
documented in the college's training management system.
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8. Faculty teaching in programs with specialized accreditation or licensure are required to
meet the minimum credential and experience requirements prescribed by the accreditor or
licensing agency.

9. For hiring purposes, the college considers an associate’s degree and four years (8,000 hours)
of occupational experience or no degree and seven years (14,000 hours) of occupational
experience to be equivalent to a bachelor’'s degree. Any use of equivalencies or alternative
qualifications must be approved in writing by the Dean and the Executive VP - Academic
Affairs.

10. Faculty who fail to maintain appropriate qualifications will not be assigned to teach for the
college.

Adopted:  June 25, 2018 (responsible department: Institutional Effectiveness)
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Gateway Technical College

A-160 FREEDOM OF EXPRESSION IN TEACHING AND LEARNING

POLICY

In the tradition and pursuit of truth through knowledge, Gateway Technical College encourages its

faculty to present subjects in a way they feel best promotes effective student learning and
engagement.

PROCESS

In the Teaching and Learning process, faculty are expected to:
1. Adhere to the college-approved curriculum

Meet all the required course learning outcomes and competencies
Align discussion topics with the course content and learning objectives
Uphold high ethical standards and the Employee Code of Conduct
Following existing:

a. College policies

b. College procedures

c. Departmental Guidelines

d. Employee and Faculty Handbooks

e. Student Handbook and Code of Conduct

6. Create a positive educational environment free from harassment, discrimination, and
retaliation

7. Protect rights to free expression and thought

A

The academic freedom policy is intended to provide an environment where diverse ideas,
philosophies, and thoughts can be discussed free from retribution, censorship, or restriction
within the bounds noted above.

Adopted: May 28, 2018
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B-100 SURVEY ADMINISTRATION POLICY

POLICY

The Institutional Research department oversees college-wide survey research. All surveys of
significant size and scope intended for distribution to any members or prospective members of
the Gateway community (e.g. applicants, students, faculty, staff, board members, alumni,
employers, and other stakeholders) must be approved by the Institutional Research department
prior to distribution. In doing so, the Institutional Research department will employ sound research
methodology; uphold the ethical principles of human subjects research; ensure that data collected
is valid, reliable and used to inform decision-making; and minimize the burden on those
participating in the surveys.

PROCEDURES

College-wide Survey Definition

1. College-wide surveys (surveys of significant size and scope) to be included in this policy are
defined as those that include 200 or more prospective, current and/or former students; 60 or

more employees; and any surveys for which the population is randomly selected from a

population of campus constituents.

2. Excluded from this policy are:

event registration and evaluation;

point-of-service feedback;

course evaluation forms;

feedback instruments used in the evaluation of employee performance;

forms used to collect information for administrative purposes (e.g., meeting scheduling);
surveys conducted by individual faculty with the students enrolled in their courses;
surveys of a group of people who fall under the normal supervision of the person doing
the survey; and

h. student research surveys for a course in which only students in the course are
surveyed.

Survey Standards

1. The use of the name "Gateway Technical College" on a survey instrument or cover letter
implies that the survey is being conducted by the college. In order to ensure that the quality of
such surveys, the following standards must be adhered to:

a. Ifa survey project is subject to review by the Institutional Review Board (IRB), that approval
is required prior to review and approval by Institutional Research. Approval by the
Institutional Research department is not a substitute for review by the IRB (See Gateway's
Research Policy).

b. Any Gateway staff members seeking to distribute a survey under the college's name, must
have approval from appropriate college offices (Institutional Research as well as the
dean(s)/vice president(s) of affected departments) before doing so.

c. Personally identifiable information should be collected only as required in relation to the
expressly stated purpose of the research. If the survey includes the use of academic or
contact information, all provisions of the Federal Family Educational Rights and Privacy
Act (FERPA) apply. Any surveys requesting individual health information may be subject to
the requirements of the Health Insurance Portability and Accountability Act (HIPAA).

d. College resources are not allowed to be used as incentives to encourage participationin
survey. Survey incentives may be provided through other means. Survey incentives
awarded to Gateway employees must be reported to the Payroll department as they may
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be considered taxable income.
e. Surveys will be designed with accessibility in mind, including but not limited to, survey
design and the software or other method used to conduct the survey.
Role of the Institutional Research Department
1. The Institutional Research department will serve as the clearinghouse for all survey activity at
the college. In doing so, Institutional Research will:

a. Provide consultation on the development and administration of surveys and analysis of
results (strengthen survey design, assist with identification of the target population, ensure
reliability and validity, ensure that confidentiality/anonymity are appropriately handled, etc.)

b. Adhere to professional ethics and standards for survey protocols and procedures

c. Ensure that surveys requiring IRB approval have been reviewed and approved prior to

dissemination

d. Prioritize and schedule surveys based on the needs of the college, such that data collection
is timely and conducted in a manner that minimizes duplication of effort and disruption of
the educational environment

e. Minimize respondents' burden by coordinating the scheduling of surveys, identifying when
data already exists, avoiding duplication of effort, consolidating surveys when possible,
and adapting prior successful surveys, if appropriate

Adopted: December 12, 2016

Supersedes: January 2001

Reaffirmed &/or Updated: September 2, 2020; May 15, 2019; September 11, 2009; June 28,
2006
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B-110 RESEARCH POLICY

POLICY

Gateway Technical College (Gateway) supports the scholarly endeavors of students, faculty and
staff of the college as well as participation in outside research projects that are of benefit to
students and/or the college. In conducting such research, the college must ensure that the rights
and welfare of human subjects are protected, that risks have been considered and minimized, and
that research is conducted in an ethical manner and in compliance with established standards.
This policy applies to all research that would utilize Gateway students, faculty, staff, resources or
data that is not conducted directly by Gateway or an authorized agent for the purpose of internal
decision-making/institutional effectiveness.

PROCEDURE

1. Human Subjects Research-According to the Code of Federal Regulations (45 CFR 46), a
human subject means a living individual about whom an investigator (whether professional or
student) conducting research obtains
a. data through intervention or interaction with the individual, or
b. identifiable private information.

2. Research means a systematic investigation, including research development, testing and
evaluation, designed to develop or contribute to generalizable knowledge.

3. The Institutional Review Board (IRB) for Human Subjects Research at Gateway has
responsibility to oversee procedures for carrying out the college's commitment to protect
human subjects in research. The role of the IRB is to review proposed research projects that
involve the use of human subjects; ensure that the individuals involved in the project are treated
ethically; ensure that all subjects are provided with substantial information about the study and
consent to be a subject in the study; and that all private information will be handled with
confidentiality. The IRB is authorized to review, approve, require modifications in, or
disapprove research activities conducted by or through Gateway using human subjects.

4. Gateway holds a Federal Wide Assurance (FWA) through U.S. Department of Health &
Human Services Office for Human Research Protections (OHRP). As part of this Assurance,
Gateway agrees to consider all research involving the use of humans as research participants
as being subject to federal regulations regardless of the source of funding, if one or more of
the following apply:

a. The researchis sponsored by this institution, or

b. The research is conducted by or under the direction of any employee or agent of this
institution, or

c. The researchis conducted by or under the direction of any employee or agent using any
property or facility of this institution, or

d. The research involved the use of this institution's non-public information to identify or
contact human research subjects or prospective subjects.

Classroom Research

1. As a part of Gateway coursework, students may be assigned to conduct interviews, distribute
questionnaires, or engage in participant observation. If the purpose of these activities is solely
pedagogical and is not designed to contribute to a body of knowledge, the activities generally
do not meet the definition of research on human subjects and
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therefore do not require Gateway IRB approval. The course instructor is responsible for

assessing whether the classroom research activity is the kind of activity that may require

Institutional Review Board (IRB) approval. If the instructor has any doubt concerning the

classification of the activity, he/she is encouraged to consult with the Research, Planning and

Development department or complete an Exempt Protocol Summary Form for approval and

submit it along with the protocol and any accompanying consent form(s), cover letter(s), and/or

questionnaire(s) in order to obtain the guidance of the IRB regarding these activities. If the
results of any classroom research projects are to be presented at conferences, published,
used for thesis/dissertation projects, or disseminated outside of the college in any other way,

IRB approval is required prior to the start of the project.

2. Inall cases, classroom research must be supervised by a faculty member, may not include
research subjects under the age of 18 and should not involve sensitive, personal or
incriminating topics. Faculty overseeing student research projects are expected to understand
the philosophy, ethics, and practice of protecting human subjects in research; to adhere to
these principles during the conduct and supervision of classroom research projects; and to
teach these practices and principles to students.

Researchers Affiliated with College Conducting Research for Personal Educational

Purposes

1. Researchers who have an affiliation with the college and who may be pursuing advanced
degrees or seeking to conduct research using Gateway students or employees for publication
purposes or other purposes not funded or sponsored by the college, must have approval in
advance from the Research, Planning & Development department. Researchers should
submit the following items to the associate vice president-Research, Planning & Development:
a. A brief description of the study, including its purpose and description of the methods used

to recruit study subjects;

b. Documentation from the supervising institution showing Institutional Review Board (IRB)
approval to conduct the research;

c. The information that will be sent/read to participants including an explanation of the
purpose of the research; informed consent documents; how the welfare and privacy of the
research subjects will be protected; and who the participants need to contact regarding
concerns about the research;

d. The projected beginning and end dates of the research.

2. All approved research conducted by those affiliated with the college is the responsibility of the
researcher(s) making the request and there is no expectation that additional college
resources, beyond the review of the documentation submitted, will be expended on the
research unless prior approval is received from the president or a vice president.

3. Review and approval by Gateway's IRB is required, even if the research under consideration
that involves human subjects has been approved by an IRB at another institution.

Researchers not Affiliated with the College

1. Individuals or groups not affiliated with the college who wish to conduct research using
Gateway students, employees, or data must submit a written request to the dean or vice
president of the division(s) that will be involved in the research. If the dean or vice president
deems that the research is of benefit to students and/or the college and will not cause undue
burden to students or staff, he/she will forward the research request to the associate vice
president-Research, Planning and Development for review and approval or consideration by
Gateway's IRB, if appropriate. The request must include:
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a. A brief description of the study, including its purpose and description of the methods
used to recruit study subjects;

b. Documentation from the supervising institution showing Institutional Review Board (IRB)
approval to conduct the research;

c. The information that will be sent/read to participants including an explanation of the
purpose of the research; informed consent documents; how the welfare and privacy of the
research subjects will be protected; and who the participants need to contact regarding
concerns about the research;

d. The projected beginning and end dates of the research.

e. Identification any resources expected to be provided or costs to be incurred by Gateway.

2. Approval of external research requests does not imply endorsement of the study by the
college.

3. The activities of the college have priority over all external research requests. Any proposed
research that may directly or indirectly interfere with the college's research projects or the
college's ability to carry out operations will be denied.

4. As a general rule, student participation in research studies will be voluntary and class time will
not be used for any external research activities unless participation in the research is both
educationally valuable and related to the course content. Additionally, the researcher must
agree to the following conditions of approval:

a. The researcher assumes all responsibility for the welfare and privacy of research subjects.

b. Gateway will not provide a researcher with any identifiable student record data except
Directory Information as allowed by Federal Family Educational Rights and Privacy Act
(FERPA) and Gateway policy.

c. Ifuse of class time is approved, the researcher is responsible for securing the approval of
the faculty members teaching those classes prior to conducting the research.

d. Allexternal research will be conducted to the highest ethical standards. Gateway students,
faculty and staff participating in the research must be fully informed as to the purpose of the
research, risks and benefits, what participation will entail, give their consent to participate,
and be free to withdraw from the research at any time.

e. Gateway, its students, faculty, and staff involved in external research will not be identified
when findings are presented or published.

f. The researcher will provide a written summary of the results to the college.

Research Involving Animals

1. The U.S. Department of Agriculture (USDA) Animal Welfare Act and the National Institutes of
Health (NIH) Public Health Service Policy on the Humane Care and Use of Animals require
that institutions conducting research with animals establish an Institutional Animal Care and
Use Committee (IACUC). Gateway's IACUC is responsible for oversight of the animal care
and use program and its components as described in the Public Health Service (PHS) Policy
on Humane Care and Use of Laboratory Animals and the Guide for the Care and Use of
Laboratory Animals. The IACUC oversees the specific use of animals by formally reviewing
animal use protocols. Researchers affiliated with Gateway who are planning to utilize animals
in research should contact the Chair of the Veterinary Sciences program for information on
obtaining IACUC approval prior to beginning activities.

Adopted: December 12, 2016 (responsible department: RP&E)
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C-110 GRANT MANAGEMENT

POLICY

Gateway Technical College actively seeks out grants in order to maximize the delivery of its
programs and services and to lead in the economic development of the region. Grants must be
managed in accordance with state, Federal, and other funding agency requirements.

PROCEDURE

1. Grant development and management is coordinated by the Grants Office. No individual within
the college may apply for a grant on behalf of the college without following this procedure.

2. Requests to develop grants for funds made available through the Wisconsin Technical College
System and from all other sources are to be submitted to the Grants Office with the approval of
a dean, vice president, or higher administrator.

3. The college may choose not to pursue a grant opportunity on the basis of the
mission-appropriateness of the grant activities as well as the amount of financial, physical, and
human resources the grant would require. In addition, grant applications that do not meet
quality standards will not be submitted.

4. Grant applications must be approved by the Grants Office. Grant budgets must be approved
by the Business Office before submission.

5. Successfully awarded grants will be assigned to an administrator, who will be responsible for
managing project activities and submitting all necessary reports to the Grants Office. Grant
activity completion and reporting requirements will be monitored by the Grants Office. Grant
revenues, expenditures, and financial reporting will be monitored by the Business Office.

6. Additional policies and procedures for grant development are contained in the Grants Policies
and Procedures Manual.

Adopted: May 10, 2010
Supersedes: September 5, 2006, July 27, 1998
Reaffirmed: December 20, 2023; September 16, 2019; October 21, 2009
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C-110a FINANCIAL MANAGEMENT

POLICY PURPOSE/SCOPE

To ensure that the financial management of federal grant awards or programs awarded to the college is in
accordance with Generally Accepted Accounting Principles (GAAP) applicable to governmental entities and with the
Wisconsin Technical College System Financial & Administrative Manual (WTCS FAM) by employing standard
financial management practices for all grants. This includes effective control over and accountability for all funds,
property and other assets along with adequately safeguarding all assets and assuring that they are used solely for
authorized purposes. This policy governs the financial management of all grant awards.

PROCEDURES

1. The college must expend and account for Federal awards in accordance with state laws and procedures for
expending and accounting for state funds.

2. The financial management system, including records documenting compliance with Federal statutes,
regulations, and the terms and conditions of the Federal award, must be sufficient to permit the preparation of
reports required by general and program-specific terms and conditions and the tracing of funds to a level of
expenditures adequate to establish that such funds have been used according to the Federal statutes,
regulations, and terms and conditions of the Federal award. To accomplish this, the College's financial
management system will include the following:

a. Identification in its accounts of all federal awards received and expended
b. Identification of federal programs under which awards were received, including

1) Assistance Listing program title and number

2) Federal award identification number and year

3) Pass-through entity, if applicable

Accurate, current, and complete disclosure of the financial results of each federal award or program.

Records that adequately identify the source and application of funds for federally-funded activities.

Effective control over and accountability for all funds, property, and other assets.

Comparison of actual expenditures with budget amounts for each federal award.

™o a0

Adopted:  June 27, 2016 (responsible department: Business Office/Grant Accounting Manager)
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C-110b ALLOWABLE COST POLICY

POLICY
The purpose of this policy is to ensure compliance with the Uniform Grant Guidance cost
principles. This policy governs all costs charged to grants.

PROCEDURES

Grant Charges

1. All grant charges must be allocable to the grant, necessary and reasonable, and
adequately documented.

2. Charges must conform to applicable limitations/exclusions, Gateway policies, Generally
Accepted Accounting Principles (GAAP), and requirements for prior approval from the grantor.

3. Costs cannot be charged to anywhere else.

Necessary and Reasonable

1. Costs charged to grants must be necessary in order to carry out the program.

2. A costis reasonable if inits nature and amount, it does not exceed that which would be
incurred by a "prudent person under the circumstances." The following factors are reviewed to
determine reasonableness:

a. Ordinary and necessary expense

b. Use of sound business practices

c. Arm's-length bargaining

d. Adherence to federal, state and local laws and regulations
e. Facts and circumstances surrounding the cost

f. Justification for exceptions

Conform to Limitations/Exclusions

Costs charged to grants must conform to any limitations or exclusions set forth in the grant

agreement or in Federal Cost Principles.

Consistent with Organizational Policies

All Gateway Technical College policies related to expenses and procurement apply to grant costs.

Consistently Treated in Accordance with GAAP

Costs are consistently treated through the application of Generally Accepted Accounting

Principles.

Not Charged Elsewhere

Costs charged to a grant cannot be included as a cost or used to meet cost sharing or matching

requirements of any other federally-financed program in either the current or a prior period.

Adequate Documentation

Adequate documentation of grant costs must be provided to the Business Office in accordance

with Gateway's policies and procedures.

Prior Written Approval

Grant costs must be reviewed with grant agreements to determine if prior approval or advance

understanding from the granting agency is required.

Allocable

Costs must be incurred specifically for the grant. Costs are charged to grant(s) in proportion to

the benefit to the grant.

Adopted: June 27, 2016 (responsible department: Grants Office)
Reaffirmed &/or Updated: December 20, 2023
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C-110c CONFLICT OF INTEREST IN FEDERALLY FUNDED PROJECTS
POLICY

The purpose of this policy is to protect the integrity of federally-funded grant projects by managing, reducing or
eliminating potential conflict of interest. Gateway’s Employee Handbook outlines Conflict of Interest policies which
apply to all employees with regard to personal benefit, outside employment, acceptance of gifts, and use of position.
Additionally, employees who are designated as grant managers, project directors, principal investigators, or
co-principal investigators, and other key personnel on federal grants are disclose significant financial interests
annually or as new potential conflicts arise. This includes grants funded directly by federal agencies as well as those
that “pass through” other entities, or are sub-granted to Gateway.

PROCEDURE
1. Submission of the Financial Disclosure Form for Federally-funded Grants

a. To ensure satisfactory compliance with the conflict of interest mandates under Federally-funded grants,
Gateway employees who serve as key personnel on federal grant applications must complete the Financial
Disclosure to Awid Conflict of Interest in Federally-funded Projects form.

b. Key personnel are those individuals responsible for the design, conduct, or reporting of research or
education activities funded or proposed for funding by a federal grant.

c. The form must be completed and submitted to the Grants Office prior to the submission of a proposal and
updated if needed prior to the expenditure of any grant funds. Once the grant period begins, the form must
be updated on an annual basis or when those key personnel know of new reportable significant financial
interests. Significant financial interest includes anything of monetary value received from non-Gateway
sources which could potentially appear to affect the project, including but not limited to:

1) Salary or other payments for senices (e.g. consulting fees or honoraria) anticipated over the next 12
months which when aggregated for the investigator and the investigator's spouse and dependent
children exceed $10,000

2) Equity interest (e.g. stocks, stock options or other ownership interests) that when aggregated for the
investigator and the investigator's spouse and dependent children exceed $10,000 in value or represent
more than a 5% ownership interest in any single entity

3) Intellectual property rights (e.g. patents, copyrights and royalties from such rights)

4) Participation (as an officer, director, partner, trustee, employee, advisory board member, or agent) in
any entity funding or providing goods and senvices to a project

5) Other significant financial interests

2. Disposition of the Forms

a. Once the forms are completed and submitted to the Grants Office, the Associate Vice President-College
Excellence will review them for potential conflict of interest.

b. If a potential conflict of interest is present, the Associate Vice President-College Excellence will confer with
the Executive Vice President of Academic Affairs and the CFO & VP of Administration for further review and
to recommend action.

c. Those Gateway Technical College personnel will work with the staff member as needed to manage, reduce
or eliminate potential conflicts and will report conflicts to funding agencies as required.

d. The Grants Office will retain records of all financial disclosures and all actions taken by Gateway Technical
College with respect to each conflict of interest for at least three years from the close of the grant.

3. Any Gateway employee who knows of, or could reasonably have been expected to know of, and deliberately
fails to disclose a potential conflict of interest shall be subject to disciplinary action ranging from reprimand to
discharge.

Adopted: June 27, 2016 (responsible department: Grants Office)
Supersedes:
Reaffirmed &/or Updated: December 20, 2023
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C-110d MANDATORY DISCLOSURES

POLICY PURPOSE/SCOPE
The purpose of this policy is to ensure timely disclosure of any violations of criminal law affecting
Federal grant awards. This policy governs all Federal grant awards.

PROCEDURE

1. Gateway Technical College (Gateway) must disclose, in a timely manner, in writing to the
awarding agency or pass-through entity, all violations of Federal criminal law involving fraud,
bribery, or gratuity violations potentially affecting a Federal grant award.

2. Upondiscovery, any employee who becomes aware of an instance of such a violation should
contact the CFO & Vice President of Administration immediately. The Human Resources
department will conduct an investigation, and if appropriate, will work with the Grants Office to
provide written notification to the appropriate agency.

Adopted:  June 27, 2016 (responsible department: Grants Office)
Supersedes:
Reaffirmed &/or Updated: December 20, 2023
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POLICY

The purpose of this policy is to comply with federal regulations, ensuring that funds provided for
participant costs are separately accounted for, and expended for appropriate and intended
objectives of the sponsored project or grant activity. Participant support costs are allowed by a
number of Federal agencies and other sponsors. Participant support costs are defined by the

Uniform Guidance:

Participant support costs means direct costs for items such as stipends or
subsistence allowances, travel allowances, and registration fees paid to or on
behalf of participants or trainees (but not employees) in connection with
conferences, or training projects.

Participant support costs are costs to support individuals who are receiving a training
opportunity as part of a workshop, conference, seminar, symposium or other short-term
instructional or information sharing activity funded by a grant. Costs may include stipends or
subsistence allowances, travel allowances, and registration fees paid to or on behalf of
participants (not employees). A participant does not perform work or service for the project or
program. The participant is not required to deliver anything or provide any service to the
College in return for these support costs. Participant support costs are budgeted in a
separate category in the application budget and must be accounted for separately.

PROCEDURE

1. Participant support costs must be explicitly identified in the budget and budget
justification. For instance, the NSF budget form has a section specifically for participant
support costs. ldentifying participant support costs ensures prior sponsor approval is
requested and, if awarded, that the Business Office sets up a separate project with
appropriate Indirect Costs.

2. Participant support costs are excluded from the Modified Total Direct Cost (MTDC)
base when calculating Indirect costs. Gateway's Business Office sets up a separate
project under the award to isolate participant support costs and to ensure that Indirect
Costs are not applied against these costs.

3. Funds provided for participant support costs that are not spent cannot be rebudgeted
for use in other categories unless prior written approval has been obtained from the
sponsor.

4. The following guidelines are generally used to determine the allowability of participant

support costs. Costs outside of these parameters are deemed allowable only with the
written consent of the sponsoring agency. In addition, individual agencies may have
specific policies restricting the use and allowability of participant support costs in which
case those guidelines are adhered to.
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Participant support costs are allowable with prior sponsor approval, per the Uniform
Guidance.

o Stipend: A stipend is a set amount of money to be paid by Gateway
Technical College directly to the participant.

o Travel: Travel includes the costs of transportation and associated travel-related
expenses and must follow sponsor guidelines as well as Gateway Technical
College policies and guidelines. The sole purpose of the trip must be to
participate in the project activity.

o Subsistence Allowance: The cost of a participant's housing and per diem
expenses necessary for the individual to participate in the project are generally
allowed, provided these costs are reasonable and limited to the days of
attendance. Participants who live in the local area are not entitled to subsistence
payments, although they may participate in meals and breaks provided at the
meeting or conference.

o Other: Certain other costs in support of the participant’s involvement may be
allowable, including training materials or laboratory supplies.

o Fees: The fees paid by or on behalf of a participant in connection with meetings,
conferences, symposia, or training projects are generally allowable costs.
Additionally, these fees may include laboratory fees and registration fees.

¢ Unallowable Participant Support Costs
Participant support costs do not include the following types of payments:

Travel for principal investigator, grant manager or project staff

Travel for a consultant providing services to the college, project, or program
Honoraria paid to a guest speaker or lecturer

Conference support costs such as facility rental or media equipment rental
Agreement with a provider for multiple training events (i.e., an ongoing contract
with specific terms and conditions)

Travel to bring collaborators together to meet and discuss the project

o Incentive payments to an individual who agrees to participate as a human subject
in a research project

O O O O O

o

5. Similar to other award-related expenses, back-up documentation must be retained for all
participant support costs. This includes a list of program participants and evidence of
attendance of participants, such as a daily log or similar documentation. This
documentation must be submitted to the Business Office when payment of the participant
support costs is requested.

6. It is not allowable to rebudget from the participant support costs category into other
grant budget categories unless prior written approval has been obtained from the
sponsor. If approval is obtained from the sponsor and funds are moved from
participant support costs into other budget categories, Indirect Costs are applied to
the rebudgeted funds as appropriate.

7. Adding a participant support component to the project after grant funds have

»”
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been awarded requires prior approval from the sponsor. The Grants Office
and Business Office work with the grant manager to submit a prior approval
request to rebudget funds for this purpose. If approval is obtained for
participant support costs, the Business Office sets up a new general ledger
number under the award in order to separately account for these costs and
apply a 0% Indirect Cost rate as required by the Uniform Guidance.

Adoption: 2019
Supersedes:
Reaffirmed &/or Updated: December 20, 2023
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C-115 GRANT EFFORT REPORTING

POLICY
Gateway Technical College requires that all salaries and wages charged to grant funded projects
are certified, consistent with federal requirements as outlined in the Uniform Administrative

Requirements, Cost Principles and Audit Requirements for Federal Awards published by the
U.S. Office of Management and Budget (OMB).

PROCEDURE

1. Employees whose time is committed in a grant project shall complete Grant Effort Reports
(GERs). The reports are required regardless of whether such time is paid directly by the grant
or is an unpaid contribution (i.e., cost match, or in-kind contribution).

2. GERs are required for any staff, exempt or non-exempt, who are compensated in part or in full
by grant funds awarded by federal agencies or other funding sources that require such
documentation. Exceptions to the GER requirement may be made in cases where alternate
documentation of time and effort exists, if that documentation is acceptable to the funder.

3. GERis a process to verify that salary and wages charged to a grant are reasonable and
reflect actual work performed, based on 100% of time expended by Gateway Technical
College employees involved in grants, contracts, and cooperative agreements. This is done
using an electronic process which is supported by internal controls (Grants Office and
Business/Finance Office).

4. Budgets and payroll distributions are estimates of how effort is anticipated to be expended;
GER reports are confirmation of the charges made to the grant. Therefore, Gateway Technical
College uses an "after-the-fact effort" reporting system. This indicates that the distribution of
salaries and wages will be supported by GERs signed by the employee and a knowledgeable
supervisor (the employee’s supervisor or the grant manager) after the work has been
completed.

5. GER Compliance Management is done on a monthly basis. Itis electronically signed and
considered a legal document in which a grant manager attests to the accuracy of the effort
spent on grants. Employees agree to maintain supporting documentation (examples: emails,
calendar or work log). The Grant Managers ensure that submissions are completed and
submitted in a timely manner.

6. The Grants Office and Business Office are responsible for the distribution, collection, and
retention of all employee GER reports. Individually reported data will be made available only to
authorized personnel and auditors.

7. The federal government can impose severe penalties and funding disallowance as a result of
missing, inaccurate, incomplete, or untimely effort reporting. Gateway Technical College
expects that employees will complete and submit effort reports in a timely manner.

Adopted: January 28, 2013 (responsible department: RP&E)
Supersedes:
Reaffirmed &/or Updated: December 20, 2023; August 28, 2019
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C-120 DISTRICT TRAVEL

POLICY

All'in-district and out-of-district travel by a Gateway Technical College (Gateway) employee must
conform to the Wisconsin Technical College System (WTCS) and Gateway Technical College
policies to ensure uniformity.

PROCEDURE
1. Authorization

a. Allreimbursements for official business travel by a Gateway employee must be approved
by the employee’s supervisor.

b. Prior authorization by the supervisor is required for travel as follows:

1) Reimbursement for travel expenses within the Gateway District (Kenosha, Racine, and
Walworth counties) does not require prior authorization of the supervisor.

2) Alltravel expenses incurred in connection with student field trips, in and out-of-district,
require prior supervisor authorization.

3) Certain travel expenses incurred outside the Gateway District require prior approval of
the supervisor. Prior approval shall be obtained by completing the “Request” in the
travel and expense software. Exception to the requirement for prior authorization for
out-of-district travel is as follows:

Prior authorization is not required for expenses incurred as a result of travel to
a WTCS District unless an overnight stay is required. All travel expenses
associated with an overnight stay in or out of the Gateway District require the
prior approval of the supervisor.

c. The supervisor will determine if any requested out-of-state travel is appropriate and
necessary to the mission and responsibility of Gateway Technical College.

d. Iftravelis funded by Employee Learning Professional Development Funds, the
Professional Development Funding Application should be completed instead of completing
the request form in the travel and expense software. The initiator should however submit an
approved copy of the applicable form with their electronic travel expense reimbursement
form.

e. Each employee must pay and claim reimbursement for only their own travel expenses.
These expenses are to be actual, reasonable, and necessary. No portion of the claim
shall have been provided free of charge, or previously reimbursed by the District, or
reimbursed by a person or organization other than the District. Whenever a required
receipt is lost, a receipt affidavit must be completed, signed and dated by the employee
and supervisor. Then attach the missing receipt affidavit to the travel expense report. The
expense report form along with supporting documentation, shall be submitted to the
supervisor for approval, and will be audited by the Business Office. The president’s and
District Board members’ expenses will be audited by the Business Office. Expenses must
be submitted for reimbursement on a timely basis, within 60 days of the transaction date.
Any expenses incurred in a given fiscal year (July 1 - June 30) must be received in the
Business Office on or before July 10 of the following year in order to be reimbursed. Any
expenses submitted after July 10 relating to the previous fiscal year will be disallowed.

f. Gateway Technical College is exempt from paying Wisconsin Sales Tax. The employee is
responsible for furnishing a copy of our tax exempt form to the hotel, etc. to avoid being
charges sales tax. If Wisconsin sales tax is charged on your travel it will be deducted from
your reimbursement.
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2. Mode of Transportation

a. Ingeneral, employees are encouraged to travel by public transportation (bus, train, or
commercial airplane). However, reasonable transportation expenses incurred on
necessary, authorized trips away from the employee’s assigned work location are
reimbursable provided an approved type of transportation is used, and all travel is made by
the most direct and safest route.

b. When a number of Gateway employees are traveling to the same destination at the same
time, it is their responsibility to arrange for pooled transportation where practicable.

3. Air Travel

a. Travel by commercial air travel shall be limited to coach.

b. When a favorable price differential exists, round trip tickets or special fare tickets will be
purchased. Premium fees such as bag overages, premium seating, in-flight entertainment,
etc., are not reimbursable expenses.

c. Flightinsurance coverage for employees is not a reimbursable expense, except for
international travel.

d. The employee’s original receipt for payment of the ticket and baggage fees must be
attached to the travel expense report or P-card statement (whichever is applicable).

e. Gateway Technical College will not reimburse employees for tickets purchased with
frequent flyer miles even if those tickets are purchased for business reasons.

4. Travel by Train or Bus
Travel by train shall be limited to coach unless overnight, where accommodations shall be
limited to roomette. Receipts must be attached to the travel expense report.

5. Taxis and Airline Limousines

Reasonable charges for taxis and airline limousines, including taxi tips at a maximum rate of

generally twenty percent (20%) of the charge, are reimbursable when other modes of travel are

not available or practical.
6. Automobile Transportation

a. Use of Gateway Vehicles by Employees
1) Gateway representatives are required to wear seat belts when operating any vehicle for

District business.

2) The Business Office will maintain a register of all District vehicles, District location and
use, insurance and licensing.
3) Each employee or student utilizing a school-owned vehicle or rental vehicle on behalf of

the college must hold a valid driver’s license. The Administration may deny the use of a

school-owned vehicle or rental vehicle to an employee or student.

b. Use of Gateway Vehicles by Students
Gateway Technical College students shall be allowed to operate Gateway-owned vehicles
for academic training purposes or Gateway-sponsored activities, e.g. field trips, only.

c. Rental Car Policy
1) College staff should utilize the College’s Corporate Account through a recommended

car rental vendor by the college’s casualty insurance carrier. This account, established

for Gateway Technical College through the Wisconsin Technical College System, takes
advantage of a negotiated lower rental rate and includes insurance coverage under the
college’s current casualty insurance policy. Itis not necessary to purchase additional
insurance coverage through the vehicle rental vendor.

a) Employees should rent the vehicle in Gateway Technical College’s name and should
refer to the college’s Business Rental Corporate Account Code. Corporate account
information and vehicle rental vendor information is available on the Gateway
Intranet or by contacting the assistant to the chief financial officer/vice president of
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administration.

b) The employee renting/driving the vehicle should use his/her name as a principal
operator.

c) Insurance coverage is automatically included under the Business Rental Corporate
Account. Additional insurance coverage should not be purchased from the car
rental establishment.

2) Please note: Gateway Technical College’s insurance carrier does not carry insurance
coverage for 15-passenger van rentals. Therefore, rental of a 15-passenger van is not
allowed-including a 15-passenger van converted with seats removed to make the van a
12-passenger van.

d. Use of Privately-Owned Vehicles

1) Privately-owned vehicles may be used when rental vehicles are not available, except by
staff/students under the age of eighteen (18).

2) Staff/students under eighteen (18) may not drive a motor vehicle for employment even if
a child labor permit was issued and a letter was presented stating that driving will be
part of the work duties. The only exemption could be an emergency where the driver
suddenly took ill and the minor drove the vehicle back.

3) Please note: Whenever an employee/student operates their personal vehicle on
College business, itis the employee/student’s personal line(s) of coverage that are
primary. Inthe event of an accident or loss involving the employee/student’s vehicle, the
employee/student’s coverage will be primary. There is potential for the
employee/student’s personal insurance deductible and limits of coverage to be placed
atrisk.

4) Employees may transport Gateway equipment not exceeding $25,000 in total value in
their personal vehicles when delivery by/with a Gateway vehicle is not possible.
Equipment should be transported directly to the location where it is needed except
when hours of operation require delivery on the following day. Equipment stored in an
employee’s vehicle overnight should be locked in the vehicle and not placed in open
view. In the event of a theft resulting in the loss of Gateway property, the college will not
file a claim against the employee's automobile insurance unless the loss is due to
employee negligence. In the event of an accident resulting in the loss of Gateway
property, the college will not file a claim against the employee's automobile insurance.
The college will not be held responsible for any damage to the interior or exterior of an
employee's personal vehicle resulting from the transportation of equipment.

5) Employees shall be reimbursed mileage at the rate established by the Internal Revenue
Service.

6) The starting point, destination, and return point must be stated daily on the travel
expense form.

7) Bridge and road tolls are reimbursable with an original receipt or an l-pass statement.

e. Traffic Violations
Any traffic citations, parking tickets, and other traffic violation expenses are the employee’s
or student’s responsibility.

f. Mileage Reimbursement

1) Normal commuting, including evenings, weekends, and holidays, is not reimbursable.
Travel expense, when considered a part of an employee’s duties, is allowable:

a) Between campuses, technology centers, and other locations

b) When traveling directly from your home to a destination other than your regular place
of employment, subtract your usual mileage to your regular place of
employment and claim the balance (if positive). In effect, the mileage you claim, in a

day, for business travel should only be the mileage that exceeds your normal round
(2

trip to and from work. For example:

Table of Contents gtc.myPolicies.com




Gateway Technical College

C-120 District Travel All Employees
Created: April 03, 2024

Total Mileage for Day = 60 miles
Less Normal Round Trip = 45 miles (miles between home & base campus)
Mileage You Claim 15 miles @current mileage rate

2) Instructor Travel: The regular rules for mileage reimbursement apply when faculty
exceed their normal round trip mileage in a single day. Mileage will be calculated
based on the location at which the majority of their work is assigned for a given
semester. For regular faculty, mileage is not reimbursed for voluntary extra
assignments; mileage will be paid for substitute teaching. Adjunct faculty are not eligible
for mileage reimbursement with the exception of adjuncts whose mileage exceeds 60
miles per day and is included in contracts for service.

3) Fully Remote Employee Travel: Fully remote employees will be assigned a base
campus and will follow the mileage reimbursement rules contained in the C-120 District
Travel policy.

4) Other Employee Travel: Mileage will be reimbursed for travel to any event the
employee attends because of his/her employment at the college (including voluntary
events). Mileage will not be reimbursed for designated video meetings.

5) Employee Learning Days: Mileage will not be reimbursed for travel to/from Employee
Learning Day or required full day all faculty professional days (April and August).

7. Meal & Incidental Expenses (M&IE) Per Diem
a. General Meal Guidelines for Travel

1) Receipts are not required except when using Grant funds. Meals purchased using
Grant funds require itemized receipts to be submitted with the Travel Expense Report in
the travel and expense software. Tips for meals are included in the meal allowance.

2) No reimbursement is allowable for the cost of alcoholic beverages.

b. In-State/Out-of-State Per Diem Daily Meal Rates

1) Meal expenses will be reimbursed based on the rate established by the U. S. General
Services Administration (GSA). Meal rates are based on the city and state to which you
are traveling. Meals, other than business meals covered below, are not reimbursable for
travel that does not include an overnight stay. Per IRS regulations, to qualify as an
exempt (non-taxable) business expense reimbursement - the employee must be away
overnight from his or her regular or principal place of residence.

2) Meal rates are found on the GSA website www.gsa.gov in the section, Travel
Resources - Per Diem Rates. Maximum meal rates allowed will be in accordance with
the GSA rates for the city or proximate area in which the employee is staying, and will
be reimbursed on a daily per diem rate basis. Tips are included in the per diem rate.

3) While certain assignments require an individual to perform a substantial amount of
in-District travel, meals during assigned normal routine periods of travel will not be
subject to reimbursement.

4) If a mealis provided as part of a hotel complimentary breakfast, sponsored training
session, conference, or meeting, the employee must deduct the per diem for the
meal(s) from their per diem for that day. If a meal is provided by a conference as part of
the registration fee and an employee elects to purchase a meal independent of the
conference, such meals will be considered a personal expense and will not be
reimbursed.

5) Seventy-five percent (75%) M&IE will be reimbursed for first and last travel days. The
first and last day of travel will be determined as the day the employee leaves home and
the day the employee arrives home. One hundred percent (100%) will be reimbursed for
the in-between days.
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The following table is an example of the 75% calculation of per diem rates. Please
visit the GSA website (www.gsa.gov) for the most up-to-date information.

GSADaily Rate $51 $54 $59 $64 $69 $74

First & Last Dayof Travel | $38.25 | $40.50 | $44.25 | $48.00 | $51.75 [ $55.50

6) Inthe event an employee travels to multiple cities and states during the same day of
travel, the meal allowance for that day will be based upon the city where the employee
spends the night.

7) Insituations where business travel is combined with personal travel, reimbursement for
meals will be limited to expenses incurred on days of official business.

Business Meals/Meetings (See Policy C-130c Purchase of Food)

1) Reimbursable business meals are defined as meals during which specific college

business takes place where a 3'd party (non-Gateway employee) is involved.

2) Reimbursable meal expenses should reflect good judgment to minimize college costs
and related taxpayer support excluding alcohol when it is deemed to be necessary,
reasonable, and business appropriate.

3) Reimbursement of meals will occur when they are an integral part of the business
meeting or activity, not as a matter of personal convenience. Staff other than the
Executive Leadership Council (ELC) members must have preapproval by their
supervisor and/or budget officer prior to the occurrence.

4) The standard maximum allowable rate for business meals/meetings is the Wisconsin
GSA individual meal rate.Temporarily, due to inflation and rising costs, there is some
flexibility granted ijn the maximum allowable rate for catered business meals/meetings
with Business Office approval required if proposed cost in excess of $20 per person.

5) ltemized receipts are required.

8. Hotel and Motel Expenses

a.

b.
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The choice of lodging shall be based on cost with consideration given to accessibility in
conducting business.

When an employee is approved by his/her supervisor to attend a specific business function
that includes staying at a particular lodging accommodation, that does not honor the GSA
rate, the employee shall be entitled to full reimbursement only if required to stay at such
lodging accommodation. This written authorization must be attached to the expense
report. If written authorization is not provided, then the maximum lodging rate is applicable.
Any amount in excess of the standard lodging allowance must be accompanied by an
explanation of the reasonableness of such expense.

When an employee is approved to attend a business function that does not specify the
particular lodging accommodations, the employee’s lodging reimbursement will be based
upon the GSA lodging rate.

If the lodging is shared, indicate the employee’s name who shared the room. One
employee will claim the entire expense.

Alllodging expenses must be supported by the itemized hotel receipt.

The standard maximum permitted amount for lodging shall be the applicable GSA Rates. If
an employee is required to stay in a city not listed in the GSA Per Diem Rates, the
applicable standard state rate shall apply.

Expenses for lodging at homes of relatives or friends are not reimbursable.

When registering in hotels or motels or signing for any official purpose, Gateway
employees shall use their business address and identification and ask for District
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discounts.
i. Gateway Technical College is exempt from paying Wisconsin sales tax.
9. Other Allowable Expenses

a. Other allowable expenses must be reasonable and necessary, the purpose of which should
be directly related to Gateway business. (See Policy C-130b, Purchasing Card)

b. Reimbursable expenses not specifically listed in the policy may include: luggage handling,
parking, taxi service, business related telephone calls, internet usage, and registration
fees. Attach receipts for all itemized expenses.

c. Tips for meals are included in the meal allowance as specified in Section 7. Tips paid for
other services must include a description of service for which a tip was paid. Tips should
be limited to a maximum of generally twenty percent (20%) of total services rendered.

10.Outside Contracted Personnel Expenses

a. Travel and meal expenses for outside contracted personnel are not subject to the
limitations imposed on college employees.

b. Alltravel and meal expenses incurred by outside persons contracted by the college shall
be reviewed and approved by the immediate supervisor before reimbursement by the
college.

c. Expenses incurred by outside contracted persons must be reasonable and necessary for
the direct purpose of the contract. Documentation of expenditures to support all travel and
meal expenses will be submitted to the immediate supervisor. Documentation shall
include the names of the individuals and companies represented, location of meeting,
costs incurred, time and date. Reimbursement for alcoholic beverages is not allowed.

11.Foreign Travel

a. Alltravel to destinations outside the United States shall be in accordance with Policy
C-120, Sections 1-10.

b. Alltravel to destinations outside the United States shall be approved by the president or
designee.

c. Business Office must be notified of all international travel prior to traveling for insurance
purposes.

d. Kfinternational travel is grant funded, verify the applicable grant guidelines before planning
the trip. Many granting agencies require specific processes and/or prior approval before
international travel is allowed.

e. Expense reports for foreign travel must be submitted in U.S. Dollars using the exchange
rate in effect during the dates of travel. Documentation indicating what exchange rate was
used to make the conversions should be submitted with the expense reimbursement form.
Currency exchange rates can be found at several web sites including www.gocurrency.com
If purchases were made via credit card, use the exchange rate provided by the credit card
company. Credit card transaction fees associated with currency conversion will be
reimbursed with appropriate documentation.

12. District Board Members and the President

a. District Board members (per Wisconsin Statutes 38.08 (4)) shall receive their actual and
necessary expenses incurred in the performance of their duties. All reimbursable expenses
should reflect good judgement to minimize District costs and related taxpayer support.
Meal expenses for meetings, socials, celebrations, etc., hosted and/or attended by the
District Board members and their invited guests, that are considered reasonable and
necessary business activity, are fully reimbursable and not subject to Travel Policy C-120.

b. The president shall receive his/her actual and necessary expenses incurred in the
performance of his/her duties. All reimbursable expenses should reflect good judgement to
minimize District costs and related taxpayer support. Travel and meal expenses for
meetings, socials, celebrations, etc., hosted and attended by the president and his/her

Table of Contents gtc.myPolicies.com ((A



http://www.gocurrency.com

P e Gateway Technical College
@  GATEWAY C-120 District Travel All Employees

Created: April 03, 2024

invited guests, that are considered reasonable and necessary business activity, are fully
reimbursable and not subject to Travel Policy C-120.

Adopted: February 15, 2022 (responsible department: Business Office)

Supersedes: January 7, 2022; June 18, 2021; June 28, 2020; June 24, 2019; May 25, 2018; June
15, 2017 (effective July 1, 2017); June 16, 2016; November 16, 2015; August 16,
2015; August 2, 2015; June 29, 2015; June 17, 2013; June 3, 2010, May 24,
2010; July 24, 2006; February 20, 2006

Reaffirmed &/or Updated: February 18, 2020; May 25, 2018; September 17, 2009
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C-125 POST-ISSUANCE COMPLIANCE POLICY FOR TAX-EXEMPT AND
TAX-ADVANTAGED OBLIGATIONS

STATEMENT OF PURPOSE

This Post-lssuance Compliance Policy (the "Policy") sets forth specific policies of Gateway
Technical College, Kenosha, Wisconsin (the "Issuer") designed to monitor post-issuance
compliance of tax-exempt obligations or tax advantaged obligations ("Obligations") issued by the
Issuer with applicable provisions of the Internal Revenue Code of 1986, as amended (the "Code"),
and regulations promulgated thereunder ("Treasury Regulations").

The Policy documents practices and describes various procedures and systems designed to
identify on a timely basis facts relevant to demonstrating compliance with the requirements that
must be satisfied subsequent to the issuance of Obligations in order that the interest on such
Obligations continue to be eligible to be excluded from gross income for federal income tax
purposes or that the Obligations continue to receive tax advantaged treatment. The federal tax
law requirements applicable to each particular issue of Obligations will be detailed in the
arbitrage or tax certificate prepared by bond counsel and signed by officials of the Issuer and the
post-closing compliance checklist provided by bond counsel with respect to that issue. This
Policy establishes a permanent, ongoing structure of practices and procedures that will facilitate
compliance with the requirements for individual borrowings.

The Issuer recognizes that compliance with applicable provisions of the Code and Treasury
Regulations is an on-going process, necessary during the entire term of the Obligations, and is an
integral component of the Issuer's debt management. Accordingly, the analysis of those facts and
implementation of the Policy will require on-going monitoring and consultation with bond counsel
and the Issuer’s accountants.

GENERAL POLICIES AND PROCEDURES

The following policies relate to procedures and systems for monitoring post-issuance compliance

generally.

1. The vice president/CFO (Compliance Officer) shall be responsible for monitoring
post-issuance compliance issues.

2. The Compliance Officer will coordinate procedures for record retention and review of such
records.

3. Alldocuments and other records relating to Obligations issued by the Issuer shall be
maintained by or at the direction of the Compliance Officer. In maintaining such documents
and records, the Compliance Officer will comply with applicable Internal Revenue Service
("IRS") requirements, such as those contained in Revenue Procedure 97-22.

4. The Compliance Officer shall be aware of options for voluntary corrections for failure to comply
with post issuance compliance requirements (such as remedial actions under Section 1.141
12 of the Regulations and the Treasury’s Tax Exempt Bonds Voluntary Closing Agreement
Program) and take such corrective action when necessary and appropriate.

5. The Compliance Officer will review post-issuance compliance procedures and systems on a
periodic basis, but not less than annually.

»”
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Issuance of Obligations Documents and Records

With respect to each issue of Obligations, the Compliance Officer will:

1. Obtain and store a closing binder and/or CD or other electronic copy of the relevant and
customary transaction documents (the "Transcript").

2. Confirm that bond counsel has filed the applicable information report (e.g., Form 8038, Form
8038-G, Form 8038-CP) for such issue with the IRS on a timely basis.

3. Coordinate receipt and retention of relevant books and records with respect to the investment
and expenditure of the proceeds of such Obligations with other applicable staff members of
the Issuer.

Arbitrage

The following policies relate to the monitoring and calculating of arbitrage and compliance with

specific arbitrage rules and regulations. The Compliance Officer will:

1. Confirm that a certification of the initial offering prices of the Obligations with such supporting
data, if any, required by bond counsel, is included in the Transcript.

2. Confirm that a computation of the yield on such issue from the Issuer’s financial advisor or
bond counsel (or an outside arbitrage rebate specialist) is contained in the Transcript.

3. Maintain a system for tracking investment earnings on the proceeds of the Obligations.

4. Coordinate the tracking of expenditures, including the expenditure of any investment earnings.
If the project(s) to be financed with the proceeds of the Obligations will be funded with multiple
sources of funds, confirm that the Issuer has adopted an accounting methodology that
maintains each source of financing separately and monitors the actual expenditure of
proceeds of the Obligations.

5. Maintain a procedure for the allocation of proceeds of the issue and investment earnings to
expenditures, including the reimbursement of pre-issuance expenditures. This procedure shall
include an examination of the expenditures made with proceeds of the Obligations within 18
months after each project financed by the Obligations is placed in service and, if necessary, a
reallocation of expenditures in accordance with Section 1.148-6(d) of the Treasury
Regulations.

6. Monitor compliance with the applicable "temporary period" (as defined in the Code and
Treasury Regulations) exceptions for the expenditure of proceeds of the issue, and provide for
yield restriction on the investment of such proceeds if such exceptions are not satisfied.

7. Ensure that investments acquired with proceeds of such issue are purchased at fair market
value. In determining whether an investment is purchased at fair market value, any applicable
Treasury Regulation safe harbor may be used.

8. Avoid formal or informal creation of funds reasonably expected to be used to pay debt service
on such issue without determining in advance whether such funds must be invested at a
restricted yield.

9. Consult with bond counsel prior to engaging in any post-issuance credit enhancement
transactions or investments in guaranteed investment contracts.

10. Identify situations in which compliance with applicable yield restrictions depends upon later
investments and monitor implementation of any such restrictions.

11.Monitor compliance with 6-month, 18-month, or 2-year spending exceptions to the rebate
requirement, as applicable.

12.Procure a timely computation of any rebate liability and, if rebate is due, to file a Form 8038-T
and to arrange for payment of such rebate liability.

13. Arrange for timely computation and payment of "yield reduction payments" (as such termis
defined in the Code and Treasury Regulations), if applicable.
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Private Activity Concerns

The following polices relate to the monitoring and tracking of private uses and private payments

with respect to facilities financed with the Obligations. The Compliance Officer will:

1. Maintain records determining and tracking facilities financed with specific Obligations and the
amount of proceeds spent on each facility.

2. Maintain records, which should be consistent with those used for arbitrage purposes, to
allocate the proceeds of an issue and investment earnings to expenditures, including the
reimbursement of pre-issuance expenditures.

3. Maintain records allocating to a project financed with Obligations any funds from other sources
that will be used for otherwise non-qualifying costs.

4. Monitor the expenditure of proceeds of an issue and investment earnings for qualifying
costs.

5. Monitor private use of financed facilities to ensure compliance with applicable limitations on
such use. Examples of potential private use include:

a. Sale of the facilities, including sale of capacity rights;

b. Lease or sub-lease of the facilities (including leases, easements or use arrangements for
areas outside the four walls, e.g., hosting of cell phone towers) or leasehold improvement
contracts;

c. Management contracts (in which the Issuer authorizes a third party to operate a facility,
e.g., cafeteria) and research contracts;

d. Preference arrangements (in which the Issuer permits a third party preference, such as
parking in a public parking lot);

e. Joint-ventures, limited liability companies or partnership arrangements;

f.  Output contracts or other contracts for use of utility facilities (including contracts with
large utility users);

g. Development agreements which provide for guaranteed payments or property values
from a developer;

h. Grants or loans made to private entities, including special assessment agreements; and

l.  Naming rights arrangements.

Monitoring of private use should include the following:

a. Procedures to review the amount of existing private use on a periodic basis; and

b. Procedures for identifying in advance any new sale, lease or license, management
contract, sponsored research arrangement, output or utility contract, development
agreement or other arrangement involving private use of financed facilities and for
obtaining copies of any sale agreement, lease, license, management contract, research
arrangement or other arrangement for review by bond counsel.

If the Compliance Officer identifies private use of facilities financed with tax exempt or tax
advantaged debt, the Compliance Officer will consult with the Issuer’s bond counsel to determine
whether private use will adversely a