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ERIE COMMUNITY 
COLLEGE POLICY 

NUMBER 
I - B 

Philosophy & 
Mission 

APPROVED 
9/00, 3/09 

SUBJECT 
Mission, Vision, Core Values, and Institutional 
Goals 

Purpose – To define the Vision, Mission, Core Values and Institutional Goals of Erie 
Community College.  
________________________________________________________________________ 

VISION 
SUNY ECC strives toward a future where education is accessible and convenient to all, 
and where students can acquire specific competencies, college credit or a degree along 
with resources to achieve their goals. 

MISSION 
SUNY Erie Community College meets the needs of a diverse student body and 
contributes to regional economic vitality by providing excellent, flexible, affordable and 
accessible educational programs in a multi-campus environment committed to continuous 
improvement. 

STRATEGIC INTENT 
SUNY ECC will become a national and regional model for the community college of the 
21st century.  We want to be known as the most student-friendly and accessible college 
and the place where success begins.  SUNY ECC will be an aspirational choice where 
students of all levels of ability attend because it is the best match to their lifestyle wants 
and a respected institution among employers, within higher education and throughout the 
region. 

CORE VALUES 
Student Centeredness:  Service to students is the primary reason for our existence.  We 
put the student at the center of all programs and services, with responsiveness, 
accessibility and flexibility the expectation within all that we do.  

Accessibility:  SUNY ECC serves the needs and wants of all students, including those 
not having educational opportunity elsewhere.  Access means inclusion by reducing 
financial, location, physical, language or other barriers. 

Academic Excellence:  We expect academic rigor in all curricula and from all students.  
We commit to the premise that quality teaching with comprehensive support will result in 
positive learning outcomes and student achievement. 
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Openness and Respect:  We recognize, promote and appreciate a broad range of 
cultures, attitudes and viewpoints and create an environment of respect, caring and trust.  
Each individual, no matter his or her limitations, has intrinsic dignity and unique 
capabilities. 

PRINCIPLES 
• Academic Freedom
• Collaboration
• Commitment
• Equity and Diversity
• Excellence
• Integrity and Accountability
• Learning Experience
• Lifelong Learning
• Student Success

GOALS 
• Students attaining goals
• Resources in place
• Perception of quality
• Flexibility around student wants
• Educational experience
• Diversity
• Safety and security
• Campus development
• A Valued Resource
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ERIE COMMUNITY 
COLLEGE POLICY

NUMBER 

IV-A-14
Academic 
Affairs 

APPROVED 

9/00, 11/12 

SUBJECT 

Standards for Probation and Dismissal Policy 

Purpose – To clarify and define policy regarding criteria for probation and dismissal for students

who do not meet minimum academic standards. 

________________________________________________________________________ 

Standards for Probation and Dismissal Policy 

Institutional CQPA Ranges for Academic Dismissal and Probation 

Given the shift in both federal and state eligibility rulings for student financial aid, it is time to 

adjust ECC’s ranges for both academic dismissal and probation to be in close proximity to or 

match the minimum levels now stipulated by federal and state agencies.   

No adjustment in these average ranges means that ECC has a policy in place that reflects lower 

acceptable numbers in every credit hour range than the minimum acceptable by federal aid 

standards.  More students will be ineligible to receive student aid well before they are dismissed 

from the college.  

Regardless of what ranges are in place, the Academic Appeals Committee can always decide to 

re-admit students and place them on academic probation for one semester.  This last point may 

ease the concern of those who may feel this proposed alteration is too harsh. 

Academic Dismissal and Probation Quality Point Averages 

 
Dismissal Probation 

Total Credit Hours 
Attempted 

Cumulative Quality Point 
Average 

Cumulative Quality Point 
Average 

0.00 - 12.00 Below 1.50 Below 1.75 (1.50 – 1.749) 

12.01 -24.00 Below 1.75 Below 1.79 (1.75 – 1.789) 

24.01 - 44.00 Below 1.79 Below 2.00 (1.79 – 1.99) 

44.01 - 90.00 Below 2.00 
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ERIE COMMUNITY 
COLLEGE POLICY

NUMBER 

 IV – A - 18      

Academic 
Affairs 

APPROVED 
10/12 

SUBJECT
Student Residence Requirement 

Purpose – To clarify and define policy regarding transfer students and the number of credits

needed from Erie Community College before a degree is granted. 

________________________________________________________________________ 

Student Residence Requirements 

Students who intend to receive a degree from Erie Community College must successfully 

complete a minimum of 30 semester hours of credit at the College.  Acceptance of transfer 

credits is the prerogative of the appropriate College academic department. 
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ERIE COMMUNITY 
COLLEGE POLICY 

 
NUMBER 
 
V – B - 3 

 
Student Affairs 
   

 
APPROVED 
6/88, 9/00, 5/14 

 
SUBJECT 
Admissions Review Policy 

 
Purpose – To establish Erie Community College’s policy on applicants with a previous felony 

conviction and/or disciplinary dismissal from a previous college or university. 

 

Ex-Offenders 
 
New York Corrections Law [Sections 750,752 and 753] forbids the discrimination against 

individuals previously convicted of criminal offenses.  Erie Community College adheres to the 

requirements set forth in section 23A of the New York State Correction Law in regard to acceptance 

of ex-offenders to ECC programs. 

________________________________________________________________________ 
 

 

Admissions Review Policy 
 

 

Since 1997, all persons requesting admissions to undergraduate SUNY institutions are required to 

report felony convictions and/or disciplinary dismissals from all previous colleges or universities. 

Erie Community College (ECC) has established a special Admissions Review Committee 

composed of College staff, to assess applicants who fall within the categories above. All 

applicants are requested to report felony and dismissal information. Reported information is not 

automatic grounds for denial of admission. However, falsification of application information is 

automatic grounds for denial.  

In order to determine admission eligibility, the college requires applicants who have committed a 

felony to submit: 

 Application; 

 Official High School/College Transcript or GED Scores; 

 Letter of Reasonable Assurance from a Probation/or Parole Officer. This letter should 

specifically state the nature of the applicant’s criminal conviction(s). The letter should 

endorse the applicant as an acceptable candidate for admission and certify that he/she is 

trustworthy and capable of receiving benefits from an educational program at  ECC. The 

letter should be printed on official department letterhead, and should be mailed to the 

Office of Admissions; 

 Official Criminal History Record from the Department of Criminal Justice Services or 

equivalent agency outside of New York. This is to be obtained by the applicant and 

provided to ECC. While other information might be  contained in the Criminal History 

Record, the final decision by the Admissions Review Committee will be based on felony 

conviction information weighing the appropriate statutory factors set forth in New York 

State Corrections Law section 753;  
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 A personal statement explaining the nature of the criminal offense(s) and demonstrating 

success through rehabilitation, employment, counseling, mentoring program, volunteer 

work, and/or other non-credit educational or training programs. The personal statement 

will assist the committee in determining personal commitment and desire to enroll in Erie 

Community College; 

 A letter of recommendation/support. The college requests that individuals who have been 

on parole, probation or discharged from custody provide this letter from a third party. 

Examples of a third party include, but are not limited to, current work supervisor 

verifying continued employment, counseling, mentoring, or volunteer work, etc. 

endorsing the applicant as an acceptable candidate for educational pursuits. Third party 

written documentation should be on official letter head. 

** Applicants whose charges were discharged or received no probation or parole or received time 

served, must request a Letter of Discharge or letter stating specifically the nature of the criminal 

conviction(s) and the date of the discharge and/or disposition. Please note the letter must be on 

official letterhead from the specific court jurisdiction. 

 

Applicants who were previously dismissed from a College or University must submit: 

 Application; 

 Official High School/College Transcript or GED Scores; 

 A copy of the dismissal and/or expulsion letter from the Dean of Students from the 

previous college attended; 

 A personal letter of explanation from the applicant is recommended, however not 

required. 

 

The committee will only review applicants who are deemed complete. A completed applicant file 

will contain all of the requested information. Once all of the information is received, the 

Admissions Review Committee will meet and make a decision on all applications for admittance.  

Applicants who do not comply with all Admission Review procedures will be considered 

incomplete. No further consideration for admission into the College will be completed until the 

requested documents have been received and reviewed by the Admissions Review Committee. 

The committee will meet only once a month; therefore, all information must be received by the 

Admissions office in a timely manner. If an applicant’s information is received after the 

committee has met, the applicant’s file will be reviewed the following month.  

 

If the committee finds that the person's admission would involve an unreasonable risk to 

property or the safety or welfare of specific individuals or the general public as outlined in 

the Education Law, the applicant will be informed that his or her admission has been 

denied.  Under Section 754, should the applicant request it, a written statement of reasons 

for the denial shall be provided within thirty days of the request. Applicants will receive 

written notification of the committee’s decision by U.S. mail. 

 

Erie Community College reserves the right to deny admissions or require additional information 

to determine admissions eligibility. 
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ERIE COMMUNITY 

COLLEGE POLICY 
 

APPROVED 

NUMBER 

 
V-B-4 
 
 
SUBJECT 

Student 

Affairs 

6/79, 6/88, 9/00, 5/14 Admissions - International Students 
 
 
 

Purpose - To provide admissions guidelines for international students. 
 
 
 
 

 
 

 
Erie Community College will matriculate international students  in its various academic programs 

based on conditions listed in the College Catalog and as required by Federal, State and local laws, rules 

and regulations. Prior to registration, an advisor will assist in the completion of the necessary paperwork 

and will secure any necessary approvals. All federal regulations pertaining to international student 

admissions, as outlined in Erie Community College's Charter 1-17A, are listed in the catalog. 
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ERIE COMMUNITY 
COLLEGE POLICY 

 
NUMBER 
 
  V-D-3a      

 
 
  Student 
Affairs 

 
APPROVED 
6/88, 8/00, 3/02, 12/11 
 

 
SUBJECT 
Student Activities Fee Allocation Board 

 

 

Purpose – To establish a College-wide Committee that will, on an ongoing basis, 
review student activity fees and their percentage breakdowns for the institution.  
________________________________________________________________________ 

 

Statement 
 

Both part-time and full-time students at Erie Community College pay a mandatory 

student activity fee to support co-curricular and out-of-classroom activities which provide 

intellectual, social, cultural and leadership opportunities, as well as support services, 

which assist in student persistence and are an integral part of the Mission of Erie 

Community College. 

 

Policy 
 

The College-wide Committee will be comprised of the elected SGA President/Student 

Trustee and three elected SGA Vice Presidents, one student from the Publications 

organization, two faculty and two administrators of the Auxiliary Services Corporation. 

This Committee will meet, re-evaluate and recommend the student activity fee structure 

to the Executive Vice President for Student Affairs once every two years. The College 

President may, however, convene this Committee yearly. This process will then parallel 

College Budget Process. 

 

The Committee recommendation will complement the long-term planning and Mission of 

the College. The Executive Vice President for Student Affairs will forward this 

recommendation with his/her concurrence or non-concurrence and justification to the 

appropriate Subcommittee of the Board of Trustees for their review and approval. Once 

approved, the fee structure will be in place for a three-year period.  
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ERIE COMMUNITY 
COLLEGE POLICY 

 
NUMBER 
VI – A—2 
        

 
Administration 
and Finance 

 
APPROVED 
2/98, 9/00, 3/12 
 

 
SUBJECT 
CANCELLATION POLICY 

 

 

Purpose – To minimize nonpaying students from occupying seats in classes for which 

other paying students may be waiting to register. This will also remove students who may 

have registered early from classes which they no longer intend on paying for or attending. 

To also maximize the attendance in classes which are being run by the College thereby 

maximizing tuition and fee revenue. 

________________________________________________________________________ 

 

Effective Fall 2012, Erie Community College will establish a payment due date 

approximately two weeks before the start of the various College semesters to require 

students to have their tuition and fees paid or deferred. Students will be sent a reminder 

notice approximately ten days prior to this cancellation that their registration will be 

cancelled if they do not have their bill covered by one or more of the following: 

 

-Approved Financial Aid 

-Enrollment in the Installment Payment Plan 

-Financial Aid Deferment 

-Third Party Sponsorship 

-Payment 

 

To encourage students to advance register and make timely payment of tuition and fees, 

students re-registering after being cancelled will be assessed a re-registration fee along 

with the late registration fee. In order to register and maintain registration after the initial 

cancellation date, a student will be required to have his liability covered by approved 

financial aid, a financial aid deferment, payment, third party sponsorship or they will be 

enrolled in the payment plan.  
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ERIE COMMUNITY  
COLLEGE POLICY 

 
 
 
 
 
NUMBER VI – A - 4 

 
 
Administration  
And Finance 

 
APPROVED 
6/88, 9/00, 4/10 

 
 
SUBJECT: Donation of Equipment/Materials/Other to the 
College 

 
 
 
Purpose – To supplement college resources to advance the mission of Erie Community  
          College 
 
 
 
 
Donations of Equipment/Materials/Other to the College 
 
Generally, in accordance with the college’s operating agreement with the ECC 
Foundation, the ECC Foundation shall “coordinate, supervise, oversee and administer 
all fundraising activities of the college” and “process, record, acknowledge and 
report all gifts to the college”. The ECC Foundation maintains its own comprehensive 
gift policy.  
 
This college policy addresses college Board of Trustees approval of donations, 
including those of equipment and vehicles (new or used; lab or otherwise), computer 
hardware/software, merchandise, supplies, etc. 
 
All donations, including those of equipment, vehicles, materials or 
supplies/merchandise/other, with a value in excess of $5,000.00 must be approved by 
the college Board of Trustees.  
 
College management will determine the usefulness of a particular donation 
considering such things as age, yearly maintenance costs, educational program 
suitability, general college usefulness, or any other applicable conditions, prior 
to acceptance by the college of potential gift items.  
 
It is the responsibility of the donor to assign a realistic market value to all 
donations regardless of value and to obtain a completed certified appraisal form for 
those gifts with a value in excess of $5,000.00. 
 
Gifts of chemicals or of a potentially hazardous nature must be reviewed by the 
campus PESH Committee and their recommendation of acceptance provided management of 
the college, or when in excess of $5000.00, must accompany the request for 
acceptance as a donation to the Board of Trustees. 
 
 
 

 

 
1
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ERIE COMMUNITY 
COLLEGE POLICY 

 
NUMBER 
 
VI-A-7 
        

 
   

Administration 
and Finance 

 
APPROVED 
6/88, 9/00, 1/03, 8/10, 4/13 
 

 
SUBJECT 
Assignment & Use of College Facilities 

 

 

Purpose – To establish guidelines for the use of College facilities by all user groups and 

agencies ensuring such usage is consistent with the Mission of Erie Community College and to 

provide a vehicle for recovery of associated costs. 

________________________________________________________________________ 

 

1. The use of College facilities by all user groups and agencies will be approved if such 

use is consistent with the Mission of Erie Community College, the goals of the Board 

of Trustees and/or College administration and is in compliance with Erie County 

insurance regulations. 

2. The assignment and use of College facilities will be governed by written procedures.  

Such written procedures are to include facility rental charges as well as labor charges 

for any College employees who provide services during facility usage. 

3. Rental and labor rates are to be evaluated bi-yearly and approved by the Board of 

Trustees.   

4. College management shall have the authority to determine reasonable charges for 

long-term rental of facilities.  The rental charges shall consider the facility to be 

rented, the personnel costs involved and the rates offered by other local entities which 

rent similar facilities, such that rental income is maximized.   

5. Short-term facility rentals require an advance deposit of 50% of total rent, unless 

anticipated rental proceeds are expected to be less than $1,000.  Deposits are 

refundable if cancelled within thirty (30) days prior to the event.  Discretion to waive 

an advance deposit is provided to college management when event proceeds are to be 

used to pay the rent.   

6. The College is authorized to utilize the Auxiliary Services Corporation (ASC) for the 

provision of personnel, equipment, supplies or other goods/services when such 

services are not available or practical through the college. 

7. All peripheral needs of rental clients such as dumpster or copier use shall be billed to 

clients at 115% of actual costs incurred by Erie Community College for such services.
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Facilities Usage Fee Schedule- Effective April 1, 2013 
 
Non-Athletic    Per Hour      Per Hour 
Atrium—City Campus  $150   Lobby    $30  

Lecture Hall, Auditorium  $100   Cafeteria   $100 

Computer Laboratory   $100   Faculty Lounge  $25 

Classroom    $40   Parking Lot   $50 

 

*Hourly rental charge for non-athletic facilities may be waived for non-profit and government  

entities upon submission of written fee waiver request form.  Personnel costs cannot be waived.   

 

Athletic    Per Hour**     Per Hour**  
Burt Flickinger Athletic Center   

 Main Gymnasium  $150   ½ Gymnasium    $100 

 Mini Gymnasium  $75   Olympic Pool    $200 

½ Olympic Pool  $125    -Lane Rental, Short Course  $15 

 Warm-up Pool   $75    -Lane Rental, Long Course  $20 

 Dive Pool   $40   Athletic Fields (North & South) 

 Gymnasium (North & South) $75       per game    $50 

Stadium (includes press box, scoreboard, PA system, bleachers and restrooms) $200 

 

**Rental rates for athletic facilities will be reduced by $25 per hour for non-profit and 

government entities upon submission of appropriate documentation. 

 

Positions:     Per Hour  
Supervisor    $50 

College Host    $65 

Security, Maintenance, Engineer $40 

Technician    $60 

Pool Timing Operator   $35 

Lifeguards    $20 

Student Assistant, Student Monitor $10 

Announcer    $65 

Scoreboard Operator (per game) $20 

 

Note: 
On occasion, outside organizations provide potential benefits to the College in terms 

of marketing, recruitment, partnerships, corporate donations, etc.  In these limited 

situations, the department involved with the organization shall submit a written 

request to the College for a reduction/waiver of the Board of Trustees approved fees 

schedule.  Such a request must justify the benefit to be derived by the College and 

any reduction will not impact competition among the local private sector.  The 

President and the Associate Vice President of Finance of Erie Community College are 

authorized to waive/reduce fees in accordance with this policy and should notify the 

Board of Trustees at the next monthly meeting of any such waiver/reduction. 
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ERIE COMMUNITY 
COLLEGE POLICY 

 
NUMBER 
 
       VI – A - 18 

 
  

Administration 
  and Finance 

 
APPROVED 
 
2/05, 8/09, 9/10, 8/12 

 
SUBJECT 
 

Travel Policy  

 

 

Purpose – To establish guidelines for a comprehensive travel policy for Trustees and staff 

of the institution.  
________________________________________________________________________ 

 

Overview 
 

The College has historically followed the Erie County procedures pertaining to travel, both local 

and out-of-area.    ECC has developed a revised travel policy and detailed procedures to 

reimburse employees who travel on College business both within and outside the area.  Out of the 

area travel is any travel that is fifty (50) miles or more away from the campus.  Only actual, 

necessary and reasonable business expenses will be reimbursed. 

 

The travel policies of SUNY, Erie County and other NYS community colleges were considered in 

formulating the ECC travel policy.   

 

Documentation  
 

Receipt documentation is necessary other than for meal reimbursement for travel reimbursement.  

SUNY and several of the other college’s surveyed makes an exception to receipt documentation 

for employee’s who utilize a per diem meal allowance. 

 

Expenses to be Reimbursed 
 
Items of a personal nature (maid, valet service, movie rentals, etc.) are not reimbursable.  Non-

employee reimbursement, such as for a spouse, is not permitted. 
 

Travel is to be made by the most direct route possible; car pooling is encouraged where 

appropriate; luxury accommodations are to be avoided.  It may be necessary to stay over a 

Saturday and/or Sunday evening to obtain favorable airline rates, however, the extra meal and 

hotel costs must be weighed in connection therewith to determine necessary and reasonable 

business travel expense eligible for reimbursement. 
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Air Travel 
 
Air travel is to be arranged by the college employee using the various airline and discounted 

travel internet sites, such as Jet Blue, Air Tran, Southwest, Travelocity, Orbitz, etc.  These high 

volume sites generally provide the most economical means of transportation by air. 

 

Doing so eliminates the need for a travel agency and the accompanying issues that have arisen in 

the past in the accounts payable department having to do with traveler identification, invoice 

payment, and resulting credit card impact. 

 

Meal Allowances  
 
Meals taken locally (less than or equal to 50 miles from home or your assigned campus) are not 

reimbursable unless special event attendance outside of normal assignments or hours of work are 

approved in advance by the Department Head. Meal expenses during travel status are authorized 

when approved in advance by the Department Head and the meals were not included in a 

conference or meeting registration fee. 

 
IRS.gov website, Publication 1542, will no longer be available or updated effective May 21, 

2012. Therefore, current meal per diem rates may be found on the GSA.gov website and Erie 

Community College now utilizes those Per Diem rate schedules for reimbursement. The 

webpage has meal reimbursement information available for each individual location. 

 

To calculate employee meal reimbursement: 

1.  Go to the GSA.gov website. 

2.  Click on Per Diem Rates. 

3.  Enter the City, select a State or enter the zip code and click find per diem rates. 

4.  Click on the Meals & Incidental Expense (M&IE) in the chart (far right). 

5.  Meals and Incidental Expenses breakdown will appear at various totals. 

6.  Locate the M&IE total from the prior page to obtain the proper column on the M&IE 

breakdown page. 

7. Breakfast, lunch and dinner amounts are listed in that column. Incidental costs are not 

includable. 

 

Use that breakdown to determine reimbursement to the employee for breakfast, lunch and dinner 

when the travel status is less than all day. 

 

When traveling for the entire day, please total breakfast, lunch and dinner and use that amount 

for the daily meal allowance rate. Do not include incidentals. For the first and last day of travel 

use the chart just below to determine meal eligibility.  The College does not require the traveler 

to produce expense receipts. 
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The following guideline is used to determine eligible meal reimbursement 
 

Departure from home or campus 

Breakfast                    Departure before 7:00am 

Lunch   Departure before 11:00am 

Dinner   Departure before 4:00pm 

 

Return from destination 

Breakfast  Return is after 10:00am 

Lunch   Return is after 2:00pm 

Dinner   Return is after 7:00pm 

 
Board of Trustees Travel  
 
Board member travel can be arranged by the President’s Secretary or on their own.  Travel 

Request forms are required and must be approved by the Chairman of the Board, who verifies 

funds are available.  A Board member incurs travel expenses and is reimbursed upon completion 

of travel voucher. 

 

Local Transportation 
 
The college travel policy calls for reimbursing vehicular mileage at the current IRS and SUNY 

approved rate of $.50 per mile.  This mileage rate provides equity in the personal use of one’s 

vehicle when necessary.  This rate will be adjusted periodically in accordance with modifications 

approved by the IRS and SUNY without the need for formal Board of Trustees approval going 

forward. 

 

Relative to local travel, actual mileage incurred in excess of one’s “normal commute” is 

reimbursable at the prescribed reimbursement rate.  There is no minimum daily local 

transportation reimbursement. 

 

Detailed Procedures 
 
The detailed travel procedures are contained within Erie Community College’s purchasing 

procedures.  Reimbursement forms and rates are available on-line. 
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ERIE COMMUNITY 
COLLEGE POLICY 

NUMBER 
 
VI-A-20 
        

 
Administration 
And Finance 
   

 
APPROVED 
6/09 
 

SUBJECT 
Journal Entries 

 
 
Purpose – To establish a Board of Trustees policy relating to the recording, reviewing 
and approval of Journal Entries. 
________________________________________________________________________ 
 
Journal Entries  
 
All journal entries must contain adequate documentation and must be reviewed and 
approved by a senior finance administrator, (namely CAFO; AVP-Finance; Chief 
Accountant; Coordinator of Grant Accounting and Auditing) prior to entry in the 
accounting system. 
 
Journal entries are used to record certain accounting transactions in the accounting 
system.  The recording of entries will be limited to certain personnel in the Finance 
Department.  The entries may record original transactions that take place outside the 
integrated applications that automatically post to the General Ledger, correct errors that 
have been posted to the General Ledger, allocate entries that post to control accounts, 
record monthly and year-end accruals, and other entries that are necessary to present the 
financial status of the college in accordance with generally accepted accounting 
principles.  The Journal Entries will be retained in the Finance Department for the 
necessary retention or records period. 
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ERIE COMMUNITY 
COLLEGE POLICY 

 
NUMBER 
 
    VI-A-22    

 
Administration 
And Finance 
   

 
APPROVED 
11/11 
 

 
SUBJECT 
Parking Policy 

 
 
Purpose – To set forth the guidelines for parking on campus and to guide security 
with respect to enforcement of parking rules.   
________________________________________________________________________ 
 

PART 1 

ERIE COMMUNITY COLLEGE 

PARKING POLICY  

Sec.    

1.1 General Statement of Policy 

1.2 Registration 

1.3 Permits 

1.4 Parking Lots 

1.5 Driving and Parking Regulations 

1.6 Motorcycles and Mopeds 

1.7 Towing and Immobilizing  

1.8 Abandoned Vehicles 

1.9 Enforcement of Rules and Regulations 

1.10 Temporary Parking Permits 

1.11 Maintenance, Special Events and Emergencies 

1.12 Inoperative Vehicles 

1.13 Security 

1.14 Changes or Special Instructions 

1.15 Traffic Control 

1.16 Responsibility, Penalties, and Fines for Violations 

1.17 Complaints, Hearings, Appeals 
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§ 1.1 General Statement of Policy.  

The operation of a motor vehicle on the property and or control of Erie Community College 
(ECC) is covered under section 6306 of the Education Law, which authorizes ECC to adopt 
and enforce regulations governing the conduct of people on campus and to manage the 
grounds. The following regulations have been developed and are enforced to provide for the 
safety and convenience of students, faculty, employees and visitors of Erie Community College 
campuses. (Notice: The regulations are strictly enforced 24 hours a day, seven days a week, 
12 months a year.)  Parking space designations and restrictions will be determined by the 
Associate Vice President (“AVP”) for College Safety and Security.  Non material modifications 
to this policy may be made by the AVP College Safety and Security with the 
concurrence/approval of the Executive Vice President (“EVP”) for Legal Affairs. Modifications to 
this policy that are material or modifications relating to penalties and fines will require approval 
by the Erie Community College Board of Trustees. 

 § 1.2 Registration.  

(a) No person, including students, members of the faculty or staff, shall park a motor vehicle, 
motorcycle or moped of any kind or description on premises or property under control of Erie 
Community College unless such motor vehicle, motorcycle or moped is properly registered with 
the College Safety Office. Personnel employed by off-campus agencies who are assigned to 
the college as a regular work location, should also register their vehicles and comply with all 
motor vehicle regulations.  

(b) A registration decal will be issued and must be affixed to the vehicle in accordance with 
instructions in section 1.3 of this Part. Upon completion of the vehicle registration form and 
submission of appropriate forms a registration decal may be issued.  

(c) Such registration shall be valid as indicated by the expiration date on the registration decal, 
and shall be conditioned upon enrollment at the college, if a student, or upon continued 
employment at the campus, if a faculty or staff member, or other person assigned to or using 
campus facilities.  

(d) A Transportation or registration fee, as approved by the Board of Trustees, or designee, 
may be charged for each motor vehicle registered and for all replacement decals.  A 
replacement decal may be issued, without charge, upon proof of a change of vehicles.  

(e) Faculty, staff and students shall be required to produce an official college identification card, 
valid driver’s license, a vehicle registration, and proof of payment (if appropriate) in order to 
obtain a permit. There will be no exceptions to this rule. All others, such as campus visitors 
and/or guests, shall be required to show vehicle registration and a valid driver's license when 
obtaining a permit or temporary parking pass.  

(f) A person may not register more than one vehicle for his or her specific use on campus. 
Exceptions to this rule will be authorized only by the AVP College Safety and Security or 
designee.  An additional fee will be charged for students requesting a permit for a second 
vehicle.  Students must present a valid driver’s license and vehicle registration, in their name, 
or vehicle registration in a parent’s name and the address must be that of the registered 
student.    

(g) No person shall provide any false or misleading information, whether by act or omission, 
when applying for any registration or permit pursuant to this Part, or when otherwise required or 
requested by a college official to provide information concerning the operation or parking of a 
vehicle on the campus premises and grounds.  

123

Poli
cy

 Resc
ind

ed



(h) Falsification of information to obtain a permit may subject the offender to disciplinary 
actions, loss of parking privileges and/or arrest.  

(i) Parking permits may be withheld from individuals with outstanding parking fines or penalties. 

(j) Students with valid parking permits, may park in designated spaces while they attend 
classes at ECC.  Students may not park in student lots while working for other employers.  

§ 1.3 Permits.  

(a) Parking on campus is by permit only (Students and Employees). Only those motor vehicles 
properly displaying a valid permit are authorized to use campus parking areas.  

(b) The permit shall be affixed to the vehicle in accordance with the printed instructions on the 
parking information map.  A vehicle may not display more than one permit at a time.  

(c) Failure to display a permit or the improper display of a permit will constitute a violation. The 
permit must be in sight and numbers must be unobstructed.  

(d) Parking permits are not transferable from the individual to whom they are issued to any 
other individual. Permits are not transferable from one vehicle to another.  

(e) Parking permits must be removed from vehicles under the following conditions:  

(1) change of ownership of vehicle;  

(2) termination of association with the college;  

(3) termination of authorized period for which issued; or  

(4) receipt of permit which supersedes a prior permit.  

(f) Mutilation, theft or other disposition must be reported promptly to the College Safety 
Department.  

(g) Should a permit become mutilated or obliterated in any way, a new permit must be obtained 
from the security office. Evidence of the mutilated permit must be presented for replacement. A 
fee, as approved by the Board of Trustees, or designee, may be charged for any replacement 
permit.  

(h) A "STAFF" parking permits must be affixed to the front side of the rear view mirror (not on 
the window).  There is no employee parking available at City Campus.  Permits will be issued 
to:  

(1) All full-time employees of the college;  

(2) Personnel employed by off-campus agencies who are assigned to the college as a 
regular work location for a period of one year or more;  

(3) faculty emeriti;  

(4) part-time employees who are not students at the college;  

124

Poli
cy

 Resc
ind

ed



(5) adjunct faculty.  

Staff parking permits are valid in all staff and student/staff lots. Under no circumstances shall a 
faculty or staff member register a motor vehicle owned, operated or controlled by a student. 
Student use of staff parking permits is prohibited, and such violation will result in tagging and 
towing or immobilizing of the vehicle.  On campus parking is available to faculty and staff at 
North and South campus.  On campus parking is not available to employees at city campus, 
other than those parking spaces assigned by the College President, AVP College Safety, or his 
designee. 

(i) A "TEMPORARY" parking permit may be issued to persons:  

(1) visiting the campus;  

(2) using space on the campus but not associated with college programs and activities;  

(3) Disabled by injury or illness, if a student, by the Disabled Student Services Office, in 
consult  with the AVP College Safety and Security (see section 1.10[d] of this Part), or 
in the case of an injured employee, by the Director of Human Resources, or designee 
in consult with the AVP of College Safety and Security. 

(4) Employed by contractors working on campus; or  

(5) Employees or students who have been issued a regular parking permit.  

Student use of temporary parking permits in staff or visitor lots or in lots/spaces other than 
student lots is prohibited, and such violations will result in tagging and towing or immobilizing of 
the vehicle.  

(j) A "STUDENT" parking permit may be issued to all registered students.  Student parking 
permits are valid in student lots only.  

 (k) New York State municipal parking permits for persons with disabilities are not issued by the 
college. The college does, however, honor all municipal parking permits for persons with 
disabilities. Staff and students with municipal parking permits for persons with disabilities may 
not park in designated visitor's lot or any other special designated reserved parking spaces. 
Only persons with municipal parking permits for persons with disabilities may park in areas 
designated spaces for persons with disabilities. Persons who possess a valid New York State 
license plate for persons with disabilities or a valid permit issued by a municipality in 
accordance with the New York State Department of Motor Vehicles guidelines for persons with 
disabilities may park in areas designated for persons with disabilities. All vehicles parked on 
campus also must display a valid Erie Community College parking permit.  

(l) A "VENDOR" parking permit may be issued to all vendors required to service college 
facilities and operations.  

§ 1.4 Parking Lots.  

(a) Parking fees and or Transportation fees as approved by the Board of Trustees, or designee, 
shall be charged for motor vehicles parked within designated lots, consistent with applicable 
collective bargaining agreements and in accordance with guidelines established by the Board 
of Trustees or designee. Such guidelines shall provide that the determination of the amount of 
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the fee be substantially based on an analysis of the costs attributable to the operation and 
maintenance of the parking facilities owned and/or operated by the Erie Community College.  

(b) No person shall park a vehicle in any area except those areas specifically designated as 
motor vehicle parking lots or spaces. Where campus parking areas have been designated 
respectively for students, staff or visitors, as the case may be, no motor vehicle shall be parked 
in a designated parking area other than the parking area to which such registrant or visitor has 
been assigned. No parking on any sidewalks on Erie Community College property is permitted.  
Special parking provisions may be granted in extraordinary circumstances by the AVP College 
Safety and Security, or designee.  

(c) Maps of designated parking areas will be posted on campus bulletin boards, handed out 
with the parking permits and available at the campus security office.  Parking lot designations 
and restrictions will be designated by the AVP College Safety and Security and my change as 
deemed appropriate by the AVP of College Safety and Security.  

(d) City Campus student parking, with a valid permit, is available at the 45 Oak Street Lot, 
Swan and Michigan street lot and at Sheehan Memorial Hospital lot.  All lots are clearly 
marked.  There is no faculty or staff parking at City Campus lots.  Lot designation, location and 
availability are subject to change.  

(e) South Campus faculty and student parking, with a valid permit, are available on a first come 
basis in all lots/spaces not otherwise designated.  Additional parking designation/restriction will 
be determined by campus security and the lots/spaces will be marked with clear and concise 
signage.  Map will be available at the security office.  Lot designation, location and availability 
are subject to change. 

(f) North Campus student parking is available in all lots that are not otherwise designated.  
Faculty parking is clearly marked with appropriate signage.  Additional parking 
designations/restrictions will be determined by campus security.  All lots will have appropriate 
signage.  Maps will be available at the campus security office.  Lot designation, location and 
availability are subject to change.      

 (g) For the purposes of snow removal, repair and maintenance of lots and roadways, no 
parking will be allowed on roadways or in parking lots from 11 p.m. to 6 a.m. except where 
specifically designated by a sign for overnight parking.  

(h) Designated Metered spaces and Pay for Park spaces on campus are for use by 
visitors/vendors to Erie Community College. Parking at the meters is restricted to a maximum 
of two hours at a fee as approved by the Board of Trustees or designee. Any parking beyond 
the stipulated maximum time will constitute a violation regardless of time remaining on the 
meter. Parking at a meter indicates acceptance of the meter regulations.  

§ 1.5 Driving and Parking Regulations.  

(a) No person shall drive a vehicle on private college roads at a speed greater than is 
reasonable and prudent under the conditions and having regard to the actual and potential 
hazards then existing. The maximum permissible speed is 15 miles per hour on all roadways of 
the college.  

(b) All persons shall observe and obey any slow, stop, yield, caution signs, crosswalk or any 
other duly posted signs regulating traffic or parking.  

126

Poli
cy

 Resc
ind

ed



(c) The directions and requests of College Safety Officers shall be followed at all times.  

(d) No person shall park a vehicle on the premises of the college in such manner as to interfere 
with the use of a fire hydrant, fire lane or other emergency zone, create any other hazard or 
unreasonably interfere with the free and proper use of a roadway or pedestrian way, walkway, 
driveway or parking area. Specifically, no parking is permitted:  

(1) on campus roads, except where specifically designated by a sign for parking;  

(2) on sidewalks, walkways and pedestrian areas;  

(3) on lawns or grounds;  

(4) in loading or docking zones, including in front of loading docks;  

(5) in any area other than those clearly designated as parking space and as indicated 
by posted signs, pavement markings or painted lines restricting or limiting such 
parking;  

(6) in parking lot aisles, entrances or exits; or  

(7) on or over painted parking lines.  

(e) Any area of the campus that has been closed off by the use of barricades or other traffic 
control devices shall not be entered by any vehicle except those authorized by college security 
department.  

(f) Responsibility for finding appropriate parking space rests with the motor vehicle operator. 
Lack of space is not an excuse for improper parking.  

(g) Any accidents must be promptly reported to the College Safety Office, within one hour of 
the accident. 

§ 1.6 Motorcycles and Mopeds.  

Parking for motorcycles and mopeds is prohibited anywhere on campus except the designated 
parking areas. Motorcycles and mopeds parked anywhere else will be tagged.  Seasonal 
parking locations may be designated by college security. 

§ 1.7 Towing and Immobilizing.  

The College Safety Department may authorize the towing away or immobilizing of vehicles 
parked in violation of the rules and regulations of the college. Any expense involved in removal 
or immobilization of vehicles, such as towing and storage charges, will be the responsibility of 
the owner of the vehicle.  Fines for intercampus tow violations will be in addition to fines for 
violations issued for “no parking” 11 p.m. – 6 a.m. when the vehicle must be moved for the 
purpose of snow removal. 

§ 1.8 Abandoned Vehicles.  

Abandoned vehicles will be dealt with by the College Safety Department and disposed of 
according to the New York State Vehicle and Traffic Law, section 1224. 
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§ 1.9 Enforcement of Rules and Regulations.  

The safety officers of the college have been empowered to enforce traffic and parking rules and 
regulations. Tickets will be issued to all vehicles which are not registered with the college and 
to vehicles which are in violation of campus parking and/or traffic regulations.  In addition to 
ECC tickets, citations may also be issued by city or town police departments. 

 § 1.10 Temporary Parking Permits.  

(a) In the case of special visitors and/or groups of visitors (i.e., conference participants), 
appropriate arrangements can be made for temporary parking privileges. Applications must be 
made in advance with the facilities management office or the college safety office.  

(b) Staff or students using a vehicle other than those registered must obtain a temporary 
parking permit from the Security Office.  

(c) Personal guests of any staff must obtain a temporary parking permit at the Security Office 
which will authorize parking in a specific parking area.  

(d) Persons whose temporary physical infirmities necessitate special consideration may obtain 
a temporary, MEDICAL parking permit valid in any staff or student parking area for a period of 
time not to exceed two weeks. If a student is temporarily disabled by injury or illness, the 
request must be made to the Disabled Student Services Office, who will render a determination 
on a temporary parking permit in consult with the AVP College Safety and Security (see section 
1.10[d] of this Part). In the case of a temporarily injured employee, the request must be made 
to the Director of Human Resources, or designee in consult with the AVP of College Safety and 
Security. Any person with a medical condition exceeding this period of time will be encouraged 
to apply for a Municipal Persons With Disabilities parking permit, if a resident of New York 
State. Certification of need must be obtained from the person's physician and submitted to the 
AVP College Safety and Security, or designee, for consideration and appropriate action. 
Medical permits are not valid in any legal handicapped space on campus. 

§ 1.11 Maintenance, Special Events and Emergencies.  

(a) Instructions relative to temporary parking restrictions to facilitate snow removal, cleanup, 
maintenance and repair will be forthcoming from time to time from the College Security 
department or Buildings and Grounds as the need arises.  

(b) On special occasions and emergencies, parking restrictions will be regulated by the College 
Safety Department, as required.  

(c) For certain college events, parking may not be limited to parking lots. Specific roads and/ or 
areas not otherwise used for parking may be designated for parking by the college safety 
department. 

§ 1.12 Inoperative Vehicles.  

(a) If a vehicle becomes inoperative for any reason and it is parked in violation of this Part, it is 
the responsibility of the owner/operator to make reasonable arrangements to remove it. Vehicle 
breakdowns may not be accepted as an excuse for being illegally parked.  
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(b) Storage of inoperative or damaged vehicles or those not displaying registration plates in 
campus parking lots is prohibited, except as specifically permitted by the AVP College Safety 
and Security. 

§ 1.13 Security.  

(a) The college assumes no responsibility for automobiles and/or their contents.  

(b) Vehicles should be kept locked at all times. Valuables should not be left in sight on the seat 
but locked in the trunk. 

§ 1.14 Changes or Special Instructions.  

(a) Any change of rules, special instructions or announcements will appear on ECC Today.  

(b) Everyone driving on the campus is responsible for knowing and understanding these rules. 
Cooperation and compliance with these rules will make the campus a safer place. 

§ 1.15 Traffic Control.  

The parking of vehicles on the roadways of Erie Community College and Erie County, are 
prohibited, unless otherwise designated. 

§ 1.16 Responsibility, Penalties, and Fines for Violations.  

(a) Responsibility. The individual in whose name the motor vehicle is registered with the 
college, and/or the owner thereof if the motor vehicle is not then registered with the college, 
shall be responsible for any and all penalties and fines for violations, and for any and all liability 
or damage claims, resulting from the possession, operation and/or parking of the motor vehicle 
on the premises of Erie Community College.  

(b) Penalties. Violators of any of the campus traffic and parking rules and regulations will be 
subject to the issuance of a ticket returnable as directed in section 1.17 of this Part, and also 
administrative late payment fee(s) if fine is not paid within the prescribed time(s). If the college 
parking ticket is not paid within the prescribed period of time, a late fee, as approved by the 
BOT will be imposed for the additional processing. Any person who violates any applicable 
section of the Vehicle and Traffic Law shall be punished in any court having jurisdiction. If no 
timely appeal of the violation is made, fines shall be paid to the bursar’s office within the 
allotted time.  Unpaid fines may result in disciplinary action against the violating employee, 
consistent with established ECC and Erie County policies. Unpaid fines against students may 
result in the withholding of grades, transcripts and registration. ECC reserves the right to 
pursue any and all collections or legal action allowed under the law in order to enforce these 
parking rules and associated fees or fines. 

Violators may also receive local municipality tickets subject to fines and penalties as deemed 
appropriate by that entity. 

(c) Any violator with 5 or more parking violations in a calendar year may be subject to 
permanent revocation of the campus vehicle registration decal and/or a loss of parking 
privileges, or revocation of parking privileges for the balance of the academic year, or from 
future campus vehicle registration. New parking permits will not be issued until all outstanding 
parking ticket fines and/or administrative late payment fees are paid.  
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(d) Fines for violations. The penalty for violation of these regulations is as follows:  

(1) For violation of a handicapped designated space, the penalty shall be a $100 fine.  

(2) For violation of a fire lane or fire hydrant, the penalty shall be a $35 fine.  

(3)   For violation requiring an intercampus tow, the penalty shall be a $50 fine.  This 
fine is in addition to a fine of $25 for violation of parking in a no parking 11 pm – 6am 
lot. 

(4) For all other violations the penalty shall be a $25 fine. 

(5)  Late fees and administration fees will be assessed. 

§ 1.17 Complaints, Hearings and Appeals.  

(a) A complaint regarding any violation of a campus rule shall be in writing, reciting the time 
and place of the violation and the title, number or substance of the applicable rule.  

(1) The complaint must be subscribed by the officer witnessing the violation and 
attached to the vehicle involved.  

(2) The complaint shall indicate the amount of the fine assessable for the violation, and 
advise that if the person charged does not dispute the violation, fines may be paid at 
the Bursar’s office of the campus within a ten (10) day period.  

 (3) The complaint shall recite that a hearing may be requested within a period of time 
as prescribed by the college after service of the charges by appearing in person at the 
parking violations hearing office.  Within the prescribed appeal time frame, the Principal 
Security Officer (formerly Senior Building Guard) at each campus may review a 
complaint in the event of an error on the face of the ticket, i.e. wrong license plate.  All 
other appeals must be submitted in writing as described in section (c).  The AVP of 
College Safety and Security, or his designee, may provide additional pertinent facts or 
circumstances to the hearing officer.   

(4) The complaint shall recite that, should the alleged violator fail to appear at the time 
fixed for the hearing or should no hearing be requested within the period as prescribed 
by the college in paragraph (3) of this subdivision, the complaint is proved and shall 
warrant such action as may then be appropriate.  

(5) Three or more unanswered complaints in an 18-month period by the same person, 
regarding violations of a campus parking rule, shall result in a referral to the New York 
State Commissioner of Motor Vehicles for review in considering the renewal of an 
operator's license and/or a motor vehicle registration, and the imposition of a fee as 
approved by the BOT, or designee, to meet the administrative costs of such referral.  

(b) The Associate Vice President of College Safety and Security shall designate a hearing 
officer to review appeals and conduct hearings for disputed violations of campus traffic and 
parking rules and regulations enforceable on campus. Such hearing officer shall not be bound 
by the rules of evidence, but may hear or receive any testimony or evidence directly relevant 
and material to the issues presented.  
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(c) A request for a hearing for a violation must be made in writing with the security office, 
provided the request is filed within the prescribed period of time as designated on the ticket, to 
be received no later than 10 days from the date of issuance.  

(d) Each request will be reviewed by the hearing officer. This officer will conduct a hearing, 
when necessary, to hear requests.  

(e) After such review, or not later than five days thereafter, such hearing officer shall file a 
report. A notice of the decision shall be promptly transmitted to the violator. The report shall 
include:  

(1) the name of the appellant;  

(2) the date the complaint was issued;  

(3) a concise statement of the facts established on the appeal, based upon the 
testimony or other evidence offered;  

(4) the time and place of the appeal;  

(5) the campus rule violated;  

(6) the names of all witnesses; and  

(7) the decision (guilty or not guilty) of the hearing officer or board. 
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ERIE COMMUNITY  
COLLEGE POLICY 

 
 
 
 

 
NUMBER VI–A-23 

 
 
 
Administration  
And Finance 

 
APPROVED 
 

 
 
SUBJECT: Tuition & Fee Policy Related To All Credit 
Bearing Courses 

 
 
 
Purpose – To supplement and clarify the tuition and fee schedule as it relates to 
credit bearing courses at Erie Community College. 
 

 
 
 

Introduction- The Education Law of New York State provides that the State University 
trustees shall provide standards and regulations covering the organization and 
operation of community colleges. Briefly, article 126 of the NYS Education Law 
prescribes that; 
 

a. The local sponsor shall be responsible for establishing the college, providing 
local financing, accepting title to real property to be held in trust for the 
college’s use and purposes, approving the budget, and selecting the prescribed 
procedures for the audit of college funds. 

b. The State University trustees shall be responsible for approving the 
establishment of the community college and its programs, curricula and budget 
and for providing standards and regulations to guide and govern its operation. 

c. The college trustees with the approval of the State University trustees shall 
be responsible for the appointment of the president, adoption of the curricula 
and preparation of the budget; and subject to the State University trustees, 
shall discharge such other duties as may be appropriate or necessary for the 
effective operation of the college. 
 

Part 602 provides that the financial and business policies of the community colleges 
shall comply with article 126 of the Education Law, the Code of Standards and 
Procedures for the Administration and Operation of Community Colleges. One of the 
primary responsibilities as related to these policies is the preparation and 
submission of the College Budget. The budget request must be prepared in compliance 
with these same codes and standards. The budget structure incorporates the Official 
Glossary of Terms for Uniform Enrollment Reporting, the Community College Guidelines 
for Financial Reporting and Budgeting, and NYS Comptroller’s Opinions. 
 
Part of the budget preparation includes setting tuition and fees and determining 
which fees if any are to be revenue fees. Revenue fees are fees that must be charged 
to all students. Currently, the only fee that the SUNY trustees will consider a 
revenue fee is a technology fee. As approved in the budget, revenue fees are 
mandatory and are included in the calculation of the student’s share of net 
operating costs. All other fees, with the exception of the Student Activity Fee, are 
considered student service fees and are related to certain services provided to 
students by the college. These fees are non-mandatory and can be waived or not 

charged when appropriate. These fees also must be waived when the student chooses 
not to utilize the defined set of services as provided in the budget. Student 
Activity Fees are mandatory as approved by the Board of Trustees. 
 
As such, all credit bearing courses offered at the College, whether covered by 
separate contract or not, must at a minimum include tuition charges (whether regular 
or discounted tuition rates for off-site courses), the technology fee and the 
activity fee. The tuition rate and the amount for these two fees will be based upon 
credit hours associated with the course(s). All other service fees will be charged 
in accordance with the approved Tuition and Fee Schedule or waived by mutual 
agreement and subsequently approved by the Board of Trustees. 
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ERIE COMMUNITY 
COLLEGE POLICY 

 
NUMBER and NAME 
 
    VI-A-24    

 
  Department 
Administration 

& Finance 

 
APPROVED 
 
6/13 

 
SUBJECT 
Mandatory Reporting and Prevention of Child Sexual 

Abuse 

 
 

 

Purpose – To establish a policy at SUNY ECC to comply with the new policy adopted by the 

SUNY Board of Trustees requiring its students, employees and volunteers to report any 

suspected or actual sexual abuse of a child occurring on SUNY property or while off campus 

during official SUNY business or University sponsored events. 

________________________________________________________________________ 

 

Any employee or student of or volunteer for SUNY Erie Community College (SUNY ECC) who 

witnesses or has reasonable cause to suspect any sexual abuse of a child occurring on SUNY 

ECC property or while off campus during official SUNY ECC business or college-sponsored 

events shall have an affirmative obligation to report such conduct to the relevant ECC Security 

Department immediately. Such report should include the names of the victim and assailant (if 

known), other identifying information about the victim and assailant, the location of the activity, 

and the nature of the activity. Upon receiving such a report, the applicable ECC Security 

Department shall promptly notify the appropriate authorities, e.g., Erie County police 

departments, Commissioner of University Police at SUNY System Administration. 

 

In addition, to aid in the prevention of crimes against children on property of SUNY ECC and/or 

during official SUNY ECC business at events sponsored by SUNY ECC, relevant employees 

should be trained on the identification of such crimes and proper notification requirements. 

Vendors, licensees or others who are given permission to come onto campus or to use SUNY 

ECC facilities for events or activities that will include participation of children shall ensure that 

they have in place procedures for training, implementation of applicable pre-employment 

screening requirements and reporting of child sexual abuse. 

 

The applicable definitions of child sexual abuse are those used in the NYS Penal Law in Articles 

130 and 263 and Section 260.10, and “child” is defined as an individual under the age of 17. 
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ERIE COMMUNITY 
COLLEGE POLICY 

NUMBER 

VII-B-14

Human 
Resources/ 
Affirmative 
Action 

APPROVED 
9/83, 6/88, 9/00, 8/11 

SUBJECT 
Freedom of Information Law 

Purpose – To ensure compliance with the Freedom of Information Law. 
________________________________________________________________________ 

1. As a public entity, the College must abide by all applicable provisions of the Freedom
of Information Law contained within Public Officers Law §§ 84 to 90 and Erie
County Local Law No. 8-1978 (“FOIL”).

2. All College records are available for inspection and copying unless they fall into one
(1) of the eight (8) categories of records enumerated in Section 5 of the Local Law
and New York Public Officers Law. These exempt records consist of records which:

a. Are specifically exempted from disclosure by State or Federal statute.
b. If disclosed would constitute an unwarranted invasion of personal privacy

under the provisions of subdivision (b) of section six of the Local Law.
c. If disclosed would impair present or imminent contract awards or

collective bargaining negotiations.
d. Are trade secrets or are maintained for the regulation of commercial

enterprise which, if disclosed, would cause substantial injury to the
competitive position of the subject enterprise.

e. Are compiled for law enforcement purposes and which, if disclosed,
would:

i. interfere with law enforcement investigations or judicial
proceedings;

ii. deprive a person of a right to a fair trial or impartial
adjudication;

iii. identify a confidential source or disclose confidential
information relating to a criminal investigation; or

iv. reveal criminal investigative techniques of procedures,
except routine techniques and procedures

f. If disclosed would endanger the life or safety of any person.
g. Are inter-agency or intra-agency materials which are not:

i  statistical or factual tabulations or data; 
ii. instructions to staff that affect the public; or
iii. final agency policy or determinations; or
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h. Are examination questions or answers which are requested prior to the
final administration of such questions.

3. Section 6(b) of Local Law No. 8-1978, which is referred to in item (2) of the list of
exempt records set forth above, provides as follows:
An unwarranted invasion of personal privacy includes, but shall not be limited
to:

a. disclosure of employment, medical or credit histories or personal
references of applicants for employment;

b. disclosure of items involving the medical or personal records of a client or
patient in a medical facility;

c. sale or release of lists of names and addresses if such lists would be used
for commercial or fund-raising purposes;

d. disclosure of information of a personal nature when disclosure would
result in economic or personal hardship to the subject party and such
information is not relevant to the work of the agency requesting or
maintaining it;

e. disclosure of information of a personal nature reported in confidence to an
agency and not relevant to the ordinary work of such Agency.

4. Procedure:
a. Requester:

Completes and signs a letter or form requesting permission to either
inspect or copy a non-exempted record, and presents this letter or form to
the Director of Human Resources. Alternatively, requester is entitled to
send a document request via e-mail and ask that the Director of Human
Resources provide a response via e-mail.

NOTE: Requester should specify dates, file designations, and other information to 
identify records sought. 

b. Records Access Officer (Director of Human Resources):
Determines if record sought is exempt or non-exempt, responds in writing
to requester within five (5) business days.

NOTE: If the College does not provide or deny access within five (5) business 
days, the College shall furnish a written acknowledgment of receipt, and a 
statement of the date the request will be either granted or denied. If the College 
determines to grant a request in whole or in part, and if circumstances prevent 
disclosure within twenty business days from the date of the acknowledgement of 
the receipt of the request, the College shall state, in writing, both the reason for 
the inability to grant the request within twenty business days and a date certain 
within a reasonable period, depending on the circumstances, when the request will 
be granted in whole or in part. 
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IF ACCESS TO RECORD(S) IS GRANTED: 
c. Requester:

Appears at time and place stated, shows signed letter from the Director of
Human Resources

d. Human Resources Department:
Makes records sought available to requester.

e. Requester: Examines records in the presence of an employee of the
department, and may request that copies be made. Alternatively, the

requester is entitled to pick up copies without first examining the
documents. The cost for hard copies is twenty-five (25) cents per page for
8 ½ " x 11" or 8 ½ x 14 sheets, or the actual costs of copying larger
materials.

f. Human Resources Department:
Provides copies, if requested. Accepts payment for copies provided.
Returns records to permanent files. Files copy of request and response.
Forwards any monies collected to the College Business Office.

IF ACCESS TO RECORD IS DENIED: 

a. Requester:
May present an appeal within thirty (30) days of denial and in writing to
the Assistant to the President to the following address: 121 Ellicott Street,
Rm. 170, Buffalo, New York 14203.

b. Assistant to the President:
Presents an answer in writing within ten (10) business days. Sends a copy
of the determination to the Executive Vice President for Legal Affairs for
the College, as well as to the State Committee on Public Access to
Records to the following address: NYS Committee on Open Government,
Department of State, One Commerce Plaza, 99 Washington Avenue, Suite
650, Albany, New York  12231.

References: FREEDOM OF INFORMATION; LOCAL LAW NO. 8-1978; 
NEW YORK STATE FREEDOM OF INFORMATION LAW OF 1974, AS AMENDED 
(Article 6 of the Public Officers Law) 
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ERIE COMMUNITY 
COLLEGE POLICY 

 
NUMBER 
 
VII – B - 20  

 
Human 
Resources/ 
Affirmative 
Action 
 

 
APPROVED 
10/12 
 

 
SUBJECT 

Tobacco Free Policy 

 
 
Purpose – To ban tobacco use in all ECC facilities and on all ECC property. To ban the sale or 

advertisement of tobacco products in all ECC facilities and on all ECC property. To provide a 

healthy, comfortable, and safe smoke and tobacco-free environment for our students, faculty, 

staff, and visitors. 

 

Applicability 
This policy applies to all members of the College community including but not limited to faculty, 

staff, students, volunteers, trainees, and consultants, supplemental staff employed through 

contract agencies or outside trade unions, vendors, guests, and visitors. 

 

Definitions 
Secondhand Smoke – a mixture of the smoke given off by the burning end of a cigarette, cigar, 

cigarillo, pipe, beedi, kretek, water pipe, bong, hookah, e-cigarette, or other tobacco product, and 

the smoke exhaled from the lungs of smokers. 

 

Smoking – burning any type of matter or substance that contains tobacco including but not 

limited to cigarettes, cigars, cigarillos, pipes, beedies, kreteks, water pipes, bongs, hookahs, e-

cigarettes, or any other tobacco product. 

 

Tobacco-related – applies to the use of a tobacco brand or corporate name, trademark, logo, 

symbol, motto, selling message, recognizable pattern or colors, or any other indicia of product 

identical to or similar to, or identifiable with, those used for any brand of tobacco products or 

company which manufactures tobacco products. 

 

College-managed property – property or facilities owned, leased or controlled by the College 

or its related (subsidiary) entities. 

 

College organizations – institutionalized organizations for students and/or staff that receive 

funding directly from the College, and which are coordinated or directed by College staff. 

Affiliate organizations include those societies, clubs or the like which are formed because of the 

special interest of any particular group of students. 
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Erie Community College supports an environment where its students, employees, and visitors are 

not exposed to secondhand smoke. Therefore, smoking is prohibited on all College-managed 

property, both indoors and outdoors. This includes but is not limited to: 

 all buildings on the North, South, and City campuses, classrooms, lecture halls, 

residences, residence halls, apartments, laboratories, offices, work areas, study 

areas, reception areas, meeting rooms, lobbies, hallways, stairwells, elevators, 

eating areas, lounges, restrooms; 

 off-site satellites such as the Vehicle Technology Training Center, 45 Oak, and 

One-Stop Center. 

 fields, open land areas, parking lots and garages, athletic fields, tracks, 

bleachers/grandstands, outdoor paths, and roads; 

 all partially enclosed areas including, but not limited to covered and uncovered 

walkways, breezeways, bus stop shelters, loading docks, building entrances, and 

exterior stairways and landings; 

 all vehicles owned and leased by the College or its affiliated organizations. 

 

Organizers of and attendees at public events, such as conferences, meetings, lectures, social 

events, cultural events, and/or athletic events using College-managed property will be required to 

abide by the College Smoke-Free Policy. Organizers of such events are responsible for 

communicating this policy to attendees. 

 

This policy shall not be enforced against employees that choose to smoke in their personal 

vehicle, as long as no smoke escapes to the outside environment of the college. Employees that 

choose to smoke in their car do so at their own risk. Smoking is well known as a deadly habit. 

The College has no responsibility for an employee’s decision to smoke, regardless of the 

location. 

 

Background 
Health risks associated with smoking are well documented. Research findings show that tobacco 

use, including smoking and breathing secondhand smoke, constitutes a significant health hazard. 

Smoking also contributes to institutional costs including fire damage, cleaning and maintenance, 

and costs associated with employee absenteeism, health care, and medical insurance. The 

Tobacco industry spends a reported $41 million dollars per day promoting their products, 

targeting young people, specifically college students. 

 

Responsibility 
Effective implementation of this policy depends on the courtesy, respect, and cooperation of all 

members of the ECC community. 

 

All members of the ECC community 
 Comply with this policy in a courteous, respectful, and cooperative manner. 

Supervisors (College and vendors) 
 Communicate this policy to their employees and volunteers. 

Event Organizers 

 Communicate this policy to event attendees. 
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Procedure 
 
Effective Date 

 Erie Community College shall be entirely tobacco-free effective January 1, 2013. 

 The full policy shall be announced and advertised to the entire College community 

beginning September 1, 2012. Cessation and treatment programs will be offered at this 

time. 

 All designated smoking areas will be eliminated. 

 All ash receptacles will be removed. 

 New “No Smoking” signs or the international symbol for “No Smoking” will be placed at 

various locations on campus and in College-owned vehicles. 

 Cigarettes, cigars, cigarillos, pipes, beedies, kreteks, water pipes, bongs, hookahs and any 

other tobacco product will not be sold on College grounds. 

 

Third-Party Vendors 

 The sale of tobacco products on campus is prohibited. This includes the delivery of 

tobacco products to the campus by means of a delivery service of any kind. 

 The free distribution of tobacco products or tobacco marketing products to College 

organizations is prohibited. 

 College organizations and affiliated organizations are prohibited from accepting money 

or gifts from tobacco companies, directly or indirectly. This includes sponsorship of 

parties by tobacco companies, distribution of free, reduced, or full price tobacco products, 

or any promotional items. This does not apply to research funding. 

 Tobacco-related advertising or sponsorship is not permitted: 

o On College-managed property, including billboards or signage in stadiums or on 

campus, and at College-sponsored events, or 

o In publications produced by the College. 

 Tobacco-related advertising is permitted in a newspaper or magazine not produced by the 

College and which is lawfully sold, bought, or distributed on College-managed property; 

this includes student-run newspapers. 

 

Distribution 
This policy will be: 

 Included with orientation information given to all enrolled students, 

 Communicated to all prospective hires, students, vendors, and contractors, 

 Communicated to newly hired employees in New Employee Orientation, 

 Announced in various College publications and sites 

 Distributed to all managers and supervisors for distribution to employees, and 

 Distributed to all event sponsors. 

 
Support and Education 
The College understands the addictive nature of smoking and the reality that breaking the habit is 

extremely difficult for many people. The College will make every effort to assist and encourage 

those who wish to stop smoking and will offer smoking cessation programs, accessible tobacco 

treatment, and counseling.  Employees should contact the health office and students should 
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contact the Student Government Association and Campus Deans for assistance with smoking 

cessation. 

 

Compliance 
  

Employees 
Violations of this policy will be addressed through educational and corrective measures. 

Education measures include smoking cessation programs, treatment, and counseling. Corrective 

measures shall follow established rules and regulations regarding policy violations and 

discipline procedure. All disciplinary actions shall proceed in accordance with the employee’s 

collective bargaining agreement. See Appendix A for a detailed outline of the discipline 

process as it pertains to the Tobacco Free Policy. In addition to being charged with violating the 

Tobacco-Free Policy, unresponsive individuals may also be charged with failure to comply with 

the reasonable request of a College administrator. Should someone not comply with a reasonable 

request, College Safety and Security may be involved. 

  

Students 
Students will be referred to the Student Conduct Judicial Board 

 
Visitors, Guests, Volunteers, Trainees, Vendors, and Supplemental Staff employed through 
contract agencies or trade unions 
These individuals are expected to observe the Erie Community College Tobacco- Smoke Free 

Policy. Department heads, building coordinators, and sponsors/hosts of College events are 

responsible for notifying individuals of the policy, including the restrictions on the sale or 

distribution of tobacco products. Individuals who smoke will be requested to extinguish the 

tobacco product and will be informed of the policy. Refusal to do so will constitute a violation of 

the policy and may result in removal from or denial of re-admittance to the building or event. 

 

Contact Information  
For further information, employees may contact Human Resources. Students may contact their 

respective Dean of Students’ Office. Visitors and Guests may contact College Safety and 

Security. 
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Appendix A 
 

First Violation 
The first violation of the Tobacco Free policy by any Erie Community College employee will 

result in a memorandum reminding the employee that the policy is in effect. This memorandum 

will not be disciplinary in nature. 

 

Second Violation 
The second violation of the Tobacco Free policy by any Erie Community College employee will 

result in an oral warning. The employee will have the option of avoiding this disciplinary step if 

the employee agrees to attend a designated smoking cessation program, and is confirmed to have 

successfully completed the program. 

 

Subsequent Violations 
If the employee chose to attend a smoking cessation program after their second violation, the 

employee shall receive an oral warning for the first violation after their second violation, and 

progressive discipline shall continue from there, up to and including termination.  

 

If the employee did not choose to attend a smoking cessation program after their second 

violation, the first violation after their second shall be a written warning, and progressive 

discipline shall continue from there, up to and including termination. 
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