ADMINISTRATIVE COUNCIL
MIDWESTERN STATE UNIVERSITY

Meeting No. 12-02 January 23, 2012

The Administrative Council met Monday, January 23, 2012, at 2:00 p.m. in the J. S. Bridwell
Foundation Board Room in the Hardin Administration Building. Present were Dr. Jesse W.
Rogers, Chairman; Mr. Juan Sandoval, Dr. Howard Farrell, Dr. Robert Clark, Mr. Kyle Owen,
Mr. Charlie Carr, Mr. Barry Macha, Mr. Kyle Christian, Ms. Debbie Barrow, Ms. Julie Gaynor,
Ms. Dianne Weakley, Ms. Jolene Welch, and Ms. Cindy Ashlock.

MSU Poalicies and Procedures

Policy 3.222, Human Resources, Overtime Policy

Ms. Weakley proposed wording to address payment of overtime for non-exempt employees
for athletic and on-campus, non-university events (see Attachment A). The Council
approved the policy be placed on the February Board of Regents agenda

Policy 2.24, President’ s Office, Board Contract Signing Authorization

Mr. Macha stated that the General Counsel should be added to the reviewing processin
approving contracts or agreements (see Attachment B). The Council approved the policy to
be placed on the February Board of Regents agenda.

Policy 2.323, President’s Office

Mr. Macha proposed adding a section to address the Office of General Counsel (see
Attachment C). The Council approved placing the policy on the February Board of Regents
agenda. NOTE: after the meeting, the administration pulled thisitem for further
review.

Policy 2.31, President’ s Office, Administration Selection Process

Ms. Barrow stated that while reviewing the Policies and Procedures manual for the SACS
reaccreditation, it was found that changes were necessary to be in accordance with current
university procedures (see Attachment D). The Council approved placing the policy on the
February Board of Regents agenda.

Policy 2.339, Vice President for Administration and Institutional Effectiveness, Organization
Policy 4.181, Administration and Institutional Effectiveness, Information Technology
Policies and Procedures

Policy 4.188 Administration and Institutional Effectiveness, Mobile Communication Devices
Dr. Clark presented changes to the administrative organization (see Attachment E, F, G).
The Council approved the title changes as presented.

MSU Telephone Replacement Project
This item was pulled from the agenda.




Adjournment
There being no further business, the meeting was adjourned at 2:50 P.M.

@Mbgaﬂw_\ (dan O Shlock

Jesse W. Rogers, Chairman Cindy Ashlock, Secretary




Attachment A

3.222 Human Resources
OVERTIME POLICY
Date Adopted/Most Recent Revision: 08/04/2006

C. Compensation for Overtime
The Fair Labor Standards Act (FLSA) is now applicable to higher education. The following
is in accordance with the State Appropriations Act and the 1985 Amendments to the
FLSA.

1. Non-Exempt Employees

g. The university may elect to pay non-exempt employees at the federal
overtime rate of time and one-half for all hours worked at athletic events
and for all hours worked at events hosted on campus by sources outside of
the university. No federal or state appropriated funds may be used to pay
employees for state overtime hours (1.0) when paid at the federal overtime

rate (1.5).




Attachment B
2.24 President's Office
BOARD CONTRACT SIGNING AUTHORIZATION
Date Adopted/Most Recent Revision: 11/14/2008

B. Contract Review Requirements
1. The contract review process will begin with the initiating department. The

General Counsel shall review all contracts and agreements as to form and legal
sufficiency prior to signature.




Attachment C

2.323 President's Office
PRESIDENT'SOFFICE
Date Adopted/M ost Recent Revision: 08/04/2006

F. Office of General Counsdl

The General Counsd serves asthe university’slegal counsel and reportsdirectly to

the Boar d of Regents and to the President of the university. Responsibilities of the

General Counsdl arenot confined to, but include the following:

1.
2.

provides legal counsel on all mattersrelated to the univer sity:;

serves asthe university’ srepresentativein all legal mattersrelated to local,
state, and federal agencies or officials;

worksin conjunction with the Attor ney General of the State of Texas, legal
counsedl engaged in private practice, and other legal counsel for agencies of
the State of Texasregar ding mattersthat may affect the university;
monitors all lawsuits brought by or against the university and assiststhe
Attorney General’s officein the prepar ation, prosecution, and appeal of
lawsuits involving the univer sity;

consultswith the President of the university and the Board of Regents with
regard to legal matter s affecting the univer sity;

reviews contractual obligations entered into by the university asrequired by
university policy;

inter prets legisation and communicates regulatory requirementsto relevant
areas of the univer sity;

worksin conjunction with the university’s I nternal Auditor and the Vice
President for Business Affairs and Finance to ensure the development and
maintenance of an effective compliance program for the university; and
perfor ms such other duties as those generally incumbent upon a gener al
counsd of like boards or those delegated by the Board or the President of the

university.
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Attachment D

President's Office
ADMINISTRATION SELECTION PROCESS
Date Adopted/M ost Recent Revision: 11/06/2009

B.

The appointment of the president of the univer sity shall be made by the Board of

Regents. The Board of Regents may appoint a Search Advisory Committee, which
may make recommendations to the board concer ning candidates for the position of
president. The board shall make the final selection and approve a contract with the
president for a maximum of three years (T exas Education Code 51.948). A two-
thirds vote of the member s present and voting shall be required for the election.
The president may be granted faculty status and may be awarded tenureas a
faculty member by the Board of Regents (M SU Policy 2.335). A written contract
shall be signed by the board chair per son, board secretary, and the president.

The president’s performance shall be evaluated by the Board of Regents at itsfirst
regular meeting each calendar year.

3. General Counsel
The General Counsel will be appointed by the President.

. VicePresident for Administration and I nstitutional Effectiveness

The Vice President for Administration and Institutional Effectivenesswill be appointed
by the President from alist of three candidates recommended by a screening sear ch
advisory committee. The committee shall consisting of no fewer than three two faculty
and two staff representatives. The members will be selected from-atist-of sixnames
Feeemmeneleel by the PreSIdent in consultatlon W|th the Faculty Senate and Staff

theﬂ&ﬂeent— The Chal rperson of the search adV|sorv commlttee WI|| be app0| nted by

the President from-the-members-selected.



E. Vlce Pre&dent for BusnessAffalrsAdm+n+str—aHen and Flnance

TheVice President for Business Affairs and Finance will be appointed by the
President from alist of candidates recommended by a search advisory committee.
The committee shall consist of no fewer than two faculty and two staff
representatives. The memberswill be selected by the President in consultation with
the Faculty Senate and Staff Senate. The Chairperson of the search advisory
committee will be appointed by the President.

F. VicePresident for University-Advancement-and Student Affairs and Enrollment
Management

The Vice President for Student Affairs and Enrollment M anagement will be

appointed by the President from alist of candidates recommended by a search
advisory committee. The committee shall consist of no fewer than two faculty and
two staff representatives. The members will be selected by the President in
consultation with the Faculty Senate and Staff Senate. The Chairperson of the
sear ch advisory committee will be appointed by the President.

G. VicePresident for University Advancement and Public Affairs

The Vice President for University Advancement and Public Affairswill be appointed by
the President from alist of candidates recommended by a search advisory committee. The
committee shall consist of no fewer than two faculty and two staff representatives. The
memberswill be selected by the President in consultation with the Faculty Senate and Staff
Senate. The Chairperson of the search advisory committee will be appointed by the
President.




Attachment E
2.339 Vice President for Administration and Institutional Effectiveness
ORGANIZATION - VP for Administration and Institutional Effectiveness
Date Adopted/Most Recent Revision: 05/13/ 2011

Vice President for Administration and Institutional Effectiveness

A. Purpose
The purpose of the Vice President for Administration and Institutional Effectiveness is to provide central
leadership, coordination, and integration for all programs involving planrings-institutional research;
enrollment _management; assessment, and academic-services Information Technology that encompass
the entire university cemmunity. The Vice President for Administration and Institutional Effectiveness has
the following duties:

1. Managing the systematic and ongoing process of collecting, analyzing, and reporting data and
information related to the goals and outcomes developed to support the university’s mission and
objectives

2. Coordinating and integrating the ongoing planning-assessment-improvement cycle that is applied
to student outcomes and service functions at each level within the university

3. Coordlnatlnq the dellverv of aII forms of computer technoloqv and communlcatlon to the unlverS|tv

B. Responsibilities
The Vice President is directly responsible to the President. The Vice President supervises the following
areas:

1. Institutional ResearchPlanning and Assessment Admissions

2. Information Technology lnterhational-Services

3. MSU-Cyeling Registrar

4. . Al Ai



3.

SACS Liaison *WORDING**

C. Offices and Programs

1. Office of Institutional Research,-Planning; and Assessment Office-ef Admissions

2.

a.

Office

The Office of Institutional Research—Planring;-and Assessment (IRRA) collects and interprets
statistical data for use by the university as well as other government agencies involved in the
planning, policy formulation, decision making, and administration of institutions of higher
education. The Office of IRPA also provides assistance to faculty, staff, and administration in
designing and |mplement|ng effective assessment plans as part of the unlver5|ty W|de

Responsibilities

The director reports directly to the Vice President for Administration and Institutional
Effectiveness and may be assigned additional research and administrative duties as deemed
appropriate. The Office of IRRA is responsible for maintaining a database to be utilized in
preparing routine reports on enrollment, faculty workloads, graduation, and retention rates,
responding to national statistical surveys and preparing reports which must be completed for
federal, state, or regional accrediting agencies with responsibility for higher education,
responding to questionnaires and requests for data or information in general, maintaining
historical data in a database that can be utilized to produce ad hoc reports and serves as an
information management system, utilizing a variety of measurement instruments and statistical
methods to provide timely information and analysis to the President and the staff for use in
assessment and planning purposes, and guiding the university-wide assessment process as it
relates to institutional effectiveness and reaffirmation of accreditation with the Southern
Assomatlon of CoIIeges and Schools Comm|SS|0n on Colleges (SACS) Ihe—Dweeter—ts

Office of Information Technology Office-oflnternational-Services

Office
Information Technology is responsible for providing centralized data processing
support, in conjunction with local and wide area network support, for the academic and

admlmstratlve functlons of the unlver5|tv Ihe—@ﬁtee—ef—mtematienal—Semees-@tS)%nﬁes




Responsibilities

The Chief Information Officer (CIO) is responsible for operations, job scheduling,
hardware maintenance, documentation, and operation and analysis support for
administrative and academic users. The CIO is the supervisor of programmers,
analysts, operators and network technicians, and supervises university
telecommunications through the Telecommunications Manager and associated
department. The CIO supervises all installations and modifications of general use
computing and network hardware , and administrative, academic, and network
software. The ClIO makes recommendations to the Vice President for Administration
and Institutional Effectiveness on information resource budgets and staffing, hardware/
software procurement and enhancements, security policies, documentation, and
system development standards. Fhe Directorof the Office-of lnternational-Senvicesrecruits










Attachment F
4,181 Administration &Firanee-and | nstitutional Effectiveness
INFORMATION SY-SFEMSTECHNOL OGY POLICIESAND PROCEDURES
Date Adopted/M ost Recent Revision: 08/05/2011

. General

This policy appliesto all users of the university's telecommunications, computer and network
services. The university provides telephone, computer and network resources for use by students,
faculty, staff and other persons affiliated with the university. The use of these resourcesis
governed by this policy. Any violation of this policy or misuse of these resources, whether
deliberate or incidental, may result in disciplinary actions according to university policies, as
well as possible legal actions. Violations of security protocolsin this policy shall be reported to
the supervisor, the Birecter-of Chief Information Systerns Officer (ClO) of I nformation
Technology and the appropriate vice president or the provost.

. Guidelines
The university has established the following guidelines governing the proper use and workload
management of Information Systems resources and personnel.

1. Telecommunications
All telephone outages will be reported by the user through the tel ephone outage
reporting system at Ext. 4555. Requests for new installations, system reprogramming
and telephone instrument rel ocations will be submitted using the Information Systems
Technology work order system.

2. Computer Systems Programming Requests
Information Systems T echnology service requests will be submitted using the
Information Systerms T echnology work order system. Once submitted, the data
custodian for the area must approve the concept and access to specific data el ements.
Following approva from the data custodian to proceed, Information Systems
Technology will determine actual feasibility of the project and/or report. It isthe
practice of the university to not perform custom programming on purchased
applications unless there is no other viable solution.

3. Network Services
Trouble resolution, technical solutions, network upgrades and network security
services will be provided to the university by Information Systems T echnology. All
services other than trouble reporting must be requested using the Information Systems
Technology work order system. This includes requests for technical solutions or
network design.

4. Trouble Reporting
Small computer software and hardware trouble reporting will be managed through the
Information Systers Technology Help Desk at Ext. 4278 or email at
hel pdesk@mwsu.edu. Users should report detailed information describing the
problem. A work order will be assigned and tracked until completion. New
installations of small computers will be accomplished according to the delivery
schedule provided by the vendor. Any modifications to this schedule will be
determined by the Director of Chief | nfor mation Officer of Information

Technology Systems.




5. Technical Solutions
Technical solutions will be provided to the university faculty and staff to satisfy
approved requirements for information technology equipment and software. These
solutions will conform to the university guidelines established for interoperability and
uniformity.

6. Network Upgrades
Information Systerms-T echnology will be responsible for the network upgrades that
are consistent with university policy and technology availability. All upgrades will
provide amigratory path for future conversions and implementations.

7. Laboratory Management
Information Systems Technology is responsible for providing technical staffing for
the general purpose student labs. This includes the following:

a Provide general purpose software and qualified student employees for
general purpose student labs.

b. Provide supplies and printer services as required during normally
scheduled |ab periods.

C. Provide first-look maintenance on equipment and outage reporting.

d. Maintain lab physical security and cleanliness.

8. Electronic Network Access
Users of the university electronic network facilities and services will indemnify and
hold harmless the university against any and al actions or claims of infringement of
intellectual property rights arising from the use of a network-based service or facility
provided by the university. Network accessis provided by password control. All
passwords are managed and controlled by Information Systers Technology. The
following policies are established for network access:

b. All accounts are for the sole use of the student, faculty or staff of the university.
Account information will not be released by Information Systems T echnology to
any other individual.

11. Computer Security and Privacy

7. Public domain (shareware) will not be downloaded from public access
bulletin board systems to any user computer connected to the campus
network. All software loaded on university computers will first be
approved by Information Systems-T echnology and certified virus free.

8. User departments will identify to Information Systems T echnology,
personnel computer workstations used to store confidential or sensitive
information or to run critical applications. The users will be responsible
for notifying Information Systems T echnoloqgy for periodic virus scans.

9. Userswill not install personal computers onto the university’s network.



12. Computer System Access Control
The Birector-of-tnfermation-Systems Chief | nformation Officer will maintain

computer system integrity through the effective use of security controls. In an effort
to control access to computing resources, the following policy isin effect:

b. A logon will be assigned by Information Systems Technology after verification
by Human Resources of the individua’s current employment with the university.

14. Computer Operations Center
The Biector-of-tnfermation-Systems Chief 1 nformation Officer will maintain
control and supervision of the production, scheduling and output of the Computer
Operations Center. The following policies for services provided by the operations
center arein effect.

c. Output reports should first be checked for accuracy by Information Systers
Technology personnel and then rechecked by the user department before
distribution and/or use. It isthe user department's responsibility for accuracy of
the reports.

d. All non-emergency requests for reports must beinitiated by contacting
Information Systers T echnology This request will provide detailed information
on the task aswell as arealistic due date.



Attachment G
4,188 Administration &iranee and | nstitutional Effectiveness
MOBILE COMMUNICATION DEVICES
Date Adopted/M ost Recent Revision: 05/13/2011 (Effective fall semester, 2011)

B. Definitions

5. Temporary Loan. Employees not receiving a stipend who travel on university
business may obtain a university-owned mobile communication device from
Information Systems T echnology for the duration of the travel period. Employees
must return the device during the first full working day after the conclusion of the
travel period. Documentation will be required as outlined in Section H.

H. Alternative Proceduresfor Use of a M obile Communication Device
Information Systems T echnology will own alimited number of mobile communication
devices and provide for their monthly service costs. These will be available for short-term
rental and short-term emergency use, such as during a disaster or recovery operation.

I. Exceptions
Requests for exceptions to the policy may be made by submitting a written request to the
Vice President for Administration Business Affairs and Finance. All such requests
require the signature of the vice president or provost in whose area the person serves or
the president as applicable. The Business Office may require the employee to submit
documents to substantiate the basis of the request. It may also consult with other
university administrative offices on the matter.




