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l. PURPOSE

To provide a procedure for the approval and periodic review of user fees (in addition to tuition,
technology, capital improvement, student financial aid, activity, and service fees) for goods or
services provided to students enrolled in college credit courses that incur unusual costs. Such user
fees shall not exceed the cost of the goods or services provided and shall only be charged to students
or agencies receiving these goods or services.

1. IMPLEMENTATION OF USER FEES

In order to initiate, delete or change the amount of a course user fee, the following procedure must
be followed:

A. The Request for User Fee (form ID #) must be completed by the originating discipline or
School. The rationale or justification for a new fee or increased fee and an itemized list of
goods and services purchased with thisfee must be provided. This request will be reviewed
through the appropriate discipline or School and forwarded to the appropriate Dean of
Academic Affairs. If anew coursewith auser feeisbeing proposed, thisrequest form must
be submitted with the other curriculum proposal documents.

B. Once approved by the Dean of Academic Affairs, this user fee request is presented to the
Academic Deans Council by the discipline representative or School Director for review and
approval.

C. Once approved by the Academic Deans Council, the request is reviewed by all campus
CASSCs and voted on by the College CASSC.
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D.

The College Provost for Education, following collaboration with the Vice Provost for
Business Affairswho ensuresthat fees charged are reasonabl e and do not exceed the unusual
costs of the goods or services provided, notifiesthe Academic Deans and appropriate district
personnel of final approval. The Office of the Provost for Education assuresthat changesare
implemented within the College’ s information system.

Requests for user fees must be approved according to the following schedule:

Fal Term —April 1
Spring Term — August 1
Summer term — December 1

Exceptions to this schedule may be granted by the College Provost in extenuating
circumstances.

In unusual circumstances, the Provost for Education in collaboration with the Vice Provost
for Business Affairs and other appropriate academic administrators, may approve anew or
increase in user fee to maintain the viability of acourse or academic program. Justification
for this action, the user fee and an itemized list of goods and services must be documented.

I11.  PERIODIC REVIEW OF USER FEES

A.

Each course user fee will be reviewed at least once every five years. Every year, the
Academic Deans Council will assure through mutual planning that approximately 20% of the
user fees charged to students will be reviewed by the disciplines or Schoolsto determineif
they are still needed and arejustified by the cost incurred for goods and services. If achange
is recommended at this time or any other time, the procedure for implementation outlined
above will be followed.

Each Dean of Academic Affairs will assure that course user fees, within Schools or
disciplinesfor which they areresponsible, are reviewed according to the schedul e devel oped
by the Academic Deans Council.
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