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For

Initiating or Changing Instructional Materials Fees

Background, General Description

Instructional Materials Fees are those that are charged via the enrollment and registration process when a student registers and enrolls in classes, for covering the cost of instructional materials used in a specific course. The specific fees are listed in the Schedule of Classes, both on the introductory page concerning all fees (where they are called “Materials Fees”) and at the place in the schedule where the individual course section is listed. These fees are assessed along with enrollment fees, health fee, etc., when the student enrolls. These particular fees are not treated as optional at that time; however, a student may be excused from paying the fee if he/she can show he/she has other means to provide the materials appropriate for the course. These fees are authorized under E.C. section 76365 and sections 59400-59408 of the California Code of Regulations. In instituting or implementing any instructional materials fee, staff follow the guidance of the latest Student Fee Handbook produced by the California Community College Chancellor’s Office (CCCCO), as well as legal opinions of the CCCCO.

Process for Establishing or Changing

Instructional materials fees are established (or changed) through the process of creating the Schedule of Classes, since any such fee must be published in the Schedule along with the course listing. All sections of a course must require the same materials fee, once one is established for that course. In order to establish or modify a fee for a particular course, the person proposing the fee must first secure the support of his/her division dean, who will seek the approval of the Vice President of Academic Services. The Vice President will be guided by the Student Fee Handbook in determining whether the fee may be legally assessed. Provided the Vice President agrees in principle that the fee may be assessed, the proposing dean then works with the Vice President of Administrative Services (or other fiscal officer of the district) to establish a revenue account where the revenue collected may be deposited as fees are assessed. In setting up a revenue account with the help of the CLPCCD district office, the Vice President of Administrative Services (or other fiscal officer) is expected to be guided by the Student Fee Handbook and CCCCO legal opinions in determining whether to open an account. Thus there are at least two points in the process where the legality and appropriateness of the fee is checked. After securing the revenue account number, the proposing dean works with the Academic Services staff to enter the fee in the appropriate data field in the Banner system, and to ensure that an appropriate ‘section note’ is entered for each section of the course.

In proposing an instructional materials fee, the following information must be provided to the Office of Academic Services: (a) the course for which the fee will be charged; (b) the amount of the proposed fee; (c) the specific materials that will be purchased with the funds collected; (d) the per-student cost of these materials if the student were to purchase them on the open market (documented with an internet screen, vendor information, something tangible and attached); and (e) the term when the fee should be effective.

Challenges and Waivers/Exemptions

Any student who does not wish to pay the instructional materials fee associated with any course may petition the Director of Admissions and Records for a waiver/exemption. Provided the student can show that he/she will supply the same materials for use in the course, the Director will approve the request and direct staff to override the required fee so the student may enroll.

Monitoring and Reporting

 For purposes of responding to questions about the justification for instructional materials fees, the Office of Academic Services will maintain a table of the current instructional materials fees including the above-listed information (a-e). It is assumed that any fee that is established remains effective from the term when it is implemented, until it is discontinued or changed. When a change is approved, the “effective date” is changed in the table to indicate the date the change is implemented, and other information associated with the fee is changed as appropriate.

Maintenance of the Process
In order to ensure a stable and reliable process for approving and implementing instructional materials fees, the General Description and Challenges/Waivers/Exemptions paragraphs above will be included in the college catalog, in the sections addressing fees, and all paragraphs herein except this one will be included in the Faculty Handbook.
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