
 

  

  

 

 

 
  

 
 

 
 

 

 
 

 
 

 
 

 
 

 

  
 

 
 

 
 

 
 

 
  

 
 

  
 

 

MANUAL OF POLICY


Title Self-Reporting of Criminal Conduct 4112

Legal Authority Approval of the Board of Trustees Page 1 of 1

Date Approved by Board Board Minute Order Dated December 15, 2015

South Texas College requires employees to self-report criminal conduct. 

I. Reporting of Criminal Charges or Arrest
Any employee that is arrested for or charged with a felony or misdemeanor offense in this State, or any other
jurisdiction, other than a traffic offense that is punishable by a fine only, is required to report such arrest or 
charge to South Texas College. This report must be made to the Office of Human Resources within five
business days of the employee first being arrested, summoned, or served with a charging instrument such as a
citation, an information, or an indictment. An employee is not excused from making this report because the 
employee is detained or incarcerated pending release on bail. This report may be made by the employee or by 
any other person acting at the employee’s request. An employee’s supervisor that receives a report under this 
policy shall, within three business days, thereafter, forward the report to the Office of Human Resources. 

II.  Report of Disposition of Criminal Charges 
Additionally, an employee is required to report to the Office of Human Resources of the disposition of the 
criminal charges, i.e., acquittal, conviction, pre-trial diversion, or deferred adjudication. This report must be
made within three business days of the disposition of the criminal charges. 

III. Report of Revocation of Probation or Adjudication 
Any employee that is serving a suspended sentence and is placed on community supervision/probation, or 
whose adjudication of guilt has been deferred pending successful completion of community 
supervision/probation shall report to the Office of Human Resources within five days of receiving notice that
a court proceeding has been scheduled concerning revocation of the employee’s community 
supervision/probation or concerning adjudication of the employee’s guilt. The employee shall immediately 
inform the Office of Human Resources of the outcome of any such revocation or adjudication proceeding.  

IV. Report of Revocation of Parole or Supervised Release 
Any employee that is on parole or supervised release shall report to the Office of Human Resources within
five days of receiving notice that a court proceeding has been scheduled concerning revocation of the 
employee’s parole or supervised release. The employee shall immediately inform the Office of Human
Resources of the outcome of any such revocation proceeding.  

V. Form of Report  
Initially, any report required under this policy may be verbal if making a written report is impracticable during 
the five-business day period due to the employee being detained or incarcerated pending release on bail. The
verbal notice shall be reduced to writing and provided to the Office of Human Resources within three days of
the employee being released on bail. 

VI. Disciplinary Action 
An employee or supervisor who fails to comply with the notice requirements of this policy may be subject to
disciplinary action, including dismissal, in accordance with existing policy.


