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Welcome to Online Learning at Texarkana College 
The goal of this guide is to provide you with specific information concerning online courses at 

Texarkana College. If you are a new student at Texarkana College, be sure to familiarize yourself with 

the Texarkana College website at www.texarkanacollege.edu by navigating through the various links 

which will provide you with general information about the college and its services. This guide is not 

meant to replace the general information found on the college’s website, but instead provides detailed 

information on how to: 

• Access your TC student email account 

• Determine the computer requirements needed for TC online courses 

• Log-in to your myTC account and get started with your TC online courses 

• Navigate through your TC online courses 

• Be a successful online student 

• Follow Netiquette guidelines 

• Locate the different Texarkana College Student Support Services 

How to access your TC student email account 

As a Texarkana College student, you have your own Texarkana College email account. To 

access this account, go to https://www.texarkanacollege.edu and select the Current Students tab located 

at the top of the page, scroll down to the Digital Tools section, and select TC Email. 
 

 
 

http://www.texarkanacollege.edu/
https://www.texarkanacollege.edu/
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When prompted, enter your TC Username, followed by your password. 
 

 
 

Every student has a unique login to access a multitude of services at Texarkana College. Your 

login is your first initial, a period, the first 14 letters of your last name, and the last four digits of your 

student ID number. For example, if your name is Jane Doe and your ID-Number is 12345678, then your 

username will be j.doe5678. If your name is John Jingleheimer-Smith and your ID-Number is 

87654321, then your login will be j.jingleheimersmi4321. This username will not only allow you to 

login to computers on campus but is also your myTC login. You must add the @texarkanacollege.edu 
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after your username. If you’re signing in from off campus, you will be prompted to complete Multifactor 

Authentication, or MFA. 

About Passwords 

Your Texarkana College account password will be sent to the email address you provided during 

registration. The password will be randomly generated and follow this pattern: 

• Three numbers, three lowercase letters, and two uppercase letters. 

• Example: 123abcDF 

If you experience any issues signing in with the password provided, please contact the IT Service 

Desk at 903-823-3030. 

Passwords for your accounts must follow these rules: 

• Minimum length of 8 characters 

• Must contain 3 of the 4 character types: uppercase letter, lowercase letter, number, or special 

character 

• Do not re-use a password, our system remembers the last 24 passwords 

• The password cannot contain any part of your name 

Example passwords: 

• Welcome2TC# 

• Go2Class! 

• Books&Notes7 

Be sure and check your TC email daily. Your professors will use this account to send you class 

information. Failure to respond to these emails could result in you being dropped from the class. 

Computer requirements needed for Texarkana College 

Students are required to have a computer with Internet access for classes. The computer must be 

an actual computer – smart phones, iPads, Androids, Chromebooks, etc., are not acceptable substitutes 

because they lack software compatibility necessary to complete all assignments and tests. Financial costs 

for the necessary equipment and internet access are the responsibility of the student. 
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Students needing to purchase a computer may do so through the Texarkana College Bookstore. 

Systems purchased through the bookstore meet or exceed all requirements, are competitively priced, and 

may be purchased using financial aid funds. If the system is purchased through another source, it is the 

student’s responsibility to ensure the system meets all requirements. 

Computer system requirements 

• Webcam, microphone, and speakers or headphones 

• Windows 11 or a recent version of Mac OS (minimum Sierra). Windows 11 S mode is not 

supported 

• Hardware capable of running Microsoft Teams (free download) and supports multi-media 

playback 

• Support for Chrome or Microsoft Edge – Note: Firefox, Safari, or other browsers will not work 

• Able to run Microsoft Office which will be provided to free to TC students 

• Adobe Reader or another PDF viewer 

• Antivirus software such as Windows Defender or another 3rd party anti-virus solution 

• The Respondus Lockdown browser is used for taking tests; therefore, the system must be capable 

of running this software. Most newer systems that meet other specifications should work. 
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• Students should regularly back up content to prevent loss of coursework due to hardware failure. 

Backup copies of documents and other coursework may be placed on OneDrive cloud storage. 

OneDrive is included free of charge for all TC students. 

The following items may be required in some courses for you to view course materials. 

• Microsoft Office Suite – Additional information found HERE. 

• Microsoft Teams - Additional information found HERE. 

Testing Center Information 

Online students may be required to take exams in the Testing Center located in Palmer Memorial 

Library. Current hours of operation and rules can be found on the Testing Center webpage. Specific 

details regarding testing can be obtained from each individual instructor. 

If you have any questions regarding the Testing Center, contact the Testing Center at 903.823.3278 or 

email: testing.center@texarkanacollege.edu 

How to log-in and get started with your online courses 

• Browse to https://my.texarkanacollege.edu/ 

 
• Alternatively, browse to https://www.texarkanacollege.edu/ and click For Current Students. 

 

https://support.texarkanacollege.edu/solutions/1030167-microsoft-office-downloading-the-office-suite.portal
https://support.texarkanacollege.edu/solutions/1032011-installing-microsoft-teams.portal
https://www.texarkanacollege.edu/academics/registrar/testing-center/
mailto:testing.center@texarkanacollege.edu
https://my.texarkanacollege.edu/
https://www.texarkanacollege.edu/
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• Select myTC Portal. 

 
• To log in, select the Login button in the upper right corner of the page. 
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• On the following page, enter your Texarkana College account information 

 
• This is your first INITIAL, followed by a period (.), your FULL last name, the last 4 digits of 

your student ID, followed by “@texarkanacollege.edu”. 

• You will now be signed in, and have access to the Student tab, located in the header menu. 
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\ 
• Once your Student tab opens, you will be able to access the Moodle LMS – TC Online system. 

You will need to have your pop-up blocker turned off in the browser you are using. If you are 

using Firefox, Chrome, or Microsoft Edge, a reminder to turn them off will show up. If you are 

using Safari on a Mac, the reminder will not show up. You just need to make sure the blocker is 

off. If you do not, nothing will happen. 

MOODLE LMS 

Once you’re signed-in to the myTC portal, select on the Moodle LMS – TC Online link under 

the dark-blue Quick Links sidebar on the left of the page. 
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• Select Log in in the upper right corner of the screen. 
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• If you’ve already signed-in to the myTC Portal, you should automatically be signed-in to the 

Moodle LMS – TC Online system. If you aren’t automatically signed-in, you will use the same 

Texarkana College credentials here as you did on the myTC portal. 

• Once signed in, you’ll land on the My Courses page, where any courses you’re currently enrolled 

in will be visible. To view course content, simply select the course. 
 

 
• You should now be in your class located within the Moodle LMS – TC Online. 

• Lastly, review our Student Tutorial videos located here.  

https://vimeo.com/showcase/11814635
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How can I be a successful online student? 

To be successful, you should be a self-starter and able to work independently. You must allocate 

the time required to do the activities. You must be able to read carefully and pay attention to detail. Do 

not wait until the last minute to start course activities because there is a great change you will not be able 

to finish. If you run into a problem, it may take time to get help. In general, the online student should 

possess the following qualities: 

• Be able to communicate through writing

• Be self-motivated and self-disciplined

• Be willing to “speak up” if problems arise

• Be willing to commit 7 to 15 hours per week per course

• Be able to meet the minimum requirements for the course

• Have access to a computer and high-speed Internet

• Participate in the virtual classroom 3-5 days a week

• Be able to work with others in completing projects
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• Be willing to learn independently and/or in groups 

• Be able to complete assignments on time 

• Check your TC email daily 

Netiquette Guidelines 

Online learning requires clear, respectful, and professional communication. Because we interact 

primarily through writing, video, and digital platforms, how we express ourselves matters as much as 

what we say. These updated netiquette guidelines provide a foundation for creating positive, inclusive, 

and effective online learning environments. 

1. Communicate Clearly and Respectfully 

• Think before you post or reply. Re-read messages to ensure tone is polite and constructive. 

• Avoid ALL CAPS (perceived as shouting), sarcasm, or slang that may be misunderstood. 

• Respect differing opinions; disagreement is welcome, but personal attacks are not. 

2. Maintain Professionalism 

• Use correct grammar, punctuation, and spelling. 

• Address instructors and classmates with appropriate titles unless invited to use first names. 

• Keep communication in academic spaces professional—avoid emojis, excessive abbreviations, 

or overly casual language unless context allows. 

3. Be Timely and Responsive 

• Follow instructor expectations for participation and response times. 

• Contribute regularly to discussions without dominating them. 

• Notify your instructor in advance if you will be absent or delayed. 

4. Protect Privacy and Academic Integrity 

• Respect confidentiality: do not share classmates’ posts, course recordings, or private messages 

without permission. 

• Cite sources properly; do not plagiarize. 

• Protect your accounts and data—use strong passwords and avoid sharing login information. 

5. Practice Digital Citizenship and Inclusion 

• Use inclusive language and be mindful of cultural differences. 

• Support accessibility: choose easy-to-read fonts and colors, provide captions or transcripts when 

sharing media. 

• Encourage contributions from all classmates and value diverse perspectives. 
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6. Follow Platform and Technology Etiquette

• In video meetings: mute when not speaking, use a neutral background, and keep distractions

minimal.

• Test links, files, or multimedia before sharing.

• Use chat functions appropriately—for relevant questions or discussion, not unrelated side

conversations.

7. Ask Questions and Seek Clarification

• If instructions or comments are unclear, ask respectfully rather than assuming.

• Phrase clarifying questions in ways that take ownership: e.g., “I’m not sure I understood—could

you explain further?”

• Respond to others’ questions with patience and support.

8. Respect Boundaries and Well-Being

• Recognize that peers and instructors may not respond outside of agreed working hours.

• Maintain a professional balance between academic and personal interactions.

• De-escalate conflicts: if frustrated, pause before replying.

The Golden Rule of Netiquette 

• Do not say or post online what you would not say in person. Online spaces are extensions of the

classroom; treat them with the same respect, courtesy, and professionalism.

Are There Attendance Requirements for Online Classes? 

Just like professors may require you to show up for class when you take a traditional college 

course, students who take online courses must also meet a slightly different form of attendance 

requirements. While students won’t have to show up physically, they will have to long in to their course 

at least once a week and complete an attendance activity. Attendance in an online course is defined as an 

active post or submission within the course including discussions, written assignments and tests. This 

standard will be used to determine all attendance issues, including but not limited to, never having 

attended reports, last date of attendance, and involuntary withdrawal from a course due to lack of 

attendance.  

All online students must complete an Enrollment Verification activity within the first week of 

class (activity depends upon the professor, so be sure to read the syllabus) or the professor may drop you 

for not having attended. Online students must complete at least one activity per week. If you are 

dropped, your financial aid will be affected. 
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Academic Integrity 

Texarkana College assumes that all students will involve themselves in honest pursuit of 

academic acquisition. When a student demonstrates academic dishonesty, disciplinary action will be 

initiated. 

Disciplinary proceedings may be initiated against a student accused of any form of academic 

dishonesty including, but not limited to the following: 

• "Scholastic dishonesty" includes, but is not limited to cheating on academic work, plagiarism,

collusion, or falsification of records.

• Cheating on academic work includes:

o Copying another student's test paper in academic work;

o During a test, using materials that are not authorized by then test administrator;

o Without permission, collaborating with another student during a test or in academic

preparation;

o Using, buying, selling, stealing, transporting, or soliciting the contents of an

unadministered test.

• "Plagiarism" is defined as presentation for credit as one's own idea or product derived from an

existing source.

• "Collusion" is defined as the unauthorized collaboration with another person in preparing written

work for credit.

Students found guilty of academic dishonesty in the classroom, off campus site, or testing center

may be dropped with an "F" from the course in which he/she is cheating. If one student is caught taking 

a test for another, both will be dropped from the course with an "F". 

This policy will be strictly enforced and there will be no exceptions. 

Grievance Procedure 

Student grievance is any dissatisfaction, complaint or an injustice a person may have while 

associated with Texarkana College, either as a student or as a prospective student. A grievance may 

result from academic experiences, non-academic matters involving administrators, staff or student 

organizations or matter related to alleged discrimination on the basis of age, race, creed, color, national 

origin, sex, marital status, physical handicap or limited English proficiency. All students who have a 

grievance are encouraged to resolve problems where they arise and with parties involved. 

It must be kept in mind that the excellence of Texarkana College is partially a result of the 

academic freedom enjoyed by the faculty, and any grade change may be made only by the faculty. A 
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grade is the sole prerogative and responsibility of the faculty member, and any review as the result of an 

appeal is intended to ensure total fairness and understanding. 

Student Complaint Procedure 

Informal 

• Student encouraged to resolve his/her complaint with the faculty or staff member involved.

• This must be done within 10 days of the occurrence

• If the student is satisfied with the faculty member’s decision, the matter is settled.

Formal 

• Level One

o If the student is not satisfied, the student may submit a Student Complaint/Grievance

Form within five class days after the decision to the appropriate division dean or lowest

level administrator who has the authority to remedy the alleged problem. If the division

dean is the faculty member involved, the complaint should be submitted to the Dean of

Students. The complaint form must be hand delivered, faxed, or sent by U.S. Mail.

o The appropriate administrator shall investigate as necessary and hold a conference with

the student within ten days of receipt of the written complaint.

o The administrator shall provide the students with a written response within ten days

following the conference.

o If the student is satisfied with the response, the matter is settled.

Level Two 

• If the student is not satisfied, the student may submit a Student Appeal Form to the Dean of

Students within ten days of the date of the written Level One response or, if no response was

received, within ten days of the Level One response deadline. The appeal must be hand

delivered, faxed, or sent by U.S. Mail.

• The Level Two administrator shall hold a conference with the student within ten days after the

appeal notice is filled. The conference shall be limited to the issues presented by the student at

Level One and identified in the Level Two appeal notice.

• The Level Two Administrator shall provide the student with a written response within ten days

following the conference.

• If the student is satisfied with the response, the matter is settled.

Level Three 

• If the student is not satisfied with the Level Two response, or if the time for a response has



17 

expired, the student may request a conference with the College President or designee to appeal 

the Level Two decision within ten days of the Level Two response, or, if no response was 

received, within ten days of the Level Two response deadline. The appeal must be hand 

delivered, faxed, or sent by U.S. Mail. 

• The Level Three administrator shall hold a conference within ten days after the appeal notice is

filed. The conference shall be limited to the issues presented by the students at Level One and

identified in the Level Three appeal notice.

• The Level Three administrator shall provide the student with a written response within ten days

following the conference.

• If the student is satisfied with the response, the matter is settled.

Level Four 

• If the student is not satisfied, the student may submit a Student Appeal Form to the Texarkana

College Board of Trustees within ten days after the receipt of the written Level Three response,

or, if no response was received, within ten days of the Level Three response deadline.

• The College President or designee shall inform the student of the date, time, and place of the

Board meeting at which the complaint will be on the agenda for presentation to the Board.

• The College District shall determine whether the complaint will be presented in open or closed

meetings in accordance with the Texas Open Meetings Act and other applicable law.

• In addition to any other record of the Board meeting required by law, the Board shall prepare a

separate record of the Level Four presentation. The Level Four presentation, including the

presentation by the student or the student’s representative, any presentation from the

administration, and questions from the Board with responses, shall be recorded by audio

recording, video/audio recording, or court reporter.

• The Board shall then consider the complaint. It may give notice of its decision orally or in

writing at any time up to and including the next regularly scheduled Board meeting.

• If for any reason the Board fails to reach a decision regarding the complaint by the end of the

next regularly scheduled meeting, the lack of a response by the Board upholds the administrative

decision at Level Three.

Sexual Harassment 

Sexual harassment is a form of sex discrimination that involves the unwelcome introduction of 

sexual activities, comments, or sexually oriented visual materials into the workplace or classroom. 

Unwelcome sexual advances and other verbal, visual, or physical conduct of a sexual nature constitute 
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sexual harassment when (1) submission to the conduct becomes a term 

or condition of employment or academic achievement, (2) submission to or rejection of the conduct is 

used as a basis for an employment or academic decision regarding the individual, or (3) conduct 

unreasonably interferes with the individual's work performance or creates an intimidating, hostile, or 

offensive working or academic environment. Victims of sexual harassment can include employees, 

students, men, and women. 

The Texas Legislature has recently amended the Texas Penal Code by adding a provision 

criminalizing sexual harassment. The new law defines "sexual harassment" to mean unwelcome sexual 

advances, requests for sexual favors, or other verbal or physical conduct of a sexual nature, submission 

to which is made a term of condition of a person's exercise or enjoyment of any right, privilege, power, 

or immunity, either explicitly or implicitly. Sexual harassment is classified as a Class A misdemeanor. 

In addition to criminal charges, any member of the Texarkana College community who is guilty 

of sexual harassment will be subject to disciplinary action on the part of the College following a hearing. 

Complaints of sexual harassment involving students should be directed to the Dean of Students. 

Complaints involving other members of the College community should be directed to the Dean of 

Instruction. When a complaint is received by any of the administrators listed above, that individual or 

his/her agent will instigate an investigation to determine the facts of the matter, and will call a hearing if 

deemed necessary. 



AI Policy 

I. Purpose & Scope Texarkana College is committed to responsibly integrating 
Generative Artificial Intelligence (GAI) to enhance education, administrative functions, 
and institutional operations while ensuring compliance with ethical standards, data 
security, and privacy regulations. This policy provides guidance on the acceptable use, 
governance, and oversight of AI within Texarkana College. 

This policy applies to all faculty, staff, and students using AI tools in academic, 
administrative, or operational capacities. AI tools covered include institution-approved 
AI platforms, publicly available AI tools, and AI-enhanced software used in College-
related activities. 

Texarkana College recognizes that responsible AI integration must also comply with the 
Texas Responsible Artificial Intelligence Governance Act (HB 149, SB 1964, HB 3512) 
and accreditation standards outlined by SACSCOC. The policy therefore establishes 
institutional governance, risk management, and transparency protocols consistent with 
state and federal expectations. 

What is Generative AI? 

Generative AI (GAI) is a type of artificial intelligence that can create new content, such 
as text, images, music, or even code, by learning patterns from vast datasets. Unlike 
traditional AI, which is designed to recognize patterns and make decisions based on 
predefined rules, generative AI can produce original outputs by mimicking the 
structures it has learned. 

These AI models are trained on large collections of data and use algorithms to generate 
content that closely resembles human-created work. Generative AI tools, such as 
ChatGPT and image generation software, are increasingly being used in education, 
business, and creative fields to assist with problem-solving, idea generation, and 
automation. However, the responsible use of these tools requires careful consideration 
of accuracy, ethics, and security. 

 
II. Alignment with Institutional Goals This policy directly supports Texarkana 
College’s 2024-2026 Strategic Plan by addressing the top priority of: 

• Success – Establishing a team to assess best practices for the use of Artificial 
Intelligence (AI) and recommending policies and strategies for effective 
implementation into the curriculum. 

By clearly defining guidelines, responsibilities, and acceptable uses, this policy ensures 
the strategic and thoughtful integration of AI tools to enhance student success and 

https://capitol.texas.gov/tlodocs/89R/billtext/pdf/HB00149I.pdf?utm_source=chatgpt.com
https://capitol.texas.gov/tlodocs/89R/billtext/pdf/SB01964I.pdf
https://capitol.texas.gov/tlodocs/89R/billtext/html/HB03512I.htm
https://sacscoc.org/app/uploads/2025/06/AI-Good-Practices-Document.pdf
https://www.texarkanacollege.edu/about/texarkana-college/strategic-plan/
https://www.texarkanacollege.edu/about/texarkana-college/strategic-plan/


faculty effectiveness, aligning closely with the college’s commitment advancing our 
community through attainable higher education and lifelong learning. 

The policy actively promotes responsible AI use through resources including the AI 
website, weekly faculty/staff workshops, and the Learning Technology Team on 
Microsoft Teams. 

The College’s AI Governance structure ensures that AI supports institutional 
effectiveness through annual AI Use Reports, training completion tracking, accessibility 
audits, and course-level policy alignment. 

 
III. Guiding Principles Texarkana College encourages the adoption of AI while ensuring: 

1. Human Oversight – AI should complement, not replace, human decision-
making. Important decisions, particularly those affecting student outcomes or 
institutional policies, must remain subject to human oversight and verification. 

2. Privacy & Security – AI use must comply with Texarkana College’s Information 
Security Plan, the Family Educational Rights and Privacy Act (FERPA), and 
applicable Human Resources policies to ensure data protection, confidentiality 
and compliance with federal regulations and internal standards. Special care 
must be taken to protect sensitive information, maintain privacy, and secure 
institutional data when integrating AI tools. 

3. Transparency & Accountability – Faculty, staff, and students must disclose AI 
use transparently where applicable, ensuring clarity on how and when AI tools 
are used in coursework, assessments, administrative functions, and 
communication. Proper documentation and attribution of AI-generated content 
are mandatory to maintain academic and operational integrity. 

Transparency, Accountability, Accessibility, Security, and Human Oversight remain the 
core guiding principles in all AI applications. The College ensures that all AI use is 
tracked through approved systems, reviewed annually, and aligned with state 
mandates and accreditation standards. 

 
IV. Acceptable Uses of AI 

1. Teaching & Learning 
o Faculty may integrate AI into coursework to enhance learning, provided 

students are made aware of acceptable and unacceptable uses through 
course syllabi and classroom discussions. 

o AI tools may support personalized learning experiences, facilitate deeper 
understanding, and enhance creativity and innovation in teaching 
practices. 

https://ai.texarkanacollege.edu/
https://ai.texarkanacollege.edu/
https://teams.microsoft.com/l/team/19%253AZJQk2uv_DCroJ29R7-1nyn6YybSVBUgV1MK9hp-UUYs1%2540thread.tacv2/conversations?groupId=d54179b3-b45c-4725-870e-82d82b8895fb&tenantId=b97b2600-0e8f-48c6-b379-5e00675e4bfd
https://www.texarkanacollege.edu/wp-content/uploads/2023/08/Texarkana-College-Information-Security-Policy-October-2023.pdf
https://www.texarkanacollege.edu/wp-content/uploads/2023/08/Texarkana-College-Information-Security-Policy-October-2023.pdf
https://www.texarkanacollege.edu/ferpa/
https://www.texarkanacollege.edu/about/leadership-faculty-staff/offices-departments/human-resources/


o Students must adhere to academic integrity standards when using AI in 
assignments, projects, and assessments. 

o AI-generated work must be properly cited in accordance with institutional 
guidelines to ensure transparency and integrity. 

Each course syllabus must include an “AI Use Statement” categorizing whether AI use 
is Allowed, Allowed with Citation, or Not Allowed. The Vice President of Instruction 
(CAO) oversees implementation and ensures consistency across divisions. AI tools 
used in instruction must meet accessibility standards; when not, Disability Services will 
ensure equivalent accommodations. 

2. Administrative & Operational Use 
o AI may be used for workflow automation, student support services, and 

communication purposes. 
o AI may assist in data analysis and reporting, provided that usage strictly 

adheres to confidentiality and security protocols. 
o AI tools should not be used to process personally identifiable information 

(PII) without prior approval from the appropriate authorities, consistent 
with the Texarkana College Information Security Policy. 

The Executive Director of IT (serving as CIO) must review and approve all new AI 
systems or vendor integrations to ensure compliance with FERPA, cybersecurity, and 
privacy laws. Vendor contracts must specify that institutional data cannot be used for 
model training without written consent. 

Public Disclosure of AI Use 
To ensure transparency, accountability, and public trust in the use of Artificial 
Intelligence, Texarkana College will disclose AI use wherever members of the public, 
students, or employees interact with AI-powered systems or communications. 

1. Disclosure Requirements 

• All AI systems that engage with the public must clearly disclose their nature 
and purpose at or before the point of interaction. 

• A disclosure must include: 
o Identification that the user is interacting with an AI system; 
o The general purpose of the AI system (e.g., “to provide automated 

responses”); 
o A caution that AI-generated responses may be incomplete or inaccurate; 
o A notice not to submit sensitive personal information (e.g., SSN, student 

ID, financial or medical details); and 
o A method for contacting a human representative for clarification or 

assistance. 

https://www.texarkanacollege.edu/wp-content/uploads/2023/08/Texarkana-College-Information-Security-Policy-October-2023.pdf


Example Standard Banner:  

“You are interacting with an AI-powered assistant. It generates automated responses 
based on approved data sources. Do not include sensitive or personal information in 
your message. A Texarkana College staff member can assist if needed.” 

Example Footer Notice:  

“This tool uses generative AI to assist users. Responses may not reflect official College 
policy. For verified information, please contact the appropriate department or visit 
texarkanacollege.edu." 

2. Placement 

• The short disclosure must appear at the entry point of all AI interfaces (e.g., 
chatbot welcome screen, helpdesk portal, or email autoresponder). 

• The detailed disclosure must appear in the footer, transcript summary, or on a 
linked “AI Transparency and Privacy Notice” webpage. 

3. Accessibility and Equity 

• All disclosures must be accessible (WCAG 2.1 AA compliant) and readable at a 
9th–10th grade level. 

• Alternate formats (text-to-speech, captioning, or print statements) must be 
provided where required under ADA or Section 504. 

4. Oversight 

• The Executive Director of IT (CIO) oversees implementation and technical 
accuracy of disclosures. 

• The Vice President of Instruction (CAO) ensures disclosures for instructional or 
learning systems meet academic standards. 

• All disclosures must be reviewed annually by the AI Governance Committee 
and updated as technology or regulations evolve. 

5. Legal Reference 

• This disclosure section fulfills Texas HB 149 (2025), Section 5(b), requiring public 
entities to notify users when interacting with AI systems. 

 
V. Prohibited Uses 

• Using AI tools to fabricate, falsify, or misrepresent information (see Academic 
Dishonesty Policy). 

• Inputting confidential student, faculty, or institutional data into unauthorized AI 
systems (see Information Security Policy). 

https://capitol.texas.gov/tlodocs/89R/billtext/pdf/HB00149I.pdf
https://catalog.texarkanacollege.edu/wp-content/uploads/2024/04/2024-Catalog-and-Student-Handbook.pdf#page=64
https://catalog.texarkanacollege.edu/wp-content/uploads/2024/04/2024-Catalog-and-Student-Handbook.pdf#page=64
https://www.texarkanacollege.edu/wp-content/uploads/2023/08/Texarkana-College-Information-Security-Policy-October-2023.pdf


• Relying solely on AI for high-stakes decision-making without human verification. 
• Using AI-generated content without proper attribution. 

In accordance with HB 149 (2025), Texarkana College also prohibits the development or 
deployment of AI systems that: 

• Promote self-harm, violence, or criminal activity; 
• Conduct “social scoring” or algorithmic classification that leads to unfair 

treatment; 
• Perform biometric identification or data scraping without consent; 
• Discriminate against protected classes or suppress lawful expression; or 
• Generate or alter explicit or deepfake content involving or impersonating minors. 

 
VI. Implementation & Compliance 

• Faculty Responsibilities – Clearly define AI use policies in course syllabi, 
ensure students understand ethical considerations, and follow guidelines 
outlined in the Faculty Handbook. 

• Staff Responsibilities – Ensure AI aligns with institutional policies, does not 
compromise data security, and adheres to guidelines outlined in the Catalog & 
Student Handbook 2024-2025. 

• Student Responsibilities – Follow academic integrity guidelines outlined in this 
policy and in the Texarkana College Catalog & Student Handbook 2024-2025. 
Seek clarification before using AI tools. 

• Monitoring & Review – The IT Technology Committee will oversee AI adoption, 
provide training, and update policies as necessary. 

Tier Definition / 
Description Typical Examples Governance 

Requirements 

Tier 1 – 
Informational 
(Low Risk) 

Systems that assist 
users with general 
information, 
tutoring, drafting, or 
analysis but do not 
access or store 
sensitive data and 
do not make 
autonomous 
decisions affecting 
individuals. 

Chatbots 
answering FAQs, 
grammar 
checkers, image 
generators for 
instruction, 
summarization 
tools using public 
data. 

• Department-level 
approval. • Disclosure 
of AI use to users. • 
Annual self-review by 
the area owner. 

Tier 2 – 
Assistive 
(Moderate 
Risk) 

Systems that 
support human 
decision-making or 
use limited 

LMS-embedded AI 
grading 
suggestions, 
analytics 

• Pre-approval by AI 
Governance 
Committee. • Data 
security review by IT.• 

https://capitol.texas.gov/tlodocs/89R/billtext/pdf/HB00149I.pdf?utm_source=chatgpt.com
https://my.texarkanacollege.edu/ICS/icsfs/Faculty_Handbook_24.25_updated_Oct_10.pdf?target=076449a7-d11d-47a9-80a8-8762ee6810e7
https://catalog.texarkanacollege.edu/wp-content/uploads/2024/04/2024-Catalog-and-Student-Handbook.pdf
https://catalog.texarkanacollege.edu/wp-content/uploads/2024/04/2024-Catalog-and-Student-Handbook.pdf
https://catalog.texarkanacollege.edu/wp-content/uploads/2024/04/2024-Catalog-and-Student-Handbook.pdf


institutional data 
(directory info, 
student ID 
numbers, or 
internal text) under 
human oversight. 

dashboards, 
administrative 
automation tools. 

Staff/faculty training 
required. • Annual 
review and 
accuracy/bias testing 
when applicable. 

Tier 3 – 
Heightened 
Scrutiny (High 
Risk) 

Systems that 
autonomously 
make or strongly 
influence 
consequential 
decisions involving 
eligibility, academic 
standing, or access 
to resources, or that 
process sensitive or 
protected data 
(FERPA, ADA, PII). 

Predictive 
analytics 
influencing 
financial aid or 
admissions, AI-
based proctoring, 
early-alert or 
retention 
algorithms, 
automated 
evaluation of 
performance. 

• Mandatory Risk & 
Impact Assessment 
(RIA). • Bias testing and 
accessibility validation 
prior to deployment. • 
Human-in-the-loop 
review for all decisions. 
• Appeals process for 
affected individuals. • 
Annual audit by the AI 
Governance 
Committee. • Vendor 
contract must include 
“no model training on 
College data” clause. 

 

Texarkana College hereby establishes an AI Governance Committee composed of: 

• Executive Director of IT (CIO) – oversees security, data governance, and vendor 
oversight. 

• Vice President of Instruction (CAO) – manages academic policy, syllabus 
integration, and instructional integrity. 

• Vice President of Administrative Services – coordinates compliance and HR 
training accountability. 

• Legal Counsel (external or retained) – provides legal review for contracts, 
FERPA, privacy, and statutory compliance. 

• Institutional Research/IE Representative – ensures AI metrics are integrated 
into the College’s Institutional Effectiveness cycle. 

• Registrar/FERPA Officer – ensures privacy compliance. 
• Disability Services Representative – ensures accessibility in AI-supported 

instruction. 
• HR Coordinator or HR Generalist – monitors and reports AI training completion 

compliance. 
• Faculty and Student Representatives – provide feedback and serve as liaisons 

for academic and student perspectives. 

 



The AI Governance Committee meets quarterly to: 

• Maintain an AI System Inventory; 
• Classify systems by risk tier (Tier 1 Informational, Tier 2 Assistive, Tier 3 

Heightened Scrutiny); 
• Conduct annual risk and bias assessments; 
• Publish an annual AI Use Report aligned with the Institutional Effectiveness 

cycle; and 
• Review and update the AI Policy annually. 

All employees and faculty must complete annual AI literacy training equivalent in scope 
to cybersecurity training. HR will track completion through the LMS and maintain 
records for audit. 

Texarkana College will maintain a “Report an AI Concern” portal for employees, 
students, and the public. Alleged violations will be reviewed by the AI Governance 
Committee and, if necessary, referred to external legal counsel or the Texas Attorney 
General’s Office per HB 149 enforcement procedures, which allow a 60-day cure period 
before penalties. 

Annual reviews will ensure continued alignment with HB 149, SB 1964, HB 3512, and 
SACSCOC’s Good Practices in the Use of Generative AI.  

 
VII. Selected Available Resources 

• A People’s Guide to AI – A comprehensive guide to understanding AI, machine 
learning, and their societal implications. 

• A Generative AI Primer – An introduction to generative AI and its impact on 
education. 

• The Faculty Guide to Getting Started with Gen AI – 20 activities and 9 lesson 
plans developed in collaboration with UT Austin and Grammarly. 

• Prompt Engineering Workshop – A searchable collection of prompts presented 
by the Texas Pioneer Foundation. 

• Bringing AI to Schools – Guidance for school leaders on integrating AI into 
education. 

• AI Bytes – AI4ALL Open Learning offers free AI curriculum and teacher resources. 
• Critical AI Literacy – A curated collection of resources covering AI ethics, policy, 

and education. 
• Harvard AI Code of Conduct – Harvard’s student-developed AI Code of Conduct 

emphasizing responsible AI use. 
• Syllabi Policies for AI – A collaborative resource for educators sharing AI syllabus 

policies. 

https://capitol.texas.gov/tlodocs/89R/billtext/pdf/HB00149I.pdf?utm_source=chatgpt.com
https://capitol.texas.gov/tlodocs/89R/billtext/pdf/HB00149I.pdf?utm_source=chatgpt.com
https://capitol.texas.gov/tlodocs/89R/billtext/pdf/SB01964I.pdf
https://capitol.texas.gov/tlodocs/89R/billtext/html/HB03512I.htm
https://sacscoc.org/app/uploads/2025/06/AI-Good-Practices-Document.pdf
https://alliedmedia.org/wp-content/uploads/2020/09/peoples-guide-ai.pdf
https://nationalcentreforai.jiscinvolve.org/wp/2024/08/14/generative-ai-primer/
https://ai.texarkanacollege.edu/wp-content/uploads/2024/11/The-Faculty-Guide-to-Getting-Started-with-Gen-AI-UT-Austin-.pdf
https://pickle-silverfish-428.notion.site/Prompt-Engineering-Workshop-Texas-Pioneer-Foundation-13a1975b5294804ab56af3474a2227f6
https://www.aasa.org/docs/default-source/advocacy/bringing-ai-to-school-tips-for-leaders.pdf?sfvrsn=dbab4fc4_3
https://ai-4-all.org/resources/
https://padlet.com/kathrynconrad/critical-ai-literacy-for-educators-umh8r80mykrw0d68
https://aicodeofconduct.mlml.io/
https://docs.google.com/document/d/1RMVwzjc1o0Mi8Blw_-JUTcXv02b2WRH86vw7mi16W3U/edit#heading=h.1cykjn2vg2wx


• Artificial Intelligence and the Future of Teaching and Learning – A U.S. 
Department of Education report on AI in education. 

• Daily Curriculum – A curriculum from MIT designed to educate students on AI 
fundamentals and ethics. 

• Learn with AI – A toolkit for educators integrating AI into their teaching. 
• Citing AI (APA) – APA guidelines for citing ChatGPT and other AI-generated 

content. 
• TRAILS – A $20M NSF-funded initiative for ethical AI in law and society. 
• AI Education Project – Resources for integrating AI into teaching at various 

levels. 
• CRAFT – Free AI literacy resources for high school teachers. 
• 101 Creative Ideas – A crowdsourced collection of AI applications in education. 
• AI: A Guide to Thinking Human – A blog covering AI developments by Melanie 

Mitchell. 
• Citing AI (MLA) – MLA guidelines for citing generative AI tools. 
• Generative AI and the Transformer – An exploration of generative AI’s impact on 

industries. 

https://tech.ed.gov/files/2023/05/ai-future-of-teaching-and-learning-report.pdf
https://raise.mit.edu/daily/
https://umaine.edu/learnwithai/
https://apastyle.apa.org/blog/how-to-cite-chatgpt
https://www.trails.umd.edu/
https://www.aiedu.org/teach-ai
https://craft.stanford.edu/resources/
https://creativehecommunity.wordpress.com/2023/06/23/oa-book-101-creative-ideas-to-use-ai-in-education/
https://aiguide.substack.com/
https://style.mla.org/citing-generative-ai/
https://ig.ft.com/generative-ai/
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