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Procedure Title: BrooksCampusParkingRulesandRegulations

Functional Area: Administrative
Administrative or Academic

SCHOOL of

OSTEOPATHIC Status (Draft or Final): FINAL
MERIEEE Effective: March2022
Supersedes: N/A
Approved by: SOM Directorof Operations/UIWBusinesffice

Procedural Contact (idle): Directorof Operations/Directoof StudentAffairs

Responsible Office: Office of the Dean/Officeof AdmissionsandStudentAffairs
Last Reviewed/Updated: March2022
Applies to (SOM Group): SOM Faculty,Staff, ResidentandLearners

Purpose: This documenivasdevelopedo outlinethe procesdor registeringvehicles parkingrulesandregulationsat the UIWSOM Brooks
CampusTheserules/regulationspplyto all SOM personnehndlearners.

1) Description: Brief describe key steps in the process

A. VEHICLE REGISTRATION

1. All SOM faculty, staff, residentsandlearneramustregistertheir vehicle(s)in May of eachyearvia the CardinalCarsapp,foundin the
UIW Appsgroup(exactdatedependentipondateof update/availabilityf theregistrationappto be determinechandmadeknown by UIW
Businesoffice). Vehicleregistratiormustbe completedorior to the endof Juneeachyear. Hangtagswill beissuedo all faculty, staffand
learnersat SOM whenregistrationis completedn Juneandwill bevalid throughMay of thefollowing year.

2. Learnertagswill beissuedby UIWSOM StudentAffairs staff. OASA AdministrativeAssistanwill notify learneravhentheir hangtagis
availablelD will berequiredat pick up andthetagnumberassignedo thelearnerat pick up will be notedandfiled.

3. Faculty/stafftagswill beissuedby Office of the Deanstaff. Dean'sOffice staffwill notify faculty/staffwhentheir hangtagis available.
ID will berequiredat pick up andthetagnumberassignedo thefaculty/staffmemberat pick up will be notedandfiled.

4. Residentagswill beissuedby the GME office staff. GME staff will notify residentavhentheirhangtagis available.ID will berequired
at pick up andthetagnumberassignedo theresidentat pick up will be notedandfiled.

B. PARKING DESIGNATIONS

1. Learnermarkingis designateastheoutercircle of Lot 1 (in front of Bldg 1) aswell asLot 2a(northof Bldg 2), Lot 2b (eastof Bldg 2),
Lot 3 (eastof Bldg 110/southof Bldg 4) andLot 4 (westof Bldg 4/Bldg 110).

2. Faculty/StaffandResidenparkingis designatedstheinnercircle of Lot 1. Faculty/staffmayparkin Lots 2a,2b, 3 and4 asavailable
andappropriate.

3. Guest/Visitorparkingis designatedn Lot 2a(row closesto building), andin front of Bldg 125/4.Faculty,Staff, Resident@ndLearners
areprohibitedfrom parkingin anydesignated/isitor spacesstheyarereservedor guestf UIWSOM andguestsf the organizations
housedn Bldg 125.

4. UIW Faculty(thoseutilizing SOM facilities aspartof IPE or telehealthcoursesparkingis designatedh Lot 1 innercircle or Lot 2b.

5. UIW Studentthoseutilizing SOM facilities aspartof IPE or telehealthcoursesparkingis designatedn Lot 2bor Lot 4.

6. Parkingin handicappe@pacess prohibitedwithout appropriateplateor permitdisplayedLearnerswith disabilitiesrequiringspecial
parking,pleasesubmita requestjn writing, to StudentAffairs at somosa@uiwtx.edfor considerationSpacewill beallocatedasavailable
andappropriate.

7. Parkinghangtagsfor the currentacademig/earandbevisibly displayedon therear-viewmirror of the vehicleatall timeswhenparked
onthe UIWSOM campusor otherUIW campuses.

C.CITATIONS
1.WatchmerSecurityofficershavebeenauthorizedy the UIW to issuewarningsandparkingcitationsto thosewho violatetheabove
parkingrules/regulationst UIWSOM. Issuancef citationsat UIWSOM will commenceén July of eachyear,to allow all faculty, staff,
learnersandresidentgime to registerfor the currentyearandbeissuedtheir hangtag.
a. UIWSOM Faculty,Staff, ResidentandLearnerswill beissuedanimmediatecitation (nowarnings)for thefollowing violations

1) Parkingin ADA/Handicapspacellegally (all vehiclesparkedin thesespotsMUST havehangtagor licenseplatesymbol)

2) Blocking handicapaccessibilitramps/spaces

3) Parkingin/impedingafire lane

4) Unregisteredrehicle(afterJuly 1)
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b. UIWSOM Faculty, Staff, Residents and Learners are granted 2 initial warnings (violation and warning number will be indicated on the
citation form) for the following violations:
1) Parking in visitor spaces
2) Learners parking in the inner circle of Lot 1
3) Faculty/Staff/Residents parking in outer circle of Lot 1
3) Hang tag not properly displayed
2. Warnings will be filed and tracked by the Office of Student Affairs and the Office of the Dean. No fines will be associated with a
warning. After 2 warnings have been received and confirmed for any of the violations in section Clb, a citation will be issued upon the third
and all subsequent violations within the current academic year.
3. Citations carry a fine that will be charged to the individual's UITW Business Account (see Section E below for details).

D. APPEALS - Any person who receives a warning or citation for a parking violation and believes his/her receipt of the citation to be
unwarranted must follow the procedures below to receive consideration.
1. Appeals must be submitted via email to the Director of Operations (rbingham@uiwtx.edu) within 5 days of issuance. To be considered,
the appeal must include:
a. License Plate and state
b. Contact Information
c. Warning/Citation# (ex. C3501)
d. Detailed reason for the violation and appeal
2. Appeals that are upheld will be confirmed in writing to the requester and Watchmen Security within 3 days after the request submitted
and violation will be removed from the individual's record.
3. Appeals that are denied will be confirmed in writing to the requester within 3 business days of submitted request. Learner notification
will also be sent to the Director of Student Affairs.
a. Warnings will remain in the individual's personnel or student file and will count toward the 2 allowed warnings.
b. Citations will be sent to the UIW Business Office and the associated fine will be assessed to the individual's UIW account.
4. The appeal decision is final. Appeals may only be submitted once; any additional appeal attempts will not be valid or reviewed.
5. Appeal Questions, please call the Director of Operations at (210) 619-7077.

E. PAYMENT OF FINES
1. Fines associated with SOM parking violations are as follows:
a. $250 - Parked in ADA/Handicap space illegally
b. $150 - Parked in/impeding a fire lane
c. $100 - No permit/vehicle not registered
d. $60 - Parked in space not permitted (students parked in faculty parking etc...)

2. Fines are to be paid prior to the end of the academic year (May 31) in which the citation was issued. Unpaid fines may result in holds
being placed on accounts that must be cleared up in the Business Office prior to the start of the new academic year. As stated on page 45 of the
Student Handbook, learners must satisfy all indebtedness as a condition of graduation.

3. Payment may be made in person at the UIW Business Office (1st floor, Administration Bldg), Monday-Friday between 8am and 5pm.
Payment may also be made by mailing payment to the UIW Business Office, 4301 Broadway.

4. To contact the Business Office with payment questions, please call (210) 829-6043.
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	[state purpose]: 
	 Keep this brief: 
	 Let the reader know what to expect in the procedure below: This document was developed to outline the process for registering vehicles, parking rules and regulations at the UIWSOM  Brooks Campus. These rules/regulations apply to all SOM personnel and learners.


	Describe the procedure, step by step: A. VEHICLE REGISTRATION
     1. All SOM faculty, staff, residents and learners must register their vehicle(s) in May of each year via the Cardinal Cars app, found in the UIW Apps group (exact date dependent upon date of update/availability of the registration app to be determined and made known by UIW Business office).  Vehicle registration must be completed prior to the end of June each year.  Hang tags will be issued to all faculty, staff and learners at SOM when registration is completed in June and will be valid through May of the following year. 
     2. Learner tags will be issued by UIWSOM Student Affairs staff. OASA Administrative Assistant will notify learners when their hang tag is available. ID will be required at pick up and the tag number assigned to the learner at pick up will be noted and filed.
     3. Faculty/staff tags will be issued by Office of the Dean staff. Dean's Office staff will notify faculty/staff when their hang tag is available. ID will be required at pick up and the tag number assigned to the faculty/staff member at pick up will be noted and filed.
     4. Resident tags will be issued by the GME office staff. GME staff will notify residents when their hang tag is available. ID will be required at pick up and the tag number assigned to the resident at pick up will be noted and filed.


B. PARKING DESIGNATIONS
     1. Learner parking is designated as the outer circle of Lot 1 (in front of Bldg 1) as well as Lot 2a (north of Bldg 2), Lot 2b (east of Bldg 2), Lot 3 (east of Bldg 110/south of Bldg 4) and Lot 4 (west of Bldg 4/Bldg 110). 
     2. Faculty/Staff and Resident parking is designated as the inner circle of Lot 1. Faculty/staff may park in Lots 2a, 2b, 3 and 4 as available and appropriate.
     3. Guest/Visitor parking is designated in Lot 2a (row closest to building), and in front of Bldg 125/4. Faculty, Staff, Residents and Learners are prohibited from parking in any designated Visitor spaces as they are reserved for guests of UIWSOM and guests of the organizations housed in Bldg 125.
     4. UIW Faculty (those utilizing SOM facilities as part of IPE or telehealth courses) parking is designated in Lot 1 inner circle or Lot 2b.
     5. UIW Student (those utilizing SOM facilities as part of IPE or telehealth courses) parking is designated in Lot 2b or Lot 4.
     6. Parking in handicapped spaces is prohibited without appropriate plate or permit displayed. Learners with disabilities requiring special parking, please submit a request, in writing, to Student Affairs at somosa@uiwtx.edu for consideration. Spaces will be allocated as available and appropriate. 
     7. Parking hang tags for the current academic year and be visibly displayed on the rear-view mirror of the vehicle at all times when parked on the UIWSOM campus or other UIW campuses. 


C. CITATIONS 
     1.Watchmen Security officers have been authorized by the UIW to issue warnings and parking citations to those who violate the above parking rules/regulations at UIWSOM.  Issuance of citations at UIWSOM will commence in July of each year, to allow all faculty, staff, learners and residents time to register for the current year and be issued their hang tag. 
         a. UIWSOM Faculty, Staff, Residents and Learners will be issued an immediate citation (no warnings) for the following violations
             1) Parking in ADA/Handicap space illegally (all vehicles parked in these spots MUST have hang tag or license plate symbol)
             2) Blocking handicap accessibility ramps/spaces
             3) Parking in/impeding a fire lane
             4) Unregistered vehicle (after July 1)
   
	Process Continued:          b. UIWSOM Faculty, Staff, Residents and Learners are granted 2 initial warnings (violation and warning number will be indicated on the  citation form) for the following violations:
             1) Parking in visitor spaces
             2) Learners parking in the inner circle of Lot 1
             3) Faculty/Staff/Residents parking in outer circle of Lot 1
             3) Hang tag not properly displayed
     2. Warnings will be filed and tracked by the Office of Student Affairs and the Office of the Dean. No fines will be associated with a warning. After 2 warnings have been received and confirmed for any of the  violations in section C1b, a citation will be issued upon the third and all subsequent violations within the current academic year. 
     3. Citations carry a fine that will be charged to the individual's UIW Business Account (see Section E below for details). 
    

D. APPEALS - Any person who receives a warning or citation for a parking violation and believes his/her receipt of the citation to be unwarranted must follow the procedures below to receive consideration.
     1. Appeals must be submitted via email to the Director of Operations (rbingham@uiwtx.edu) within 5 days of issuance. To be considered, the appeal must include:
         a. License Plate and state
         b. Contact Information
         c. Warning/Citation# (ex. C3501)
         d. Detailed reason for the violation and appeal 
     2. Appeals that are upheld will be confirmed in writing to the requester and Watchmen Security within 3 days after the request submitted  and violation will be removed from the individual's record.
     3. Appeals that are denied will be confirmed in writing to the requester within 3 business days of submitted request. Learner notification will also be sent to the Director of Student Affairs.
          a. Warnings will remain in the individual's personnel or student file and will count toward the 2 allowed warnings.
          b. Citations will be sent to the UIW Business Office and the associated fine will be assessed to the individual's UIW account.
     4. The appeal decision is final. Appeals may only be submitted once; any additional appeal attempts will not be valid or reviewed.
     5. Appeal Questions, please call the Director of Operations at (210) 619-7077.


E. PAYMENT OF FINES
     1. Fines associated with SOM parking violations are as follows:
         a. $250 - Parked in ADA/Handicap space illegally
         b. $150 - Parked in/impeding a fire lane 
         c. $100 - No permit/vehicle not registered 
         d. $60   - Parked in space not permitted (students parked in faculty parking etc…)
     2. Fines are to be paid prior to the end of the academic year (May 31) in which the citation was issued. Unpaid fines may result in holds being placed on accounts that must be cleared up in the Business Office prior to the start of the new academic year. As stated on page 45 of the Student Handbook, learners must satisfy all indebtedness as a condition of graduation.
     3. Payment may be made in person at the UIW Business Office (1st floor, Administration Bldg), Monday-Friday between 8am and 5pm. Payment may also be made by mailing payment to the UIW Business Office, 4301 Broadway. 
     4. To contact the Business Office with payment questions, please call (210) 829-6043.




