Smoking Citation Appeal Procedures

Lewis & Clark College

1. All appeals must be submitted using an appeal form.  This form is available online (below) and through the Campus Safety Office.   Appeal forms must be returned to the Campus Safety Office (MSC 107, 0615 SW Palatine Hill Rd., Portland, Oregon 97219).  
2. Appeals will not be considered for review if they are submitted after 5:00pm on the 5th business day from the issue date of the citation. 

3. When submitting an appeal, the citation number and date must be included or the appeal will not be considered for review. You may be contacted by the Appeals Team to provide further information to help process your appeal. If additional materials are needed, you will be given additional time to produce these materials. 
4. The Appeals team for Smoking Citations consists of the Director of Campus Safety, one employee and one student.  The Appeals Team meets about once each month as necessary.  

5. The Appeals Team reviews each appeal, and may gather additional information.  After reviewing all information, the Team may sustain, dismiss, suspend, or reduce the fine.  
6. Results of Appeals Team decisions will be communicated via e-mail.  Please allow six weeks for your decision to be processed.  If you wish for the decision on your appeal to be sent via U.S. mail, please indicate so in the “Comments” section of the appeal form. 

7. Smoking fines will be charged to the College accounts of students, faculty, and staff. 
8. You are given one opportunity to appeal any given citation. No additional appeals or pleas for leniency will be considered. The decision of the Appeals Team is final. 

Smoking Citation Appeal Form

Note:  Appeals will not be considered for review if they are submitted after 5:00pm on the 5th business day from the issue date of the citation. 

Your name:  _____________________________
Your status: 
 ____  Student

____   Employee

Local address:     Street:  ______________________________________________________

City:  ______________

State:  ______________

Zip:  ____________
Lewis & Clark ID #:  ______________________

Phone number:  _______________________
E-mail address:  ________________________________________
Citation number (required):  __________________

Date of citation (required):  _________________

As briefly and concisely as possible, describe below any facts that support your appeal of this citation:
Comments:

Submit this form within one week (five business days) of your citation to:

Campus Safety, ATTN:  Smoking Citation Appeals Team

Lewis & Clark College, MSC 107
0615 SW Palatine Hill Rd., Portland, Oregon 97219
Alternatively, you may also scan this form and submit it to safety@lclark.edu.

Please allow six weeks for your appeal to be processed.  
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