ANTELOPE

A VALLEY

College Coordinating Council
Meeting

Wednesday, November 8, 2017
A124 — President’s Conference Room
9:30a.m.—-10:30 a.m.

Type of Meeting: Regular
Note Taker: Patty McClure
Please Review/Bring: Agenda, Minutes

Committee Members:

Dr. Susan Lowry, Academic Senate

Michelle Arvizu Garcia, Associated Student Organization
Ed Knudson, President

Pamela Ford, Classified Union

Michelle Hernandez, Confidential/Management/Supervisory
LaDonna Trimble, Deans

Dr. Scott Lee, Faculty Union

Dr. Bonnie Suderman, Vice President of Academic Affairs
Mark Bryant, Vice President of Human Resources

Dr. Erin Vines, Vice President of Student Services

AGENDA

ltems Person(s) Time Action
Responsible
STANDING ITEMS:
I Approval of Previous Minutes of All
September 27, 2017 and October 25,
2017.
. Constituent Reports All
INFORMATION/DISCUSSION/ACTION ITEMS:
1. Business Reorg Diana 30 Returned from September 27, 2017 CCC
minutes | Meeting.
V. AP 3280 — Grants Ed 1 minute | Returned from 6/28/17 Meeting &
constituent groups.
V. SPC Membership — Add Ed 1 minute

Exec Dir or Designee — Marketing
Exec Dir or Designee - Foundation

VL. AP 4021 — Program Bonnie 5
Discontinuance minutes
VII. AP 6700 — Civic Center Bonnie 1 minute | Returned from 6/28/17 Meeting &
constituent groups.
VIIl.  BP & AP 4100 — Graduation Bonnie 1 minute | Returned from 9/13/17 Meeting.

Requirements for Degrees and
Certificates

IX. AP 3570 — Tobacco Use on Erin 1 minute | Returned from 6/28/17 Meeting &
Campus constituent groups
X. AP 5015 — Residence Erin 1 minute | Returned from 9/13/17 Meeting.

Determination




XI. BP 6800 — Safety Erin 1 minute | Returned from 6/28/17 Meeting &
constituent groups

XIlI. AP 3435 - Discrimination and Mark 2

Harassment Complaints and minutes

Investigations
Xlll.  BP 7250 — Educational Mark 2

Administrators minutes
XIV. AP 7500 - Volunteers Mark 2

minutes

FUTURE AGENDA ITEMS:

NEXT MEETING DATE:
December 13, 2017




ANTELOPE

A VALLEY
College Coordinating Council SRR B Al e cli

Minutes 9:30a.m.—-10:30 a.m.

Type of Meeting: Regular
Note Taker: Patty McClure
Please Review/Bring: Agenda, Minutes

Committee Members:

Dr. Susan Lowry, Academic Senate

Michelle Arvizu Garcia, Associated Student Organization
Ed Knudson, President

Pamela Ford, Classified Union

Michelle Hernandez, Confidential/Management/Supervisory
LaDonna Trimble, Deans

Dr. Scott Lee, Faculty Union

Dr. Bonnie Suderman, Vice President of Academic Affairs
Mark Bryant, Vice President of Human Resources

Dr. Erin Vines, Vice President of Student Services

Minutes
ltems Person(s) Time Action
Responsible
STANDING ITEMS:
l. Approval of Previous Minutes of All Minutes were approved as presented.
September 13, 2017.
Il. Constituent Reports All Susan Lowry inquired about AP 4021 -

Program Discontinuance. Bonnie stated she
would bring it to the next meeting. She
stated that the Academic Senate had its
first leadership retreat and that they would
be appointing a treasurer as there has been
some confusion over the Academic
Senate’s budget.

Michelle Hernandez stated that CMS would
be meeting that afternoon and would have
more information at the next meeting.

INFORMATION/DISCUSSION/ACTION ITEMS:

Il. Business Service Reorg Diana 15 Discussion on the timeline of the reorg,
minutes | concerns with stabilization and
transparency to the constituent groups.

V. AP 3280 — Grants Ed 1 minute | Tabled till the October 11, 2017
meeting.

V. AP 6700 — Civic Center Ed/Bonnie | 1 minute | Tabled till the October 11, 2017
meeting.

VL. BP & AP 4100 — Graduation Bonnie 1 minute | Tabled till the October 11, 2017
Requirements for Degrees and meeting.

Certificates




VII. AP 3570 — Tobacco Use on Erin 1 minute | Tabled till the October 11, 2017
Campus meeting.

VIIl. AP 5015 — Residence Erin 1 minute | Tabled till the October 11, 2017
Determination meeting.

IX. BP 6800 — Safety Erin 1 minute | Tabled till the October 11, 2017
meeting.

X. SPC Membership — Add Ed 1 minute | Tabled till the October 11, 2017

Exec Dir or Designee — Marketing
Exec Dir or Designee - Foundation

meeting.

FUTURE AGENDA ITEMS:

NEXT MEETING DATE: October
11, 2017




ANTELOPE

VALLEY

A

College Coordinating Council
Minutes

Wednesday, October 25, 2017
A124 — President’s Conference Room
9:30a.m.—-10:30 a.m.

Type of Meeting: Regular
Note Taker: Patty McClure
Please Review/Bring: Agenda, Minutes

Committee Members:

Dr. Susan Lowry, Academic Senate

Michelle Arvizu Garcia, Associated Student Organization

Ed Knudson, President - ABSENT

Pamela Ford, Classified Union & Kim Fite

Michelle Hernandez, Confidential/Management/Supervisory
LaDonna Trimble, Deans

Dr. Scott Lee, Faculty Union

Dr. Bonnie Suderman, Vice President of Academic Affairs - ABSENT
Mark Bryant, Vice President of Human Resources - ABSENT
Dr. Erin Vines, Vice President of Student Services - ABSENT

MINUTES

ltems Person(s) Time Action
Responsible
STANDING ITEMS:
l. Approval of Previous Minutes of All Tabled until November 8, 2017 CCC
September 27, 2017. Meeting.
Il. Constituent Reports All Tabled until the November 8, 2017 CCC
Meeting.
INFORMATION/DISCUSSION/ACTION ITEMS:
Il. ITS — Proposed Reorganization Rick Shaw 30 There was some discussion on spelling
minutes | of names on the org chart, the

Instructional Designer position and the
Director of Technology Operations
proposal position. It was suggested to
bring back the old job description and
the new job description in order to
compare. Some discussion on language
of “abolish” and possibility using a
different term. There was some
discussion on the “proposed” positions
on the org chart and that some
positions that were a part of the
Program Review are on hold. Rick will
bring back the revisions and job
descriptions at the November 22, 2017
CCC meeting.




V. AP 3280 — Grants Ed 1 minute | Tabled until the November 8, 2017 CCC
meeting.
V. SPC Membership — Add Ed 1 minute | Tabled until the November 8, 2017 CCC
Exec Dir or Designee — Marketing meeting.
Exec Dir or Designee - Foundation
VI. AP 4021 — Program Bonnie 5 Tabled until the November 8, 2017 CCC
Discontinuance minutes | meeting.
VII. AP 6700 — Civic Center Bonnie 1 minute | Tabled until the November 8, 2017 CCC
meeting.
VIIl. BP & AP 4100 — Graduation Bonnie 1 minute | Tabled until the November 8, 2017 CCC
Requirements for Degrees and meeting.
Certificates
IX. AP 3570 — Tobacco Use on Erin 1 minute | Tabled until the November 8, 2017 CCC
Campus meeting.
X. AP 5015 — Residence Erin 1 minute | Tabled until the November 8, 2017 CCC
Determination meeting.
XI. BP 6800 — Safety Erin 1 minute | Tabled until the November 8, 2017 CCC

meeting.

FUTURE AGENDA ITEMS:

NEXT MEETING DATE:
November 8, 2017




Office of the President

October 16, 2017

To the College Community:

Following are the recommendations for the staffing of the Business Services Office at Antelope Valley
College. These recommendations take into consideration the input and suggestions of the staff of the office
and research into the structure of similar offices at other institutions for single campus fiscally independent
Districts.

Objectives:

To maintain the new Disbursing Functions of the District

To align job requirements with those of similar fiscally independent single campus Districts

To maintain compliance with fiscal independence requirements

To assist with the necessary implementation and testing of emerging automated enterprise
application systems as a result of implementing an integrated business enterprise system

Background:
Starting in May 2014, the District engaged with Los Angeles County Office of Education (LACOE) to

discuss the implementation of the Banner enterprise system and discuss options as to fiscal accountability
versus independence. In August 2014, initial discussions began between the District and LACOE who said
that they would allow our Banner payroll system to feed into their HRS system. The District was working
on fiscal accountability of vendor B warrants and would phase in payroll A warrants at a later time. In July
2015, LACOE said they would not do anything with us until we had Board approval to proceed with fiscal
accountability of B warrants. On August 18, 2015, the District was informed by LACOE that they would
not accept the payroll files from the Banner system. This abrupt change would cause dual payroll systems
to be run and require additional staffing in the payroll department.

The deadline to file for applying for fiscal independence is September 1 each year. After that, you have to
wait an additional year before you can apply. The Business Office requested an emergency Board meeting
on August 26, 2015 to include a resolution to apply for fiscal independence and a preliminary fiscal
independence review plan. The District applied for fiscal independence within the statutory deadline. The
District then had to complete a comprehensive fiscal independence plan to be board-approved by the
mid/end of October. An independent audit of fiscal independence was conducted with a clean audit and the
Superintendent of Schools issued its approval to the California Community College Board of Governor’s
on 12/4/2015. The LA Auditor Controller and County Treasurer’s office was not brought in by LACOE
until December 8, 2015. The BOG approved the District to be fiscally independent in January 2016. The
District began meeting with the LA Auditor Controller and County Treasurer’s office for the next 6 months
prior to fiscal independence on July 1, 2016.

Antelope Valley Community College District
3041 West Avenue K | Lancaster, CA 93536-5426 | (661) 722-6300 | www.avc.edu
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The District Disbursing Office emerged. Per Education Code 85266.5, the District is required to have a
Disbursing Officer and identified Disbursing Office. The business office became the District Disbursing
Office. These responsibilities had previously been held by the LACOE. As part of the pre-audit function,
the purchasing department instituted several new responsibilities, processes and procedures to implement
Step 1 of a two-step pre audit function. This included ensuring that all necessary documentation was
received prior to issuing a purchase order. The Step 2 of the pre-audit function was the accounts payable
department verifying that all required legal information was received prior to submitting for a check request.
This is then verified by the internal auditor for anything that is deemed as an “auditable” code prior to doing
a check run. All requests for disbursement-financial aid, vendor, payroll, direct deposit are all run through
the business office Disbursing Office. The business office must also reconcile all of these disbursements.
These are new functions that are being performed as a result of fiscal independence and the emergence of
a Disbursing Office. Attached are the depictions of the new function of a Disbursing Office and
recommended reorganizational structure.

Antelope Valley College Disbursing Office
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The need emerged to reorganize positions to reflect new responsibilities in maintaining a Disbursing Office.
After querying other fiscally independent single campus District’s. They were all “technician” level or
higher. Here is the summary below:

District Equivalent Position Equivalent Position
Antelope Valley College Accounting Assistant |1 Accounting Assistant 111

Mt. SAC Fiscal Technician | Fiscal Technician Il

Palomar Accounting Technician Senior Accounting Technician
Santa Barbara Accounting Technician Il Accounting Technician 11

Antelope Valley Community College District
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Sierra Jt. Accounts Payable Technician Accounts Receivable Technician
Southwestern Accounting Technician Senior Accounting Technician
The changes in supporting a Disbursing Office at the front end of an acquisition has increased the
responsibilities, processes and procedures of the purchasing and contract services department. With the
addition of Measure AV, disbursing office functions, and growth in grants, there is a need for a higher
technical level in the area of purchasing and contract services to serve as a trainer to the other buyers and
to the District. Government purchasing is very complex and is now enlarged as a result of now the Capital
projects that will be a result of Measure AV bidding for construction and public works, which are highly
complex. Having proper training in the area of public acquisitions is of high importance to maintaining
public assurances and best use of tax-payer funding. After querying other community college districts, they
have created an intermediary type position between a buyer and manager to address the technical expertise
required for the position as a Senior Buyer or Lead Buyer position.

Board of Trustees I
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Cost impact: The savings from migrating away from LACOE is over $90,000 per year. It is estimated that
the cost of the reorganization will be approximately $35,000.

Timeline:
August 23: Meeting held with affected units. No concerns were noted from the affected units.
September 27: Presented to CCC.

October 16-30: Notice provided and input received from the full college community.
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November 8: Campus feedback to CCC
November 13-17: Final week for input from full college community.

October 23-November 24: Requests for collective bargaining on effects and for Classification Review
Committee to meet.

December 11: Unless altered, proposed changes to Board of Trustees as an information item.

It is the intention of the District to implement these changes effective with the timelines outlined in AP
3100, but no later than December 15, 2017. All appropriate notifications and Human Resource processes
will be adhered to.

Antelope Valley Community College District
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AP 3280 Grants

Reference:
Education Code Section 70902

There are two major areas to submit for grant applications. District grants are those that
are Federal and State funded. The AVC Foundation Grants program assists AVC
campus entities with awards for activities or purchases that may not receive funds from
the college or district budget. Funds are provided by corporate or community
contributions to the 501(c)3.

District Grants

District Grant applications shall adhere to the following guidelines:

1) Projects must be consistent with the objectives and priorities of the educational master plan.
The value of the project, not the availability of state, federal, or private funds, shall be the
prime criterion in applying for funds.

2) The Superintendent/President or Superintendent/President’s designee must approve all
projects for which outside funds are sought.

3) If the District intends to institutionalize a program deemed successful at the conclusion of the
grant, there must be reasonable assurance that it can be continued with District funds. The
District/College will recommend discontinuance of the program if an evaluation indicates that
it is not successful, regardless of available funding.

4) When matching funds are required, the District will evaluate the effect of the proposed
commitment on other District needs.

5) Any such funds acquired shall accrue for District purposes and not to any individual.

6) The District will assure that all grants include provision for the maximum allowable indirect
rate. Whenever a grant fails to provide for appropriate indirect costs, the District will
participate in the grant only when the educational value of the proposed project justifies the
waiver of these legitimate charges.

7) All grants shall be routed through the AVCCD’s Grant Application process (any exceptions
must be approved by the Chancellor), which is available on the AVCCD website. This
process includes a review and evaluation on the effects of the grant in other areas such as
Information Technology, Facilities, Research, Staffing, Sustainability, etc.

8) All grants shall have final approval by Superintendent/President’s Executive Council.

Foundation Grants

Multiple grants will be awarded each semester for activities and purchases that directly support
faculty, staff, and students, for the betterment of Antelope Valley College and its educational
mission. The AVC Foundation requires a proposal requesting, how the funds will be used, A
Foundation Grants Review Committee reviews applications and selects awardees.



The Foundation grants may be awarded in the following categories:

Programs
Faculty Support
Equipment
Staff Support

1) The funds must provide a direct student benefit.
2) The funds must be one-time, with no recurring expenses.
3) AVC administrator(s) must approve and support the request before submission.

4) Information Technology Services must review and approve any/all computers, software, or IT
equipment contingent to the application before submission.

Examples of items that may be considered:

Honoraria for speakers

Equipment and software (ITS Reviewed)

Support for course field trips

Outreach to high schools

Printing for department or program needs

Books for special college programs to benefit students

Items that will not be considered:

Food for department parties

Food/flowers for campus activities over $100

Scholarships for students

Expenses that are available through a college budget
Alcoholic beverages

Salaries

Sponsorships of other non-profit organizations

Requests for programs that do not directly benefit the faculty/staff or students of AVC
Multi-year pledge requests

Funding for religious or political purposes

Items for personal use

Activities or events that do not include student involvement.

11/7/05
Revised 5/31/17



AP 4021 Program Discontinuance

Reference:
Education Code 78016;

Title 5, 51022, 55130
ACCJC Accreditation Standard 1.A.15

Educational Program Evaluation and Discontinuance Procedure

Antelope Valley College is committed to support programs that fulfill the goals of the Mission
Statement and the Institutional Learning Outcomes for students as stated in the Educational
Master Plan. Title 5 (Section 55000) defines an educational program as “an organized
sequence of courses leading to a defined objective, a degree, a certificate, a diploma, a
license, or transfer to another institution of higher education.” These educational programs
are subject to approval by the System's Office and are then entered on Inventory of Approved
and Projected Programs. Primary consideration in the decision to consider program
discontinuance will be given to the service the program provides to the college and
community, not to budgetary considerations. Only programs with low or declining enroliment,
decreasing demand for service, or clear obsolescence will be considered for discontinuance.
A program discontinuance review will be initiated and carried out according to the following
steps:

l. When a declining trend has been identified by the division/area dean and faculty of a
specific program, the division/area dean shall contact the appropriate Vice President
and Academic Senate President. A declining trend will be identified using the following
key performance indicators:

a. Statistically significant decline in class enrollment throughout the program over
four consecutive semesters.

b. A consistently low enroliment of 50% below maximum seat load capacity over four
consecutive semesters.

c. Retention of less than 50% from the beginning term class roster for four terms
(need not be consecutive semesters).

d. Student success of less than 50% of students obtaining a grade of C or better and
/or credit for the final course grade in all courses of the program over four terms
(need not be consecutive semesters) in that program.

Il. A Taskforce will be convened that consists of no more than three faculty members from
the discipline, the respective Division/Area Dean, the Dean of Occupational Education,
a representative of the Counseling Department, a faculty representative of the
Academic Senate who is not a member of the division in question, and a representative
of the Faculty Union who is not a member of the division in question. The Director of
Institutional Research and Planning will be a resource for the subcommittee.

The role of the Taskforce shall be to consider the following in keeping with good
intentions and enroliment management requirements, in order to determine the
disposition of the programs identified as having a declining trend:

e Needs of the community

o Workforce development



VI.

VII.

e Program Review (most recent)

e Core indicators from System’s Office

e Integration/cross discipline in which the program isinvolved
e FTES generated by program

e Local labor market information through EDD/employer program advisory
committees and surveys

e Orinitiate an independent, external needs assessment to determine market
demand

The Taskforce, by consensus, may agree to one of the following to address the
declining trend:

1) to declare the program obsolete and create a plan for discontinuance that respects
the needs of students and fulfills contractual obligations to faculty and staff; or

2) to devise a process/plan to revitalize the program and a timetable to accomplish
this goal agreed upon by the discipline faculty with the help of the other involved
parties. Resources shall be allocated by the Administration in order to improve
enroliment or retention. Some areas to be considered are: in-depth revision of the
program's courses, update of facilities, or other program enhancements to assure
currency, vitality, and relevancy of the program. Other considerations might include
seeking support from or collaboration with other campus areas that could help
promote student success and retention.

If there has not been a statistically significant increase in key performance indicators
after three semesters of the implementation of the process to revitalize the program,
the Administration will reconvene the Taskforce to determine the appropriate course of
action from the following:

1) Give the Program an extension of two semesters. At the end of the extension, the
committee will reconvene and re-evaluate.

2) Accept the program in its current state if it serves a community, instructional, or
training need.

3) Create a plan to improve recruitment and enroliment. This plan will then be
implemented over the following three semesters.

4) Discontinue the program.

The final decision on either program discontinuance or program continuance is sent by
the taskforce to the appropriate Vice President and Academic Senate President. If the
decision is to continue the program, evaluation will occur through the regular program
review cycle.

If the decision is to discontinue a program, the Academic Senate President will inform
the Academic Policies & Procedures Committee so that they may formally ratify the
decision of the Discontinuance Taskforce. The Academic Policies & Procedures
Committee faculty co-chair will then inform the Academic Senate and Strategic
Planning and Budget Council.

The Strategic Planning and Budget Council will then notify the College
President/Superintendent, who will take the decision of the taskforce to the Board of
Trustees.

BACK TO TOP



VH——The Vice President of Academic Affairs will notify the Systems
Office to have the program removed from the inventory.

Step 1

PROGRAM DISCONTINUANCE TASKFORCE TIMELINE

Problem identified

Step 2 Taskforce convenes

Step 3

Step 4

Step 5

Eltep §)

Evaluation and recommendation
a) Discontinuance or b) Implementation of Taskforce Plan

Re-evaluate and Recommendation

Discontinuance or Extension and Re-Evaluation

Program remains and is
Discontinuance or evaluated through regular
Program Review cycle

Vil

Career and Technical Education Program Discontinuance

The discontinuance process for Career and technical Education Programs remains the same as
the process above, with the following exceptions:

1. Each Career and Technical Education Program will be reviewed in a two year cycle to
ensure that they meet legal standards

2. If a CTE program is not compliant with legal standards and does not become so within
an academic year, the Superintendent President shall make the determination to
discontinue the program or extend the date to meet compliance. The
Superintendent/President will inform the Academic Senate President and Vice President
of Academic Affairs if a CTE program is discontinued due to legal non-compliance.

5/8/06
Revised: 11/13/06
Revised: /17




AP 6700 Civic Center and Other Facilities Use

Reference:
Education Code Sectlons 82537, 82542; Publlc Resources Code § 42648.3

Refer to Rutes-and-Regulations Terms and Conditions for Use of District Facilities which

can be obtained from the-Director-of-Maintenance-and-Operations Facilities Services
Management.

5/8/06
Revised 5/9/17
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BP 4100 Graduation Requirements for Degrees and Certificates

References:
Education Code Section 70902(b)(3); Title 5, Sections 55060, et seq.

The District grants the degrees of Associate in Arts and Associate in Science to those students
who have completed at least 18 semester units er27guarterunits-of study in a major or area of
emphasis for graduation and who have maintained a cumulative 2.0 average in subjects
attempted. Students must also complete the general education residency and competency
requirements set forth in Title 5 regulations

Students may be awarded a Certificate of Achievement upon successful completion of a
minimum of 18 or more semester units-or27-ormere-guarterunits of degree-applicable
coursework designed as a pattern of learning experiences intended to develop certain
capabilities that may be oriented to career or general education.

In addition, a district may award a certificate of achievement for any sequence of courses
consisting of 12 or more semester units-er-18-ormore-guarter-units of degree-applicable credit
coursework if approved by the CCC Chancellor despite requiring fewer than 18 semester units
er2f-quarterunits-of degree-applicable credit coursework.

The College President/Superintendent shall establish procedures to determine degree and
certificate requirements that include appropriate involvement of the local curriculum committee.
The procedures shall assure that graduation requirements are published in the district's
catalog(s) and included in other resources that are convenient for students. As specified in BP
2510, the Board of Trustees agrees to “rely primarily” on the Academic Senate regarding the
following Academic and Professional Matters which include Graduation Requirements for
Degrees and Certificates:

(1) Curriculum, including establishing prerequisites.

(2) Degree and certificate requirements.

(3) Grading policies.

(4) Education program development.

(5) Standards or policies regarding student preparation and success.
(8) Policies for faculty professional development activities.

See Administrative Procedure #4100

Adopted: 2/6/06
Revised: 3/10/08
Revised: 5/12/08
Reviewed: 7/2017



AP 4100 Graduation Requirements for Degrees and
Certificates

Reference:
Title 5, Sections 55060 et seq.

Associate Degree Requirements
(Title 5, Section 55806)

Graduation from Antelope Valley College with the associate in arts or associate in science
degree requires that students demonstrate competency in reading, writing, and mathematics
and complete a minimum of 60 semester units, including requirements 1 through 6 listed
below.

1. General Education Requirements

A minimum of 21 units, including a minimum of 3 semester units -er4-guarterunits-in Areas
A, B, C, D1, D2, E and F. Courses meeting general education and major requirements can be
found in the Graduation/Associate Degree Requirements section of the college catalog.

Area A* - Natural Sciences (Select at least 3 semester units)

Courses in the Natural Sciences are those which examine the physical universe, its life forms
and its natural phenomena. To satisfy the GE requirement in natural sciences, a course shall
be designed to help the student develop an appreciation and understanding of the scientific
method, and encourage the understanding of the relationships between science and other
human activities.

Area B* -Social & Behavioral Sciences (Select at least 3 semester units)

Courses in the Social and Behavioral Sciences are those which focus on people as members
of society. To satisfy the GE requirement in social and behavioral sciences, a course shall be
designed to develop an awareness of the method of inquiry used by the social and
behavioral sciences. It shall be designed to stimulate critical thinking about the ways people
act and have acted in response to their societies and should promote appreciation of how
societies and social subgroups operate.

Area C* - Humanities (Select at least 3 semester units)

Courses in the Humanities are those which study the cultural activities and artistic
expression of human beings. To satisfy the GE requirement in the humanities, a course shall
be designed to help the student develop an awareness of the ways in which people
throughout the ages and in different cultures have responded to themselves and the world
around them in artistic and cultural creation and help the student develop aesthetic
understanding and an ability to make value judgments.

Area D -Language & Rationality [Select 3 semester units from (1) and select 3 units from (2)]

Courses in Language and Rationality are those which develop for the student the principles
and applications of language toward logical thought, clear and precise expression and critical
evaluation of communication in whatever symbol system the student uses.

1. Academic English Composition

BACK TO TOP



Courses fulfilling the written composition requirement shall be designed to include
both expository and argumentative writing,.

2. Communication and Analytical Thinking

Courses fulfilling the communication and analytical thinking requirement include oral
communication, mathematics, logic, statistics, computer languages and
programming, and related disciplines.

Area E -Additional Breadth (Select at least 3 semester units)

Courses in this area are designed to expand the acquisition and utilization of knowledge in
GE and/or self under-standing. Courses must be taken from a discipline not previously
selected.

Area F -Diversity Studies (Select at least 3 semester units)

The primary focus of courses meeting the Diversity Studies requirement will deal, in depth,
with non-dominant groups in the State of California and the United States. These groups of
people are defined as African-American, Hispanic, Asian-Pacific Islander, Native American
and Women. Courses meeting the Diversity Studies requirement will deal with more than one
group. Courses will deal with one non-dominant group in comparison to the dominant group
or other non-dominant group(s). Issues of racism and sexism will be explicitly covered.

2. Proficiency Requirements

Proficiency requirements exist for the areas of Reading, Writing and Math. Students must
demonstrate competency in each of these areas in order to be eligible for the associate
degree.

A. READING Eligibility for College Level Reading (AVC assessment) or completion of
READ 099 with a minimum grade of “P” (Pass), or completion of an Associate
Degree or higher from a regionally accredited institution of higher education
other thanAVC.

B. WRITING Completion of ENGL 101 with a minimum grade of “C.”

C. MATHEMATICS Completion of MATH 102 or higher or CIS 121 with a minimum
grade of “C:"_or placement by AVC assessment into a math course higher than
MATH 102.

G
3. Major or Area of Emphasis Requirements
Major or area of emphasis requirements may be satisfied by:

A. Completing at least 18 semester units of study {er27-¢guarterunitsHin a specific
major or area of emphasis as outlined in the specific degree requirements listed in the AVC
catalog, with a grade of “C” or better in all required core course and the specific courses
listed as program electives.

4. Electives

Sixty semester units are required for an associate degree. In addition to the general
education and major requirements, the remaining number of semester-units needed to
complete an associate degree is considered electives. Any course that has already been
counted toward (1) the general education requirements, or (2) the major or area of
emphasis, cannot be used as an elective.



5. Grade Point Average Requirement
A cumulative grade point average of 2.0 (“C” average) is required.

6-—6. Residence Requirement
BACK-TO-TOP



Of the required 60 units, “at least 12 semester units must be completed in residence at the
college granting the degree” as stated in Title 5, Section 54000 et seq.5866.

7. Requirements for Two or More Associate Degrees

To be eligible for multiple associate degrees, a student must have completed all of the
graduation requirements for each degree.

Antelope Valley College awards the associate arts and associate science degree to students
who pursue majors or designated areas of emphasis listed in the college catalog. In the
course description section of this catalog, all courses that apply to the associate degree or
certificates are designated as (AVC).

The completion of an associate in arts or an associate in science degree does not ensure
that a student can transfer directly to a four-year college or university. Students interested in
transferring should refer to the Transfer Requirements section in the college catalog.

Certificate of Achievement Requirements:

= For a certificate of achievement, a student must successfully complete a course of study
or curriculum that consists of 18 or more semester units er27-oermere-gquartertnits-of
degree-applicable credit coursework. The certificate of achievement shall be designed to
demonstrate that the student has completed coursework and developed capabilities
relating to career or general education.

= Astudent may also be awarded a certificate of achievement for a sequence of courses

consisting of 12 or more semester units erd8-ermeore-guarterunits-if approved by the
CCC Chancellor.

= Shorter credit programs that lead to a certificate may be established by the District, but
cannot be listed on the student’s transcript.

= Content and assessment standards for certificates shall ensure that certificate programs
are consistent with the mission of Antelope Valley College, meet a demonstrated need,
are feasible, and adhere to guidelines on academic integrity.

= Certificates for which CCC Chancellor’s approval is not sought may be given any name or
designation deemed appropriate except for certificate of achievement, certificate of
completion, or certificate of competency.

=®

Application for Graduation

Antelope Valley College awards degrees twice annually—in December following the fall
semester and in June following the spring semester. An application for graduation must be
filed in the Admissions and Records Office. After submitting the application, students will
receive a formal evaluation of progress toward the degree. Students will receive information
on participating in the annual graduation ceremony. While participation in the graduation
ceremony is encouraged, it is not mandatory to attend to receive a degree. Early filing of the
graduation application is highly recommended.

Credit Courses Not Transferable/Applicable to the Associate Degree and Certificate
Programs

Effective Fall 1988, selected credit courses shall not apply to the associate degree and
certificate programs.

Students who enroll in credit courses not applicable to the degree can use these credits for



eligibility purposes, i.e., full-time status, intercollegiate athletic status and financial aid
status. In the course description section of the college catalog, these courses are
designatedéd
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as: Credit course not applicable to the associate degree and certificate programs. Grades will hot
count in calculating the GPA when received in credit courses not applicable to the associate
degree and certificate programs. All courses that do apply to the associate degree or certificates
are designated as (AVC).

The list of credit courses not applicable to the associate degree and certificate programs are

listed in the college catalog under “GraduationfAsseciate-Degree Requirements;-Credit Courses

Not Transferrable/Not Applicable to the Associate Degree and Certificate Programs”

Note: Courses which emphasize occupational competency do not meet General Education (GE)
objectives; and, no course may be counted as meeting both a GE requirement and a major
requirement in any District degree.

College Work Applicable to the Associate Degree and Certificate Programs

College work acceptable toward the associate degree includes those courses that have been
properly approved pursuant to Title 5, Section 55002(a), or, if completed at other than a California
community college, would reasonably be expected to meet the standards of that section

Title 5 of the California Code of Regulations is available at http://ccr.oal.ca.gov and in the
Antelope Valley College Library.

2/6/06
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AP 3570 Tobacco Use on Campus

Reference:
Government Code Sectlon 7596, 7597, 7597.1, 7598; Labor Code 6404.5; Health and
Safety Code Section 104495; Title 5,
Section 5148

Tobacco products, including cigarettes, cigars, little cigars, chewing tobacco, pipe
tobacco, snuff, and an electronic device that delivers nicotine or other vaporized liquids
to a person inhaling from the device (e.g., e-cigarettes and vaporizers) may not be used
on campus, or in a personal vehicle on campus, or in any college vehicle.

Disciplinary measures to be taken against violators are listed here:

Enforcement of this policy will be the responsibility of Antelope Valley College Police
Department personnel. All violators, including students, staff, faculty, and visitors, will be
given a warning upon the first offense and-will-be—directed-to-the—parkinglots.. A Field
Investigation card will be completed with the violator’s contact information and filed for
future reference. Students will be referred to the Vice President of Student Services’ office
upon the second offense (please refer to AP 5520 for the discipline process). Upon the
second offense for faculty and staff, refer to the appropriate collective bargaining
agreement. Non-student, non-staff, non-faculty visitors will be directed to leave the
campus and not return upon the second offense.

11/7/05
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AP 5015 Residence Determination
Reference:

Education Code Sections 68000 et seq., 68130.5, 68075.7;
Title 5, Sections 54000 et seq.;
38 U.S. Code Section 3679

Residence Classification. Residency classifications shall be determined for each
student at the time of each registration admissien-and whenever a student has not been
in attendance for more than one semester. Residence classifications are to be made in
accordance with the following provisions:

e Aresidence determination date is that day immediately preceding the opening
day of instruction for any session during which the student proposes to attend.
e Residence classification is the responsibility of the Admissions & Records Office.

Students must be notified of residence determination within 14 calendar days of

submission of application-or14-days-after the start of- the session-the studentapphedor
irrission-—_whic! ic later.

The District shall publish the residence determination date and summary of the rules and

requlations governing residence determination and classification in the District catalog or
addenda thereto.

Rules Determining Residence

e A student who has resided in the state for more than one year immediately
preceding the residence determination date is a resident.

e A student who has not resided in the state for more than one year immediately
preceding the residence determination date is a nonresident.

The residence of each student enrolled in or applying for enrollment in any class or
classes maintained by this District shall be determined in accordance with the Education
Code which states that every person has, in law, a residence. In determining the place
of residence, the following rules are to be observed:

e Every person who is married or eighteen years of age, or older, and under no legal
disability to do so, may establish residence.

e A person may have only one residence.

e Avresidence is the place where one remains when not called elsewhere for labor or
other special or temporary purpose and to which one returns in seasons of repose.



e Aresidence cannot be lost until another is gained.
e The residence can be changed only by the union of act and intent.

e A man or a woman may establish his or her residence. A woman's residence shall
not be derivative from that of her husband.

e The residence of the parent with whom an unmarried minor child maintains his/her
place of abode is the residence of the unmarried minor child. When the minor lives
with neither parent, the minor's residence is that of the parent with whom the last
place of abode was maintained, provided the minor may establish his/her residence
when both parents are deceased and a legal guardian has not been appointed.

e The residence of an unmarried minor who has a parent living cannot be changed
by the minor's own act, by the appointment of a legal guardian, or by
relinquishment of a parent's right of control.

Determination of Resident Status

A resident is a student who has been a bona fide resident of the state for one year
prior to the residence determination date. A bona fide resident is a person whose
residence is in California as determined above except:

e A student who is a minor and remains in this state after the parent, who was
previously domiciled in California and has established residence elsewhere, shall
be entitled to retain resident classification until attaining the age of majority and
has resided in the state the minimum time necessary to become a resident, so
long as continuous attendance is maintained at an institution.

e A student who is a minor and who provides evidence of being entirely self-
supporting and actually present in California for more than one year immediately
preceding the residence determination date with the intention of acquiring a
residence therein, shall be entitled resident classification until he or she has
resided in the state the minimum time necessary to become a resident.

e A student who has not been an adult for one year immediately preceding the
residence determination date for the semester for which the student proposes to
attend an institution shall have the immediate pre-majority-derived California



residence, if any, added to the post-majority residence to obtain the one year of
California residence.

e A student holding a valid credential authorizing service in the public schools of
this state, who is employed by a school distriet-District in a full-time position
requiring certification qualifications for the college year in which the student
enrolls in an institution, shall be entitled to resident classification if each student
meets any of the following requirements:

— He or she holds a provisional credential and is enrolled in courses necessary
to obtain another type of credential authorizing service in the public schools.

— He or she holds a credential issued pursuant to Education Code Section
44250 and is enrolled in courses necessary to fulfill credential requirements.

- He or she is enrolled in courses necessary to fulfill the requirements for a fifth
year of education prescribed by subdivision (b) of Education Code Section
44259.

- A student holding a valid emergency permit authorizing service in the public
schools of this state, who is employed by a school district in a full-time
position requiring certification qualifications for the academic year in which the
student enrolls at an institution in courses necessary to fulfill teacher
credential requirements, is entitled to resident classification only for the
purpose of determining the amount of tuition and fees for no more than one
year. Thereafter, the student’s residency status will be determined under the
other provisions of this procedure.

e A student who is a full-time employee of the California State University, the
University of California or a community college, or of any state agency or a
student who is a child or spouse of a full-time employee of the California State
University, the University of California or a community college, or of any state
agency may be entitled to resident

classification, until the student has resided in the state the minimum time necessary to
become a resident.



e A student who is a natural or adopted child, stepchild, or spouse who is a
dependent of a member of the armed forces of the United States stationed in this
state on active duty shall be entitled to resident classification. If the member of the
armed forces of the United States later transferred-transfers on military orders to a
place outside this state, or retires as an active member of the armed forces of the
Unlted States, the student dependent shall not lose hIS or her resident classification

Fes+dentso long as he or she remalns contlnuouslv enroIIed in the
District.

®

e A student who is a member of the armed forces of the United States stationed in
this state on active duty, except a member of the Armed Forces assigned for
educational purposes to a state-supported institution of higher education, is entitled
to resident classification only for the purpose of determining the amount of tuition
and fees.

«—A veteran who was discharged or released from at least 90 days of active service
less than three years before the date of enrollment in a course commencing on or
after July 1, 2015, and his/her dependents, regardless of the veteran’s state of

residence is entitled to reS|dent cIaSS|f|cat|on A—student—whewasemembeee#ﬂqe

e An individual who is the child or spouse of a person who, on or after September 11,
2001, died in the line of duty while serving on active duty as a member of the
Armed Forces who resides in California and enrolls in the community college within
three years of the Service Member’s death in the line of duty following a period of
active duty service of 90 days or more.

e A student who is a minor and resides with his or her parent in a district or territory
not in a district shall be entitled to resident classification, provided that the parent
has been domiciled in California for more than one year prior to the residence
determination date for the semester, quarter or term for which the student
proposes to attend.

e A student who is a rative-Native American is entitled to resident classification for
attendance at a community college if the student is also attending a school
administered by the Bureau of Indian Affairs located within the community college
district.

e A student who is a federal civil service employee and his or her natural or adopted
dependent children are entitled to resident classification if the parent has moved to



this state as a result of a military mission realignment action that involves the
relocation of at least 100 employees. This classification shall continue until the
student is entitled to be classified as a resident, so long as the student
continuously attends an institution of public higher education.

e A student who resides in California and is 19 years of age or under at the time of
enrollment, who is currently a dependent or ward of the state through California's
child welfare system, or was served by California's child welfare system and is no
longer being served either due to emancipation or aging out of the system, may be
entitled to resident classification until he or she has resided in the state the
minimum time necessary to become a resident.

e A student who lives with a parent who earns a livelihood primarily by performing

agricultural labor for hire in California and other states, and the parent has
performed such labor in this state for at least two months per year in each of the
two preceding years, and the parent resides in this District and the parent of the
student has claimed the student as a dependent on his state or federal personal
income tax return if he or she has sufficient income to have personal income tax
liability shall be entitled to resident classification.

e A student who demonstrates financial need, has a parent who has been deported or
was permitted to depart voluntarily, -moved abroad as a result of that deportation or
voluntary departure, -lived in California immediately before moving abroad, attended
a public or private secondary school in the state for three or more years, and upon
enrollment, will be in his or her first academic year as a matriculated student in
California public higher education, will be living in California, and will file an affidavit
with the District stating that he or she intends to establish residency in California as
soon as possible.

Antelope Valley Community College District ...... Administrative Procedures Chapter 5
(Student Services) Page 10-AP

Resident Student Exceptions (From current board policy)

A student who has been entirely self-supporting and actually present in California for
one year and one day immediately preceding the residence determination date, with the
intention to remain in California, shall be entitled to resident classification.



A student shall be entitled to resident classification if, immediately prior to enrolling at
the College, the student has lived with and been under the continuous direct care and
control of any adult or adults, other than a parent, for a period of not less than two
years, providing that such adults have been domiciled in California during the year
immediately prior to the residence determination date.

A student who is a member of the armed forces of the United States stationed in
California on active duty, shall be entitled to resident classification.

A student who is a natural or adopted child, stepchild, or spouse and who is a
dependent of a member of the armed forces of the United States stationed in California
on active duty shall be entitled to resident classification.

A student who is an adult alien shall be entitled to resident classification if the student
has been lawfully admitted to the United States for permanent residence, provided the
parent has had residence in California for more than one year after such admission prior
to the residence determination date.

A student who is a minor alien shall be entitled to resident classification if both he/she
and his/her parents have been lawfully admitted to the United States for permanent
residence, provided that the parents have had residence in California for more than one
year after such admission prior to the residence determination date.

A student who is a full-time employee of the College or a student who is a child or
spouse of a full-time employee of the College is entitled to resident classification.

A student holding a valid credential authorizing service in the public schools of this State
who is employed by a school district in a full-time position requiring certification
qualifications for the college year in which the student enrolls shall be entitled to
resident classification if the student meets requirements specified in California
Administrative Code, Title V. Sec. 5404.

A student who is at least 16 years of age and who has entered into a written agreement
called an "apprentice agreement" with an employer or his/her agent, an association of
employers, or an organization of employees, or a joint committee representing both and
which meets provisions of Labor Code Sec. 3078.

A student who has not been an adult resident of California for more than one year and
is a dependent child of a California resident who has had residence in California for
more than one year prior to the residence determination date, shall be entitled to
resident classification. This exception shall continue until the student has resided in the
state the minimum time necessary to become a resident, so long as continuous
attendance is maintained at the college.



Students who are holders of valid A, E, 0, I, K, L, or H-1 visas and refugees may be
eligible for residence classification for fee payment purposes.

Right To Appeal. Students who have been classified as non-residents have the right to
a review of their classification (Title 5, Section 54010 (a)). Any student, following a final
decision of residence classification by the Admissions & Records Office, may

make written appeal to the Dean of Enroliment Services within 30 calendar days of
notification of final decision by the college regarding classification.

Appeal Procedure.

The appeal is to be submitted to Admissions & Records Office which must forward it to
the Dean of Enrollment Services within five working days of receipt. Copies of the
original application for admission, the residency questionnaire, and evidence or
documentation provided by the student, with a cover statement indicating upon what
basis the residence classification decision was made, must be forwarded with the
appeal.

The Dean of Enrollment Services shall review all the records and have the right to
request additional information from either the student or the Admissions Office.

Within 30 calendar days of receipt, the Dean of Enroliment Services_shall send a written
determination to the student. The determination shall state specific facts on which the
appeal decision was made.

Reclassification. A student previously classified as a non-resident may be reclassified
as of any residence determination date. A residence determination date is that day
immediately preceding the opening day of instruction for any session during which the
student proposes to attend.

Petitions are to be submitted to the Admissions and Records Office.

Petitions must be submitted prior to the semester for which reclassification is to be
effective. Extenuating circumstances may be considered in cases where a student failed
to petition for reclassification prior to the residency determination date. In no case,
however, may a student receive a non-resident tuition refund after the date of the first
census.



Written documentation may be required of the student in support of the reclassification
request.

A questionnaire to determine financial independence must be submitted with the petition
for reclassification. Determination of financial independence is not required for students
who were classified as non-residents by the University of California, the California State
University, or another community college District. (Education Code Section 68044).

A student shall be considered financially independent for purposes of residence
reclassification if the applicant meets all of the following requirements:

e Has not and will not be claimed as an exemption for state and federal tax purposes
by his or her parent in the calendar year prior to the year the reclassification
application is made;

¢ Has not lived and will not live for more than six weeks in the home of his or her
parent during the calendar year the reclassification application is made.

A student who has established financial independence may be reclassified as a resident
if the student has met the requirements of Title 5, Sections 54020, 54022 and 54024.

Failure to satisfy all of the financial independence criteria listed above does not
necessarily result in denial of residence status if the one year requirement is met and
demonstration of intent is sufficiently strong.

Financial dependence in the current or preceding calendar year shall weigh more
heavily against finding California residence than financial dependence in the
preceding second and third calendar years. Financial dependence in the current or
preceding calendar year shall be overcome only if (1) the parent on whom the student
is dependent is a California resident, or (2) there is no evidence of the student's
continuing residence in another state.

The Dean of Enrollment Services will make a determination, based on the evidence
and notify the student not later than 14 days of receipt of the petition for
reclassification.

Students have the right to appeal according to the procedures above.



Non-Citizens. The District will admit any non-citizen who is 18 years of age or a high
school graduate.

If non-citizens are present in the United States illegally or with any type of temporary
visa, they will be classified as non-residents and charged non-resident tuition unless
they meet the exceptions contained below.

If, for at least one year and one day prior to the start of the semester in question, a
non-citizen has possessed any immigration status that allows him or her to live
permanently in the United States and she or he meets the California residency
requirements, the student can be classified as a resident.

Any students who are U.S. citizens, permanent residents of the U.S., and aliens
who are not nonimmigrants (including those who are undocumented),

A-studentwho-is-without-lavwfubimmigration-status-may be classified-as-a resident
exempt from paying nonresident tuition -if he-ershe-they meets the following
requirements:

e high school attendance in California for three or more years;

e graduation from a California high school or attainment of the equivalent thereof;

e registration or enrollment in a course offered by any college in the district for any

term commencing on or after January 1, 2002,

e completion of a questionnaire form prescribed by the Chancellor and furnished by the
district of enrollment, verifying eligibility for this nonresident tuition exemption; and

ctration forcl e than the fal ; ;

e in the case of a student without lawful immigration status, the filing of an affidavit that
the student has filed an application to legalize his or her immigration status, or
will file an application as soon as he or she is eligible to do so.

The initial residency classification will be made at the time the student applies for
admission. Students may file residency questionnaire forms through the third week of
the semester to request a review of their residency status. Final residency
determination is made by the Dean of Enrollment Services Students may appeal the
decision.

2/6/06
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BP 6800 Safety

Reference:
Education Code Sections 72023.5, 72103

The Superintendent/President shall establish administrative procedures to ensure the safety of
employees and students on District sites. The District shall provide safe working conditions for all
employees. Determination of safe working conditions shall be made by the District and shall be in
compliance with all applicable health, safety, fire and sanitation requirements imposed by OSHA,
State, Federal, City and/or County laws or regulations.

The District shall not discriminate against any employee as a result of reporting an accident or any
unsafe condition.

Tobacco smoking, the

en%ranee%e—bmldmg&epstrue&we&e#eamausammewmg tobacco and electromc mgarettes shall be

prohibited any place on campus to include in personal vehicles.

Smoking, anrd chewing of tobacco, and electronic cigarettes shall be prohibited when riding or
driving a college owned vehicle.

See Administrative Procedure #6800

Adopted: 5/8/06
Revised: 1/8/07
Revised: 8/14/17
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AP 3435 Discrimination and Harassment Complaints and
Investigations

Reference:

20 U.S.C. Section 1681 et seq.:

Education Code Section 212.5, 231.5, 66281.5, and 67386;

Government Code 12950.1;

Title 5, Sections 59320, 59324, 59326, 59328, and 59300 et seq.;

34 C.F.R. Section 106.8(b);

Title 2 Sections 11023 and 11024
ANTELOPE VALLEY COLLEGE
COMPLAINT PROCEDURE FOR

ALLEGATION OF DISCRIMINATION* OR SEXUAL HARASSMENT

Complaints

The law prohibits coworkers, supervisors, managers, and third parties with whom an employee comes
into contact from engaging in harassment, discrimination, or retaliation. Any person who has suffered
harassment, discrimination, or retaliation may file a formal or informal complaint of harassment,
discrimination, or retaliation.

A formal complaint is a written and signed statement filed with the District or the State Chancellor’s
office that alleges harassment, discrimination, or retaliation in violation of the District’s Board Policies,
Administrative Procedures or in violation of state or federal law. An informal complaint is any of the
following: (1) An unwritten allegation of harassment, discrimination, or retaliation; (2) a written
allegation of harassment, discrimination, or retaliation that falls outside the timelines for a formal
complaint; or (3) a written complaint alleging harassment, discrimination, or retaliation filed by an
individual who expressly indicates that he or she does not want to file a formal complaint.

Informal Complaint

Any person may submit an informal complaint to the Vice President of Human Resources or any
other District or college administrator. Administrators receiving an informal complaint shall
immediately notify the Vice President of Human Resources in writing of all pertinent information and
facts alleged in the informal complaint.

Upon receipt of an informal complaint, the Vice President of Human Resources or designee will notify
the person bringing the informal complaint of his or her right to file a formal complaint, if the incident
falls within the timeline for a formal complaint, and explain the procedure for doing so. The
complainant may later decide to file a formal complaint, if within the timelines to do so. If the
individual chooses not to file a formal complaint, or if the alleged conduct falls outside the timeline
to file a formal complaint, the Vice President of Human Resources or designee shall consider the
allegations contained in the informal complaint and determine the appropriate course of action. This
may include efforts to informally resolve the matter, or a fact-finding investigation.

Investigation of an informal complaint will be appropriate if the Vice President of Human Resources
or designee determines that the allegation(s), if proven true, would constitute a violation of the
District policy prohibiting harassment, discrimination, or retaliation. The Vice President of Human
Resources or designee will explain to any individual bringing an informal complaint that the Vice
President of Human Resources or designee may decide to initiate an investigation, even if the
individual does not wish the Vice President of Human Resources or designee to do so. The Vice
President of Human Resources or designee shall not disregard any allegations of harassment,



discrimination, or retaliation solely on the basis that the alleged conduct falls outside the deadline to
file a formal complaint.

Formal Complaints
Formal Complaints must be filed with the State Chancellor or the Vice President of Human

Resources or designee unless the party submitting the Formal Complaint alleges
discrimination, harassment, or retaliation against the responsible District officer, in which
case it should be submitted directly to the Superintendent/President or the State
Chancellor.

Formal Complaints should be submitted on the form prescribed by the State Chancellor. A
copy of the form will be available at the Human Resources Office and on the
college’s/district’s website.

If any party submits a written allegation of harassment, discrimination, or retaliation not on
the form described above, the District will seek to have the individual complete and submit
the form. However, if the individual chooses not to do so, the District will attach the written
allegation(s) to the form and treat it as a Formal Complaint. In no instance will the District
reject a written allegation of harassment, discrimination, or retaliation on the basis that it
was not submitted on the proper form.

A Formal Complaint must meet each of the following criteria:

e |t must allege facts with enough specificity to show that the allegations, if true, would
constitute a violation of District policies or procedures prohibiting discrimination,
harassment, or retaliation;

e The complainant must sign and date the Formal Complaint;

e The complainant must file any Formal Complaint not involving employment within
one year of the date of the alleged discriminatory, harassing, or retaliatory conduct or
within one year of the date on which the complainant knew or should have known of
the facts underlying the allegation(s) of discrimination, harassment, or retaliation.

e The complainant must file any Formal Complaint alleging discrimination, harassment,
or retaliation in employment within 180 days of the date of the alleged
discriminatory, harassing, or retaliatory conduct, except that this period shall
extended by no more than 90 days following the expiration of the 180 days if the
complainant first obtained knowledge of the facts of the alleged violation after the
expiration of the 180 days.

If the Formal Complaint does not meet the requirements set forth above, the Vice President of Human
Resources or desigree—willdesignee will promptly return it to the complainant and specify the defect.
If the sole defect is that the Formal Complaint was filed outside the applicable proscribed timeline, the



Vice President of Human Resources or desigree—witdesignee will handle the matter as an informal
complaint.

Oversight of Complaint Procedure

The Vice President of Human Resources is the "responsible District officer" charged with receiving
complaints of discrimination or harassment, and coordinating their investigation.

The actual investigation of complaints may be assigned by the Vice President of Human Resources to
other staff or to outside persons or organizations under contract with the District. This shall occur
whenever the Vice President of Human Resources is named in the complaint or implicated by the
allegations in the complaint or if it is deemed more appropriate to have an outside investigator
involved.

Who May File a Complaint

Any student, employee, or third party who believes he/she has been discriminated against or harassed
by a student, employee, or third party in violation of this procedure and the related policy.

A student, employee, or third party who believes he/she has been discriminated against or harassed
in violation of these policy and procedures may make a complaint orally or in writing

Where to File a Complaint

If a complainant decides to file a formal written unlawful discrimination or harassment complaint
against the District, he/she must file the complaint on a form prescribed by the State Chancellor’s
Office. These approved forms are available from the Human Resources Office and at the State
Chancellor’s website.

The completed form must be filed with any of the following:

e The Vice President of Human Resources or designee;

e The Vice President of Student Services and Superintendent/President
e The State Chancellor’s Office.

Employment-Related Complaints

Complainants filing employment-related complaints shall be notified that they may file employment
discrimination complaints with the U.S. Equal Employment Opportunity Commission (EEOC) or the
Department of Fair Employment and Housing (DFEH).

Complaints filed with the EEOC or the DFEH should be forwarded to the State Chancellor’s Office.

Any District employee who receives a harassment or discrimination complaint shall notify the Vice
President of Human Resources immediately.

Filing a Timely Complaint

Since failure to report harassment and discrimination impedes the District’'s ability to stop the
behavior, the District strongly encourages anyone who believes they are being harassed or
discriminated against, to file a complaint. The District also strongly encourages the filing of such
complaints within 30 days of the alleged incident. While all complaints are taken seriously and will be
investigated promptly, delay in filing impedes the District’s ability to investigate and remediate.

All supervisors and managers have a mandatory duty to report incidents of harassment and
discrimination; the existence of a hostile, offensive or intimidating work environment, and acts of
retaliation.



The District will investigate complaints involving acts that occur off campus if they are related to an
academic or work activity or if the harassing conduct interferes with or limits a student’s or employee’s
ability to participate in or benefit from the school’s programs or activities:

Communicating that the Conduct is Unwelcome

Although it is not required, the District encourages students and staff to let the offending person know
immediately and firmly that the conduct or behavior is unwelcome, offensive, in poor taste or
inappropriate.

Intake and Processing of the Complaint

Upon receiving notification of a harassment or discrimination complaint, the Vice President of Human
Resources or designee shall:

Undertake efforts to informally resolve the charges, including but not limited to mediation,
rearrangement of work/academic schedules; obtaining apologies; providing informal
counseling, training, etc.

Advise the complainant that he/she need not participate in an informal resolution of the
complaint, as described above, and has the right to end the informal resolution process at
any time. Forctene ke coehl g = : e :
Mediation in all cases is permitted as long as all parties agree.
Advise a student complainant that he/she may file a complaint with the Office of Civil
Rights of the U.S. Department of Education and employee complainants may file a
complaint with the Department of Fair Employment and Housing. All complainants should
be advised that they have a right to file a complaint with local law enforcement, if the act
complained of is also a criminal act. The District must investigate even if the complainant
files a complaint with local law enforcement. In addition, the District should ensure that
complainants are aware of any available resources, such as counseling, health, and
mental health services. The Vice President of Human Resources or designee shall also
notify the State Chancellor’s Office of the complaint.

Take interim steps to protect a complainant from coming into contact with an accused
individual, especially if the complainant is a victim of sexual violence. The Vice President
of Human Resources should notify the complainant of his or her options to avoid contact
with the accused individual and allow students to change academic situations as
appropriate. Forinstance, the District may prohibit the accused individual from having any
contact with the complainant pending the results of the investigation. When taking steps
to separate the complainant and accused individual, the District shall minimize the burden
on the complainant. For example, it is not appropriate to remove complainants from
classes or housing while allowing accused individuals to remain.

Investigation

The Vice President of Human Resources shall:

. Authorize the investigation of the complaint, and supervise or conduct a thorough, prompt and
impartial investigation of the complaint, as set forth below. Where complainants opt for
informal resolution, the designated officer will determine whether further investigation is
necessary to ensure resolution of the matter and utilize the investigation process outlined
below as appropriate. In the case of a formal complaint, the investigation will include



interviews with the complainant, the accused, and any other persons who may have relevant
knowledge concerning the complaint. This may include victims of similar conduct.

. Review the factual information gathered through the investigation to determine whether the
alleged conduct constitutes harassment, or other unlawful discriminatory conduct, giving
consideration to all factual information and the totality of the circumstances, including the
nature of the verbal, physical, visual or sexual conduct, and the context in which the alleged
incidents occurred.

Investigation of the Complaint

The District shall promptly investigate every complaint_and claim of harassment or discrimination. No
claim of workplace or academic harassment or discrimination shall remain unexamined. This includes
complaints involving activities that occur off campus and in connection with all the academic,
educational, extracurricular, athletic, and other programs of the District, whether those programs take
place in the District’s facilities, on a District bus, or at a class or training program sponsored by the
District at another location._The District shall promptly investigate complaints of harassment or
discrimination that occur off campus if the alleged conduct creates a hostile environment on campus.

As set forth above, where the complainant opts for an informal resolution, the Vice President of Human
Resources or designee may limit the scope of the investigation, as appropriate. The District will keep
the investigation confidential to the extent possible, but cannot guarantee absolute confidentiality
because release of some information on a “need-to-know-basis” is essential to a thorough
investigation. When determining whether to maintain confidentiality, the District may weigh the
request for confidentiality against the following factors: the seriousness of the alleged harassment;
the complainant’s age; whether there have been other harassment complaints about the same
individual; and the accused individual's rights to receive information about the allegations if the
information is maintained by the District as an “education record” under the Family Educational Rights
and Privacy Act (FERPA), 20 U.S. Code Section 1232g; 34 Code Federal Regulations Part 99.15. The
District will inform the complainant if it cannot maintain confidentiality.

Investigation Steps

The District will fairly and objectively investigate harassment and discrimination complaints.
Employees designated to serve as investigators under this policy shall have adequate training on what
constitutes sexual harassment, including sexual violence, and that they understand how the District’'s
grievance procedures operate. The investigator may not have any real or perceived conflicts of interest
and must be able to investigate the allegations impartially.

Investigators will use the following steps:
e Interview the complainant(s)
e Interview the accused individual(s)
e |dentify and interview witnesses and evidence identified by each party
e |dentify and interview any other witnesses
e |f needed; remind all individuals interviewed of the District’s no-retaliation policy

e Consider whether any involved person should be removed from the campus pending
completion of the investigation

e Review personnel/academic files of all involved parties as warranted.

e Reach a conclusion as to the allegations and any appropriate disciplinary and remedial action;
and see that all recommended action is carried out in a timely fashion.



e When the District evaluates the complaint, it shall do so using a preponderance of the evidence
standard. Thus, after considering all the evidence it has gathered, the District will decide
whether it is more likely than not that discrimination or harassment has occurred.

Timeline for Completion

The District will undertake its investigation promptly and swiftly as possible. To that end, the
investigator shall complete the above steps, and prepare a written report within 90 days of the District
receiving the complaint.

Cooperation Encouraged

All employees are expected to cooperate with a District investigation into allegations of harassment or
discrimination. Lack of cooperation impedes the ability of the District to investigate thoroughly and
respond effectively. However, lack of cooperation by a complainant or witnesses does not relieve the
District of its obligation to investigate. The District will conduct an investigation if it is discovered that
harassment is, or may be occurring, with or without the cooperation of the alleged victim(s) and
regardless of whether a complaint is filed._No employee will be retaliated against as a result of lodging
a complaint or participating in any workplace investigation.

Written Report:

The results of the investigation of a complaint shall be set forth in a written report that will include at
least all of the following information:

e Adescription of the circumstances giving rise to the Formal Complaint;
e A summary of the testimony provided by each witness interviewed by the investigator;
e An analysis of relevant evidence collected during the course of the investigation;

. A specific finding as to whether there is probable cause to believe that discrimination,
harassment, or retaliation occurred with respect to each allegation in the complaint; and

e Any other information deemed appropriate by the District.
Confidentiality of the Process

Investigations are best conducted within a confidential climate. Therefore, the District does not reveal
information about ongoing investigations except as necessary to fulfill its legal obligations. The District
will keep the investigation confidential to the extent possible, but it cannot guarantee absolute
confidentiality because release of some information on a “need-to-know-basis” is essential to a
thorough investigation and to protect the rights of Accused students and employees during the
investigation process and any ensuing discipline.

Administrative Determination

e Inany case not involving employment discrimination, within 90 days of receiving a
formal complaint, the District shall complete its investigation and forward a copy of
the investigative report to the State Chancellor, a copy or summary of the report to
the complainant, and written notice setting forth all of the following to both the
complainant and the Chancellor:

o The determination_of the Vice President of Human Resources or designee as
to whether there is probable cause to believe discrimination occurred with
respect to each allegation in the complaint;




o A description of actions taken, if any, to prevent similar problems from
occurring in the future;

o The proposed resolution of the complaint; and

o The complainant's right to appeal to the district governing board and the
Chancellor.

e In any case involving employment discrimination, within 90 days of receiving a formal
complaint, the District shall complete its investigation and forward a copy or
summary of the report to the complainant, and written notice setting forth all the
following to the complainant:

o The determination_of the Vice President of Human Resources or designee as
to whether there is probable cause to believe discrimination occurred with
respect to each allegation in the complaint;

o A description of actions taken, if any, to prevent similar problems from
occurring in the future;

o The proposed resolution of the complaint; and

o The complainant's right to appeal to the District governing board and to file a
complaint with Department of Fair Employment and Housing or the U.S Equal
Employment Opportunity Commission.

Discipline and Corrective Action

If harassment, discrimination or retaliation occurred in violation of the policy or procedure, the District
shall take disciplinary action against the accused and any other remedial action it determines to be
appropriate. The action will be prompt, effective, and commensurate with the severity of the offense.
Remedies for the complainant might include, but are not limited to:

e Providing an escort to ensure that the complainant can move safely between classes and
activities;

e Ensuring that the complainant and alleged perpetrator do not attend the same classes or work
in the same work area;

e Preventing offending third parties from entering campus;

e Providing counseling services or a referral to counseling services

e Providing medical services or a referral to medical services;

e Providing academic support services, such as tutoring;

e Arranging for a student-complainant to re-take a course or withdraw from a class without
penalty, including ensuring that any changes do not adversely affect the complainant’s
academic record; and

e Reviewing any disciplinary actions taken against the complainant to see if there is a causal

connection between the harassment and the misconduct that may have resulted in the
complainant being disciplined.



If the District imposes discipline, the nature of the discipline will not be communicated to the
complainant. However, the District may disclose information about the sanction imposed on an
individual who was found to have engaged in harassment when the sanction directly relates to the
complainant; for example, the District may inform the complainant that the harasser must stay away
from the complainant.

Disciplinary actions against faculty, staff, and students will conform to all relevant statutes,
regulations, personnel policies and procedures, including the provisions of any applicable collective
bargaining agreement.

The District shall also take reasonable steps to protect the complainant from further harassment, or
discrimination, and to protect the complainant and witnesses from retaliation as a result of
communicating the complaint or assisting in the investigation. The District will ensure that
complainants and witnesses know how to report any subsequent problems, and should follow-up with
complainants to determine whether any retaliation or new incidents of harassment have occurred.
The District shall take reasonable steps to ensure the confidentiality of the investigation and to protect
the privacy of all parties to the extent possible without impeding the District’s ability to investigate and
respond effectively to the complaint.

If the District cannot take disciplinary action against the accused individual because the complainant
refuses to participate in the investigation, it should pursue other steps to limit the effects of the alleged
harassment and prevent its recurrence.

Appeals and District Final Decision

If the District imposes discipline against a student or employee as a result of the findings in its
investigation, the student or employee may appeal the decision using the procedure for appealing a
disciplinary decision.

If the complainant is not satisfied with the results of the administrative determination, the
complainant may, within fifteen (15) days, submit a written appeal to the district governing board.
The governing board shall review the original complaint, the investigative report, the administrative
determination, and the appeal and issue a final district decision in the matter within forty-five (45)
days after receiving the appeal. A copy of the final district decision rendered by the governing board
shall be forwarded to the complainant and to the Chancellor. The complainant shall also be notified
of his/her right to appeal this decision.

If the governing board does not act within forty-five (45) days, the administrative determination shall
be deemed approved and shall become the final district decision in the matter.

In any case not involving employment discrimination, harassment, or retaliation, the complainant
shall have the right to file a written appeal with the Chancellor within thirty (30) days after the
governing board issues the final district decision or permits the administrative determination to
become final. Such appeals shall be processed pursuant to the provision of Title 5 Section 59350

In any case involving an allegation of discrimination on the basis of race, color, national origin, sex,
disability or age, in the provision of programs and services provided by the college, a complainant
may also file a complaint with U.S. Department of Education. Complaints may also be filed with the
Equal Employment Opportunity Commission or the Department of Fair Employment and Housing
(addresses listed below)

Equal Employment Opportunity Commission
Roybal Federal Building
255 E. Temple Street, 4t Floor



Los Angeles, CA 90012
http://www.eeoc.gov

Office for Civil Rights (OCR)

United States Department of Education
50 Beale Street, Suite 7200

San Francisco, CA 94105
http://www.ed.go.gov/ offices/OCR

Department of Fair Employment and Housing (DFEH)
611 West Sixth Street, Suite 1500

Los Angeles, CA 90017
http://www.dfeh.ca.gov/default.asp

Extension of time
Within 150 days of receiving a complaint, the district will forward the following to the Chancellor:

The original complaint;

The report describing the nature and extent of the investigation conducted by the district;

A copy of the notice sent to the complainant (pursuant to Government Code 59336);

A copy of the final district decision rendered by the governing board or a statement indicating
the date on which the administrative decision became final

A copy of the notice to the complainant (pursuant to Government Code 59338);

e Such other information as the Chancellor may require.

Extensions; Failure to Comply

If a District, for reasons beyond its control, is unable to comply with the 150-day deadline
specified for submission of materials to the Chancellor, the District may file a written request
that the Chancellor grant an extension of the deadline. The request shall be submitted no later
than ten (10) days prior to the expiration of the deadline established and shall set the reasons
for the request and the date by which the District expects to be able to submit the required
materials.

A copy of the request for an extension shall be sent to the complainant who may file written
objections with the Chancellor within five (5) days of receipt.

The Chancellor may grant the request unless delay would be prejudicial to the complainant.

If a District fails to comply with the requirements by the required deadline, including any
extension granted, the Chancellor may proceed to review the case based on the original
complaint and any other relevant information then available.

File Retention

The District will retain on file for a period of at least three years after closing the case copies of:

The original complaint;

The investigatory report;

The summary of the report if one is prepared;

The notice provided to the complainant, of the District’s administrative determination and his
or her right to appeal;

Any appeal; and

e The District’s final decision.



The District will make such documents available to the State Chancellor upon request

Where the complaint allegation consists of Sexual Misconduct, as defined by Title IX, the
following applies:

Sexual Misconduct
Sexual misconduct includes sexual harassment and sexual violence.

e Sexual harassment may include unwelcome sexual advances, requests for sexual favors, and
other verbal, visual, or physical conduct of a sexual nature, made by someone from or in the
work or education setting.

e Sexual violence refers to physical sexual acts perpetrated against a person’s will or when a
person is incapable of giving consent due to the victim’s use of drugs or alcohol or due to an
intellectual or other disability. Sexual violence includes rape, sexual assault, sexual battery,
and sexual coercion.

o Affirmative consent means an affirmative, conscious, and voluntary agreement to engage in
sexual activity.

Sexual misconduct creates a hostile environment if the conduct is sufficiently serious that it
interferes with or limits a student’s ability to participate in or benefit from the District’s program. A
single or isolated incident may create a hostile environment if the incident is sufficiently severe.

Complaint Procedure
Where the complaint involves a minor, the District will comply with California mandated reporting
requirements.

All responsible employees are required to report all actual or suspected sexual misconduct to the
Title IX Coordinator immediately. A responsible employee is any employee who has the authority to
take action to redress sexual misconduct, who has been given the duty of reporting incidents of
sexual misconduct to the Title IX Coordinator or Vice President of Human Resources or designee, or
whom a student or employee could reasonable believe has this authority or duty. The District is on
notice if a responsible employee knew, or in the exercise of reasonable care should have known,
about the sexual misconduct.

Any person may make a complaint by contacting the Title IX Coordinator directly. The District’s Title IX
Coordinator is the Vice President of Human Resources. The Title IX Coordinator will receive all
relevant details about the alleged sexual misconduct reported to the District responsible employee in
order to determine what occurred and how to resolve the situation. This includes the names of
alleged victim and alleged perpetrator (if known), and the date, time, and location of the alleged
sexual misconduct.

Privileged or Confidential Reporting

A responsible District employee should, whenever possible, before a student or employee reveals
information that he or she may wish to keep confidential, ensure that the person making the report
understands the employees obligations to report to the Title IX Coordinator, the victims option to
request confidentiality, which the District will take into consideration, and the victims ability to share
the information confidentially with designated District employees.

Professional, licensed, mental health counselors, and pastoral counselors, who provide mental-
health counseling to members of the District community, or interns, graduate students, and others




supervised by professional licensed counselors, are not required to report any information to the title
IX Coordinator.

Non-professional counselors who work or volunteer in health center, victim advocacy office, women’s
center, etc., including front desk personnel and student employees in the course of their duties, may
maintain confidentiality. They are not required to report actual or suspected sexual misconduct to
the Title IX Coordinator in a way that identifies the student without the victims consent.

Authority over Parties

The District has authority over students, employees, and third parties for alleged violations of this
policy that occur on District property. The District has authority over District employees and students
for alleged violations of this policy that occur at District activities or events. The District may exercise
authority over events that occur off-campus to determine if the conduct occurred in the context of an
education program or activity or had continuing effects on campus or in an off-campus education
program or activity.

Standard of Proof

The District will use a “preponderance of the evidence” standard of proof in determining whether
there has been a violation of this policy. This standard of proof is also known as “more likely than
not” standard.

Upon Receiving the Complaint - Health and Safety

The Title IX Coordinator or designee, will make an immediate assessment concerning the health and
safety of the victim and campus community as a whole. The District will provide the reporting party
and responding party wietim with immediate, interim measures necessary to protect his or her health
and safety. These immediate interim measures may include:

e Providing an escort ~ Formatted: List Paragraph, Bulleted + Level: 1 +
e Ensuring that the victim and perpetrator do not attend the same classes or work in the same Aligned at: 0.25" + Indent at: 0.5"
area

e Preventing offending third parties from entering campus
e Providing counseling services or a referral to counseling services

e Providing academic support services {Formatted: Font: 11 pt

Where the District determines that there is a substantial threat to the campus community, it will
issue a timely warning. The District will issue the warning according to District Administrative
Procedures. The District will not to disclose the victim’s name or other identifying information when
issuing the warning.

Communicating that the Conduct is Unwelcome

The employee or student may, but is not required to let the offending person know immediately and
firmly that the conduct or behavior is unwelcome, offensive, in poor taste, or inappropriate.

If the District determines that a sexual misconduct complaint is appropriate for informal
resolution, it permit an informal resolution, including mediation. All parties, including the




complainant _and respondent, must receive full disclosure of the allegations and
information about options for formal resolution before voluntarily agreeing to participate
in an informal resolution. If parties agree to an informal resolution, the District does not
have to complete a full investigation and adjudication of a report of sexual misconduct.

Confidentiality

Where the victim requests confidentiality regarding a reportable incident erthatthe District-not
conductan-investigation;-the District will take all reasonable steps to_comply with the victim’s
request or inform the victim when it cannot ensure confidentiality. investigate-while-honeringthe
reguest—The District will not disclose the name of the victim unless the victim provides written
consent after being informed of his/her right to have the information withheld. Where the victim
insists that the District not disclose his or her name or other identifiable information to the alleged
perpetrator, the District will inform the victim that its ability to respond will be limited. The District
will evaluate this request in the context of its responsibility to provide a safe and nondiscriminatory
environment for all employees and students. When weighing a request for confidentiality against the
seriousness of the alleged harassment, the Title IX Coordinator will take the factors listed above into
consideration.

Fact-Finding Investigation

Where the victim has filed a criminal complaint with local law enforcement, the District will consider
what information the District is able to share, pursuant to state and federal law, to ensure that
victims are not unnecessarily required to give multiple statements about a traumatic event. The
District will continue to conduct its own thorough, reliable, prompt, and impartial investigation. The
District will normally complete its sexual misconduct investigation within 960 business-days of
receiving the complaint, unless extended by the Title IX Coordinator for good cause. The Title IX
Coordinator will notify the victim and accused in writing of the reason for the extension and the
projected new timeline.

The victim and accused will have equal opportunity to present relevant witnesses and other evidence
to the District investigator. The District will provide the same opportunities to the victim and
accused, for example if the District permits the victim or accused to have a lawyer or other advisor
present, it must do so for the other party. Any District imposed restrictions on the ability of a lawyer
or other advisor to speak or participate in the interview must also apply equally.-

The results of the fact-finding investigation will be set out in a formal investigative report which will
include the requirements listed above and a credibility determination of the victim, accused, and
witnesses.

Reporting to State Chancellor’s Office

The District considers all sexual misconduct complaints to be formal complaints. The Vice President
or designee must notify the State Chancellor’'s Office of any sexual misconduct complaints. Upon
completing the investigation, the District shall forward to the Chancellor's Office a copy of the
investigative report and administrative determination and to the complainant a copy or summary of
the investigative report and administrative determination.

Dissemination of Policy and Procedures
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District Policy and Procedures related to harassment will include information that specifically
addresses sexual violence. District policy and procedures will be provided to all students, faculty
members, members of the administrative staff and members of the support staff, and will be posted
on campus and on the District’s website.

When hired, employees are required to sign that they have received the policy and procedures, and
the signed acknowledgment of receipt is placed in each employee’s personnel file. In addition, these
policies and procedures are incorporated into the District's course catalogs and orientation materials
for new students.

Supervisory Employee Training

By January 1, 2006, the District shall provide at least two hours of classroom or other effective
interactive training and education regarding sexual harassment to all supervisory employees who are
employed as of July 1, 2005. All new supervisory employees must be provided with the training and
education within six months of their assumption of a supervisory position. After January 1, 2006, the
District shall provide sexual harassment training and education to each supervisory employee once

every two years-Fheyears.

The training and education required by this procedure shall include information and practical
guidance regarding the federal and state statutory provisions concerning the prohibition against and
the prevention and correction of sexual harassment and the remedies available to victims of sexual
harassment in employment. The training and education shall also include practical examples aimed
at instructing supervisors in the prevention of harassment, discrimination, and retaliation, and shall
be presented by trainers or educators with knowledge and expertise in the prevention of
harassment, discrimination, and retaliation.

Supervisor’'s harassment training must also address potential exposure and liability for employers
and individuals, supervisor’s obligation to report sexual harassment, discrimination, and retaliation
when they become aware of it, appropriate remedial measures to correct harassing behavior, and a
review of “abusive conduct.”

The District will maintain appropriate records of the training provided, including the names of the
supervisory employees trained, the date of training, sign in sheets, copies of all certificates of
attendance or completion issued, the type of training provided, a copy of all written or recorded training
materials, and the name of the training provider. If the training is provided by webinar, the District will
maintain a copy of the webinar, all written materials used by the training and all written questions
submitted during the webinar, and document all written response or guidance the trainer provided
during the webinar. The District will retain these records for at least three years.

Staff Training

Training of all staff will be conducted. This includes counselors, faculty, health personnel, law
enforcement officers, coaches, and all staff who regularly interact with students. Training for academic
staff should emphasize environmental harassment in the classroom. The District will also provide
training to students who lead student organizations. The District should provide copies of the sexual
harassment policies and training to all District law enforcement unit employees regarding the
grievance procedures and any other procedures used for investigating reports of sexual violence.
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In years in which a substantive policy or procedural change has occurred, all District employees will
attend a training update and/or receive a copy of the revised policies and procedures.

Participants in training programs will be required to sign a statement that they have either understood
the policies and procedures, their responsibilities, and their own and the District’s potential liability, or
that they did not understand the policy and desire further training.

Education and Prevention for Students

In order to take proactive measures to prevent sexual harassment and violence toward students, the
District will provide preventive education programs and make victim resources, including
comprehensive victim services, available. The District will include such programs in their orientation
programs for new students, and in training for student athletes and coaches. These programs will
include discussion of what constitutes sexual harassment and sexual violence, the District’s policies
and disciplinary procedures, and the consequences of violating these policies. A training program or
informational services will be made available to all students at least once annually.

The education programs will also include information aimed at encouraging students to report
incidents of sexual violence to the appropriate District and law enforcement authorities. Since victims
or third parties may be deterred from reporting incidents if alcohol, drugs, or other violations of District
or campus rules were involved, the District will inform students that the primary concern is for student
safety and that use of alcohol or drugs never makes the victim at fault for sexual violence. If other
rules are violated, the District will address such violations separately from an allegation of sexual
violence.
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BP 7250 Educational Administrators

Reference:
Education Code Sectlons 72411 et seq., 87002(b), 87457-87460;
Government Code Section 3540.1(g) and (m)

An administrator is a person employed by the Board in a supervisory or management position as
defined in Government Code Sections 3540, et seq.

Educational administrators are those who exercise direct responsibility for supervising the operation
of or formulating policy regarding the instructional or student services programs of the District.

An educational administrator who has not previously acquired tenure as a faculty member in the
District shall have the right to become a first year probationary faculty member once his or her
administrative assignment expires or is terminated, if the following criteria are met:

e The administrator meets the criteria established by the District for minimum qualifications for a
faculty position, in accordance with procedures developing jointly by the
Superintendent/PresidentGES and the Academic Senate and approved by the Board. The Board
shall rely primarily on the advice and judgment of the Academic Senate to determine that an
administrator possesses minimum qualifications for employment as a faculty member.

e The requirements of Education Code Section 87458(c) and (d), or any successor statute, are met
with respect to prior satisfactory service and reason for termination of the administrative
assignment.

e The District has a vacancy for which the administrator meets minimum qualifications.

Educational administrators shall be compensated in the manner provided for by the appointment or
contract of employment. Compensation shall be set by the Board upon recommendation by the
Superintendent/President. Educational Administrators shall further be entitled to health and welfare
benefits made available by action of the Board upon recommendation by the
Superintendent/President.

Educational administrators shall be entitled to vacation leave, sick leave, and other leaves as
provided by law, these policies, and administrative procedures adopted by the
Superintendent/President.

Every educational administrator shall be employed by an appointment or contract of up to
four years in duration.

The Board may, with the consent of the administrator concerned, terminate, effective on the
next succeeding first day of July, the terms of employment and any contract of employment
with the administrator, and reemploy the administrator on any terms and conditions as may
be mutually agreed upon by the Board and the administrator, for a new term to commence
on the effective date of the termination of the existing term of employment.

If the Board determines that the administrator is not to be reemployed when his or her
appointment or contract expires, notice to an administrator shall be in accordance with the
terms of the existing contract. If the contract is silent, notice shall be in accordance with
Education Code Section 72411.

An Educational Administrator’s duties and responsibilities are determined by the job
announcements for the position.



Educational Administrators are entitled to Administrative Reassignment Rights as specified
in AP 7250.

See Administrative Procedure #7250
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AP 7500 Volunteers

References: Education Code Sections 72401, 87010, 87011, and 88249
Government Code Section 3119.5

Purpose and Scope

The purpose of this procedure is to outline the District policy on volunteers. Each volunteer is
subject to the screening process set forth in this policy, with the following exceptions:

e volunteers serving in single day college events.

e individuals serving as volunteers in Associated Student Organization officer positions at the
colleges. ASO officers are not entitled to defense and indemnity by the District.

The Vice President of Human Resources or desighee may authorize suspension of the screening
process when he/she believes that this process is not necessary for the volunteers serving in the
particular event.

General

The District may enter into agreements with outside organizations to provide volunteers to
the District to work at college locations. Such agreements will contain appropriate defense
and indemnification language to protect the district from liability in connection with the
volunteer services.

Volunteers serve the District in an "at will" capacity. The District may terminate a volunteer's
services for any reason or no reason at all.

Pursuant to Government Code section 3119.5, no person aged 60 years or older may be
excluded from volunteer service if the person is physically, mentally and professionally
capable of performing the services involved. A person shall be deemed "professionally
capable" if he/she can demonstrate reasonable proficiency or relevant certification and
performs his/her professional duties in accordance with laws, regulations or the technical
standards that govern his/her area of volunteer responsibility.

Volunteers may not be used in lieu of classified employees. The District may not refuse to
employ a person in a vacant classified position and use volunteers instead, nor may it
abolish any classified positions and use volunteers instead.

Screening

The District shall use a written application form that requires, at a minimum, the volunteer's
name, address and phone number.

A volunteer's service record shall be maintained by the district.

Subject to the limitations of this policy, employees assigned to other positions within the
District may serve as volunteers during off-hours.

Fingerprints of each volunteer may be required. Volunteers with on-going assignments and
volunteers who interact with minors shall be required to provide a complete set of
fingerprints for the purpose of running a criminal background check.



No person may serve as a volunteer in the District if:

He/she has been convicted of or if he or she has charges pending which pertains to any sex
offense (as defined in Education Code section 87010), or controlled substance offense (as
defined in Education Code section 87011).

He/she has been convicted of a crime and the Vice President of Human Resources_or designee
determines that: the nature of the crime is too serious to serve as a volunteer; the crime was too
recent; and/or the crime is inconsistent with obligations in performing assigned duties as a
volunteer. In making this determination the Vice President of Human Resources may consult with
other Vice Presidents as necessary.

He/she has a health condition that would preclude him/her from satisfactorily performing
essential duties of the position.

He/she makes a false statement or omits a statement as to any material fact on the application
form.

Incidental Expenses

Persons serving without pay as volunteers may receive reimbursement for incidental
expenses.

Benefits

Volunteers are employees of the District only for the purpose of worker's compensation
benefits for injuries sustained while engaged in the performance of any service under the
direction and control of the district. With the exception of worker's compensation (Education
Code Section 72401), volunteers shall serve without any type of compensation or any other
benefits granted to district employees. Volunteers shall not be entitled to defense and
indemnity from the district.
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