
1. CALL TO ORDER Jeremiah Gilbert 

2. CHANCELLOR’S REPORT Bruce Baron 

3. APPROVAL OF MINUTES
A. November 5, 2019 minutes (p3)

4. OLD BUSINESS
A. Approval of APs & BPs for 2nd Reading & Approval

a. AP/BP 3540 Sexual Assaults on Campus (p7, p11)
b. AP/BP 6530 District Vehicles (p12, p14)
c. AP/BP 6750 Parking (p16, p19)
d. AP/BP 6751 Parking Citation Payment Plan (p20, p22)
e. AP/BP 7210 Academic Employees (p23, p41)
f. AP 7215 Academic Employees: Probationary Contract Faculty (p42)

5. NEW BUSINESS
A. CCLC Legal Update #35

a. CCLC Legal Update #35 Actions Overview Memo (p44)
b. AP 7346 Employees Called to Military Duty (p47)

This procedure was updated to state that employees on military leave for longer than 30 days may elect to
continue health coverage for up to 24 months: “Employees on leave for longer than 30 days may elect to
continue health care coverage for themselves and their eligible dependents for a maximum period of 18 24
months.” (No BP)

B. 2017-2022 District Support Services Strategic Plan: Addendum (p49)
C. DA Constitution and membership – 1st Reading & Approval (p62, p71)
D. Emergency Management Committee – Paul Walker
E. Approval of APs & BPs for 1st Reading & Approval

a. AP/BP 3505 Emergency Response Plan (Rodriguez/Jackson) (p73, p95)
b. AP/BP 3900 Speech: Time, Place, and Manner (p96, p103)
c. AP/BP 4320 Off Campus Speakers (p104, p106)
d. AP/BP 4400 Community Services Programs (p107, p109)
e. AP/BP 4500 Student News Media (p110, p113)
f. AP 5203 Lactation Accommodations (p114)
g. AP/BP 6540 Insurance (p115, p117)
h. AP/BP 7270 Student Workers (p118, p126)
i. AP 7348 Accommodations (p127)
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6. UPDATES & REPORTS 

A. TESS Quarterly Update (handout at the meeting) 
B. District Support Services Update (oral update)  
 
 

7. PUBLIC COMMENTS 
Any member of the public who wishes to address the Committee on any matter is limited to five minutes. The total time for 
members of the public to speak on the same or a similar issue shall be limited to 20 minutes. Anyone who requires a 
disability-related modification or accommodation in order to participate in the public meeting should contact the Chancellor’s 
Office at (909) 388-6902 as far in advance of the meeting as possible. 

 
 
8. ADJOURN  

Next Meeting: February 4, 2020 
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1. CALL TO ORDER Mark McConnell, DA VP 
M. McConnell called the meeting to order at 3:02pm

2. CHANCELLOR’S REPORT Bruce Baron 
None

3. APPROVAL OF MINUTES
A. October 1, 2019 minutes (p2)
K. Horan moved approval. K. Palkki seconded the motion to approve the minutes of October 1, 2019. 
Abstentions: L. Green, J. Cervantez. All others in attendance approved.

4. OLD BUSINESS
A. I&EP Plan for 2nd Reading & Approval (p4)
K. Horan moved approval. L. Green seconded the motion to approve the I&EP Plan for 2nd reading and final
approval. Unanimous approval.

B. Approval of APs & BPs for 2nd Reading & Approval
a. AP 3415 Immigration Enforcement Activities (p8)
b. AP 6345 Bids and Contracts - UPCCAA (p11)
c. AP 6350 Contracts – Construction (p15)
d. AP 6365 Contracts – Accessibility of Information Technology (p18)
e. AP/BP 7110 Delegation of Authority, Human Resources (p19, p21)
f. AP/BP 7236 Substitute and Short-Term Employees (p22, p24)

J. Torres moved approval. C. Thomas seconded the motion to approve items 4.B.a-f. for 2nd reading and final
approval. Abstentions: B. Tasaka. All others in attendance approved.

5. NEW BUSINESS
A. Approval of the 2021-22 Academic Calendar (p25)
K. Wurtz moved approval. J. Cervantez seconded the motion to approve the 2021-22 Academic Calendar.
Unanimous approval. K. Palkki requested a copy be sent to DSPS after the Board approves the calendar so it can be
made accessible for those who are colorblind or have other disabilities.

B. Approval to Discontinue District Enrollment Management Committee (p27)
J. Torres moved approval. L. Green seconded the motion to discontinue to the District Enrollment Management
Committee. Unanimous approval. Ensure the charge of District Institutional Effectiveness Committee assumes the
charge of the Enrollment Management Committee.

C. Approval of APs & BPs for 1st Reading & Approval
a. AP/BP 3540 Sexual Assaults on Campus (p29, p33)
b. AP/BP 6530 District Vehicles (p34, p37)
c. AP/BP 6750 Parking (p39, p42)
d. AP/BP 6751 Parking Citation Payment Plan (p43, p45)
e. AP/BP 7210 Academic Employees (p46, p64)
f. AP 7215 Academic Employees: Probationary Contract Faculty (p65)

TL Brink moved approval. L. Green seconded the motion to approve items 5.C.a-f. for 1st reading with the suggested 
changes listed below. Unanimous approval.  

• Section F.2. of AP 6750 to read as follows:

District Assembly Meeting MINUTES 
November 5, 2019 
3:00 – 4:00 p.m.  
SBCCD Boardroom 
550 E. Hospitality Lane, Suite 200, San Bernardino, CA 92408 
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District Assembly Meeting Minutes 

October 1, 2019 

 

 

 

 

 

 

 

 

• Fill in the blanks (number of miles and number of years) in AP 6530. 
Automobiles owned by the District and operated by District personnel may be replaced after ______________ 
miles or _____ model years in age, whichever occurs first. 
 

• Chancellor’s Cabinet to provide clarification of “length of the relationship” in the 4th paragraph of AP 3540. 
  

6. UPDATES & REPORTS 
A. Human Resources Update (oral presentation/handout) – K. Hannon provided a handout. HR will put out a call for 12 

individuals total from both campuses (faculty and staff) to represent the district at the EEO conference in New 
York, May 26-30. The EEO Committee will conduct an Employment Workshop to build qualified adjunct pools 
and to prepare current employees for advancement opportunities and/or to refine their skills. EEO training is 
required every two years. HR has a list of employees who are up for renewal and will send reminders to 
employees as needed. 
 

B. District Strategic Plan – objectives with Targets (p66) - K. Horan noted the capture rate significant increase and it 
was pre-Promise. 

 
7. PUBLIC COMMENTS 

C. Thomas reported on the two recent incidents at SBVC (1) Officer not identified - ReGroup was not used, only 
radio. Safety committee met - Chief will make the call to send the message out and lockdown procedures will follow. 
Additional training is necessary.  SBVC will have a live exercise in April. There is a need to test radios and 
emergency lights frequently. Phones in classrooms are needed. (2) Power outage - A protocol is needed. CSUSB 
has a clear process in place for blackouts and we will work to develop a process for the district. Cassandra will 
continue to report updates at District Assembly. 
 

8. ADJOURN  
Next Meeting: December 3, 2019 
M. McConnell adjourned the meeting at 3:42pm. 
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Policy Area: Chapter 3 General Institution

References: Legally Required

AP 3540 Sexual and Other Assaults on Campus

• a current or former spouse of the victim;

• a person with whom the victim shares a child in common;

• a person who is cohabitating with or has cohabitated with the victim as a spouse;

• a person similarly situated to a spouse of the victim under California law; or

• any other person against an adult or youth victim who is protected from that person's acts under California

law.

For additional information and resources on sexual assault, domestic violence, dating violence, and stalking in

the educational/campus environment, the Department of Justice has established a clearinghouse of resources

geared towards colleges and universities, which can be accessed at the California Attorney General's website.

Any sexual assault or physical abuse, including, but not limited to, rape, domestic violence, dating violence,

sexual assault, or stalking, as defined by California law, whether committed by an employee, student, or

member of the public, occurring on District property, 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 or at another location, or on an off-campus site or facility maintained by the District, or on grounds or

facilities maintained by a student organization, is a violation of District policies and regulations, and is subject

to all applicable punishment, including criminal procedures and employee or student discipline procedures.

(See also AP 5500 titled Standards of Student Conduct.)

"Sexual assault" includes but is not limited to, rape, forced sodomy, forced oral copulation, rape by a foreign

object, sexual battery, or threat of sexual assault.

"Dating violence" means violence committed by a person who is or has been in a social relationship of a

romantic or intimate nature with the victim. The existence of a romantic or intimate relationship will be

determined based on the length of the relationship, the type of relationship and the frequency of interaction

between the persons involved in the relationship.

"Domestic violence" includes felony or misdemeanor crimes of violence committed by:

"Stalking" means engaging in a course of conduct directed at a specific person that would cause a reasonable

person to fear for his or her safety or the safety of others, or to suffer substantial emotional distress.

It is the responsibility of each person involved in sexual activity to ensure that he or she has the affirmative

consent of the other or others to engage in the sexual activity. Lack of protest or resistance does not mean

consent, nor does silence mean consent. Affirmative consent must be ongoing throughout a sexual activity and

can be revoked at any time. The existence of a dating relationship between the persons involved, or the fact of

past sexual relations between them, should never by itself be assumed to be an indicator of consent.

AP 3540 Sexual and Other Assaults on Campus. Retrieved 11/21/2019. Official copy at http://sbccd.policystat.com/policy/

7131586/. Copyright © 2019 San Bernardino Community College District
Page 1 of 4
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• A copy of the District's policy and procedure regarding domestic violence, dating violence, sexual assault,

or stalking;

• A list of personnel on campus who should be notified and procedures for such notification, if the alleged

victim consents;

◦ Office of Student Life,

◦ Student Health Services,

◦ Health & Wellness Center,

◦ District Police,

◦ Title IX Coordinator

◦ Human Resources

• A description of available services, and the persons on campus available to provide those services if

requested. Services and those responsible for provided or arranging them include:

◦ transportation to a hospital, if necessary by Local Police, District Police or San Bernardino Sexual

Assault Services;

◦ counseling by Student Health Services, Health & Wellness Center or referral to a counseling center,

San Bernardino Sexual Assault Services or Option House;

◦ notice to the police, if desired, by Local Police or District Police;

◦ a list of other available campus resources or appropriate off-campus resources at the Office of

Student Life, Student Health Services, Health & Wellness Center, District Police, Title IX Coordinator

and Human Resources.

• A description of each of the following procedures:

◦ criminal prosecution;

◦ civil prosecution (i.e., lawsuit);

◦ District disciplinary procedures, both student and employee;

◦ modification of class schedules;

◦ tutoring, if necessary.

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

These written procedures and protocols are designed to ensure victims of domestic violence, dating violence,

sexual assault, or stalking receive treatment and information. (For physical assaults/violence, see also AP

3500, 3510, and 3515)

All students, faculty members or staff members who allege they are the victims of domestic violence, dating

violence, sexual assault or stalking on District property shall be provided with information regarding options

and assistance available to them. Information shall be available from the District Police, which shall maintain

the identity and other information about alleged sexual assault victims as confidential unless and until the

District Police is authorized to release such information.

The Office of Student Life, Student Health Services, Health & Welfare Center, District Police, Title IX

Coordinator and Human Resources shall provide all alleged victims of domestic violence, dating violence,

sexual assault, or stalking with the following:

The Title IX Coordinator should be available to provide assistance to District law enforcement unit employees

regarding how to respond appropriately to reports of sexual violence.

The District Title IX Coordinator or Human Resources will investigate all complaints alleging sexual assault

under the procedures for sexual harassment investigations described in AP 3435, regardless of whether a

complaint is filed with local law enforcement. All alleged victims of domestic violence, dating violence, sexual

assault, or stalking on District property shall be kept informed, through the Office of Student Services, District

AP 3540 Sexual and Other Assaults on Campus. Retrieved 11/21/2019. Official copy at http://sbccd.policystat.com/policy/

7131586/. Copyright © 2019 San Bernardino Community College District
Page 2 of 4
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• A description of educational programs to promote the awareness of rape, acquaintance rape, other

forcible and non-forcible sex offenses, domestic violence, dating violence, or stalking;

• Procedures to follow if a domestic violence, dating violence, sex offense, or stalking occurs, including who

should be contacted, the importance of preserving evidence to prove a criminal offense, and to whom the

alleged offense should be reported;

• Information on a student's right to notify appropriate law enforcement authorities, including on-campus

and local police, and a statement that campus personnel will assist the student in notifying these

authorities, if the student so requests;

• Information for students about existing on- and off-campus counseling, mental health, or other student

services for victims of sex offenses;

• Notice to students that the campus will change a victim's academic situation after an alleged domestic

violence, dating violence, sex offense, or stalking and of the options for those changes, if those changes

are requested by the victim and are reasonably available;

• Procedures for campus disciplinary action in cases of an alleged domestic violence, dating violence, sex

offense, or stalking including a clear statement that:

◦ The accuser and the accused are entitled to the same opportunities to have others present during a

disciplinary proceeding; and

◦ Both the accuser and the accused must be informed of the outcome of any institutional disciplinary

proceeding resulting from an alleged sex offense. Compliance with this paragraph does not violate

the Family Educational Rights and Privacy Act. For the purposes of this paragraph, the outcome of a

disciplinary proceeding means the final determination with respect to the alleged domestic violence,

dating violence, sex offense, or stalking and any sanction that is imposed against the accused.

• A description of the sanctions the campus may impose following a final determination by a campus

disciplinary proceeding regarding rape, acquaintance rape, or other forcible or non-forcible sex offenses,

domestic violence, dating violence, or stalking.

Education and Prevention Information

• Provide, as part of each campus' established on-campus orientation program, education and prevention

information about domestic violence, dating violence, sexual assault, or stalking. The information shall be

Police, Title IX Coordinator or Human Resources, of any ongoing investigation. Information shall include the

status of any student or employee disciplinary proceedings or appeal; alleged victims of domestic violence,

dating violence, sexual assault, or stalking are required to maintain any such information in confidence, unless

the alleged assailant has waived rights to confidentiality.

The District shall maintain the identity of any alleged victim or witness of domestic violence, dating violence,

sexual assault, or stalking on District property, as defined above, in confidence unless the alleged victim or

witness specifically waives that right to confidentiality. All inquiries from reporters or other media

representatives about alleged domestic violence, dating violence, sexual assaults, or stalking on District

property shall be referred to the District's Public Information Officer which shall work with the Office of Student

Services, Student Health Services, Health & Wellness, District Police, Title IX Coordinator or Human

Resources to assure that all confidentiality rights are maintained.

Additionally, the Annual Security Report will include a statement regarding the District's programs to prevent

sex offenses and procedures that should be followed after a sex offense occurs. The statement must include

the following:

The Office of Student Life, Human Resources and the District Police shall:

AP 3540 Sexual and Other Assaults on Campus. Retrieved 11/21/2019. Official copy at http://sbccd.policystat.com/policy/

7131586/. Copyright © 2019 San Bernardino Community College District
Page 3 of 4
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developed in collaboration with campus-based and community-based victim advocacy organizations.

• Post sexual violence prevention and education information on the campus internet website regarding

domestic violence, dating violence, sexual assault and stalking.

References:

Attachments:

AP 3540 Sexual and Other Assaults on Campus

- Comments

AP 3540 Sexual and Other Assaults on Campus

- Legal Citations

Legal Update 33 Overview Rev. 10-25-18.docx

Education Code Sections 67385, 67385.7, and 67386;

20 U.S. Code Section 1092(f);

34 Code of Federal Regulations Section 668.46(b)(11)

AP 3540 Sexual and Other Assaults on Campus. Retrieved 11/21/2019. Official copy at http://sbccd.policystat.com/policy/

7131586/. Copyright © 2019 San Bernardino Community College District
Page 4 of 4
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BP 3540 Sexual and Other Assaults on Campus

References:

Attachments:

BP 3540 Sexual and Other Assaults on Campus

- Comments

BP 3540 Sexual and Other Assaults on Campus

- Legal Citations

Any sexual assault or physical abuse, including, but not limited to rape as defined by California law, whether

committed by an employee, student or member of the public, that occurs on District property, is a violation of

District policies and procedures, and is subject to all applicable punishment, including criminal procedures and

employee or student discipline procedures. Students, faculty, and staff who may be victims of sexual and

other assaults shall be treated with dignity and provided comprehensive assistance.

The Chancellor shall establish administrative procedures that ensure that students, faculty, and staff who are

victims of sexual and other assaults receive appropriate information and treatment, and that educational

information about preventing sexual violence is provided and publicized as required by law.

The procedures shall meet the criteria contained in Education Code Sections 67385 and 67385.7, AND 67386

and 34 Code of Federal Regulations Section 668.46.

Education Code Sections 67382, 67385, and 67386;

20 U.S. Code Section 1092(f);

34 Code of Federal Regulations Section 668.46(b)(11)

BP 3540 Sexual and Other Assaults on Campus. Retrieved 11/21/2019. Official copy at http://sbccd.policystat.com/policy/

7131590/. Copyright © 2019 San Bernardino Community College District
Page 1 of 1

11

https://sbccd.policystat.com/policy_search/author/?search_query=&terms=995049
https://sbccd.policystat.com/policy_search/author/?search_query=&terms=995049
https://sbccd.policystat.com/policy_search/category/?search_query=&terms=40600
https://sbccd.policystat.com/policy_search/reference/?search_query=&terms=46608
https://pstat-live-media.s3.amazonaws.com/attachments/public/7909146e0349bc7364b83235df0231ba55aca7e520791970c1dd2652/BP%203540%20Sexual%20and%20Other%20Assaults%20on%20Campus-%20Comments.docx
https://pstat-live-media.s3.amazonaws.com/attachments/public/7909146e0349bc7364b83235df0231ba55aca7e520791970c1dd2652/BP%203540%20Sexual%20and%20Other%20Assaults%20on%20Campus-%20Comments.docx
https://pstat-live-media.s3.amazonaws.com/attachments/public/b1fd5dee9d2c4cf46882f8baf4732ec3302eec9bfedd4e64e16472fb/BP%203540%20Sexual%20and%20Other%20Assaults%20on%20Campus-%20Legal%20Citations.docx
https://pstat-live-media.s3.amazonaws.com/attachments/public/b1fd5dee9d2c4cf46882f8baf4732ec3302eec9bfedd4e64e16472fb/BP%203540%20Sexual%20and%20Other%20Assaults%20on%20Campus-%20Legal%20Citations.docx
www.princexml.com
Prince - Non-commercial License
This document was created with Prince, a great way of getting web content onto paper.



Current Status: Draft PolicyStat ID: 7131597

Origination: N/A

Last Approved: N/A

Last Revised: N/A

Next Review: N/A

Owner: Business & Fiscal Services

Business & Fiscal Services

Policy Area: Chapter 6 General Institution

References: Legally Advised

AP 6530 District Vehicles
(Replaces current SBCCD AP 6760)

All District vehicles and drivers must comply with the California Vehicle Code and Title 13 (Motor

Carrier Safety).All District vehicles and drivers must comply with the California Vehicle Code and Title 13

(Motor Carrier Safety).

All drivers of District-owned or leased vehicles both on and off campus must have a current license

appropriate for the vehicle to be driven.All drivers of District-owned or leased vehicles both on and off

campus must have a current license appropriate for the vehicle to be driven.

All drivers of District-owned or leased vehicles that carry fifteen or more persons including the driver

must have a current Class B license, a current medical certificate and a current First Aid Certificate.All

drivers of District-owned or leased vehicles that carry fifteen or more persons including the driver must have a

current Class B license, a current medical certificate and a current First Aid Certificate.

All District facilities maintaining vehicles defined as buses must keep records of driver's hours,

vehicle maintenance, and vehicle inspection records. All of these records must be made available to

the California Highway Patrol (CHP). The CHP is required to inspect the records at least once every 13

months.All District facilities maintaining vehicles defined as buses must keep records of driver's hours, vehicle

maintenance, and vehicle inspection records. All of these records must be made available to the California

Highway Patrol (CHP). The CHP is required to inspect the records at least once every 13 months.

All District vehicles with equipment for transporting the disabled must comply with all applicable laws

and regulations regarding such vehicles.All District vehicles with equipment for transporting the disabled

must comply with all applicable laws and regulations regarding such vehicles.

The District shall not operate or lease a 15-passenger van unless the driver holds both a valid class B

driver's license, and an endorsement for operating a passenger transportation vehicle issued by the

Department of Motor Vehicles.The District shall not operate or lease a 15-passenger van unless the driver

holds both a valid class B driver's license, and an endorsement for operating a passenger transportation

vehicle issued by the Department of Motor Vehicles.

Vehicles made available to the District personnel are for use in the conduct and operation of District

business.Vehicles made available to the District personnel are for use in the conduct and operation of District

business.

Automobiles owned by the District and operated by District personnel may be replaced after

______________ miles or _____ model years in age, whichever occurs first. (NOTE: This procedure may

AP 6530 District Vehicles. Retrieved 11/21/2019. Official copy at http://sbccd.policystat.com/policy/7131597/. Copyright ©

2019 San Bernardino Community College District
Page 1 of 3
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• Employees whose duties require regular or frequent reporting to locations other than their regular

headquarters before or after regular working hours.Employees whose duties require regular or

frequent reporting to locations other than their regular headquarters before or after regular working hours.

• Employees who are regularly or frequently subject to call before or after regular working

hours.Employees who are regularly or frequently subject to call before or after regular working hours.

• Employees with assigned vehicles who are headquartered at locations lacking secured overnight

garaging facilities.Employees with assigned vehicles who are headquartered at locations lacking

secured overnight garaging facilities.

• From current SBCCD AP 6760 titled Use of Private Vehicles for College Business

Use of Private Vehicles for College Business
A. Authorization

Any employee who drives his/her private vehicle on college business must be included on the Approved

Drivers List. College business includes any authorized vehicle use in the "line of duty" while driving to

conferences, meetings, or other business necessities. No employee shall transport any student in his/her

private vehicle on college business.

B. Insurance

1. Employees who drive their private vehicle(s) on college business shall maintain in full force the

required California minimum insurance on the vehicle in question.

2. In case of an accident, the employee's insurance provides primary coverage for both liability and

property damage. District insurance provides secondary coverage only for liability or property

damage caused by the employee. Repair or damage to the employee's vehicle is the sole

responsibility of the employee or the employee's insurance company.

3. Employees who sustain an injury as a result of an accident while on authorized District business are

covered by Workers' Compensation provisions.

References:

also be part of the budget planning process.)

Regular or occasional garaging of District-owned vehicles at any location other than the one assigned

is permitted only with prior written approval. Home garaging shall meet any one of the criteria listed

below:Regular or occasional garaging of District-owned vehicles at any location other than the one assigned

is permitted only with prior written approval. Home garaging shall meet any one of the criteria listed below:

The [chief administrative officer] of a location is responsible for controlling access to and use of all

District vehicles assigned to that location.The department manager of a location is responsible for

controlling access to and use of all District vehicles assigned to that location.

The name, home address, employee number, California driver's license number and social security

number of any employee to be authorized to drive District vehicles must be submitted to the

[designate position] prior to final granting of authorization.The name, home address, employee number,

California driver's license number and social security number of any employee to be authorized to drive District

vehicles must be submitted to the department manager prior to final granting of authorization.

Insurance Code Section 11580.1(b);

AP 6530 District Vehicles. Retrieved 11/21/2019. Official copy at http://sbccd.policystat.com/policy/7131597/. Copyright ©

2019 San Bernardino Community College District
Page 2 of 3
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BP 6530 District Vehicles

• From current SBCCD BP 6760 titled Use of Private Vehicles for College BusinessFrom current

SBCCD BP 6760 titled Use of Private Vehicles for College Business

Use of Private Vehicles for College Business

(Replaces current SBCCD BP 6760)

NOTE: This policy is unique to the SBCCD.NOTE: This policy is unique to the SBCCD.

The Chancellor shall create procedures to ensure that each person required by their job description to

drive a District-owned vehicle shall maintain a safe driving record. An employee's continuing

compliance with such procedures shall be a condition of continued employment in any position

requiring the driving of District vehicles.The Chancellor shall create procedures to ensure that each person

required by their job description to drive a District-owned vehicle shall maintain a safe driving record. An

employee's continuing compliance with such procedures shall be a condition of continued employment in any

position requiring the driving of District vehicles.

Clearance to drive District-owned vehicles requires the driver/District employee to have in their

possession an appropriate, valid California Drivers' License. Verification must be obtainable through

the California Department of Motor Vehicles.Clearance to drive District-owned vehicles requires the driver/

District employee to have in their possession an appropriate, valid California Drivers' License. Verification must

be obtainable through the California Department of Motor Vehicles.

The District shall provide vehicles consisting of: vans, sedans, truck/vans, trucks, or other modes of

transportation as deemed appropriate to the requirements of the particular job, and patrol cars for

District police services.The District shall provide vehicles consisting of: vans, sedans, truck/vans, trucks, or

other modes of transportation as deemed appropriate to the requirements of the particular job, and patrol cars

for District police services.

In the event the District fleet is not adequate in either size or number, the Chancellor may authorize the

use of charter buses from private companies in that business and/or the rental of vehicles from a

recognized auto/truck rental firm.In the event the District fleet is not adequate in either size or number, the

Chancellor may authorize the use of charter buses from private companies in that business and/or the rental of

vehicles from a recognized auto/truck rental firm.

Any employee who drives his/her private vehicle on college business must be included on the approved

Drivers List, in accordance with administrative regulations provided by the Chancellor.
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References:

Attachments:
BP 6530 District Vehicles - Comments

BP 6530 District Vehicles - Legal Citations

BP6530- OLD.pdf

No employee shall transport any student in his/her private vehicle on college business.

Also see BP/AP 4300 titled Field Trips and ExcursionsAlso see BP/AP 4300 titled Field Trips and

Excursions

Insurance Code Section 11580.1(b);

Title 13, California Code of Regulations, Division 1, Chapter 1Insurance Code Section 11580.1(b);

Title 13, California Code of Regulations, Division 1, Chapter 1
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References: Legally Required

AP 6750 Parking

A. Authorization
A. Authorization

B. Parking Permit
B. Parking Permit

(Replaces current SBCCD AP 6750)

These procedures are intended to promote safe and orderly movement of traffic within District property for the

safe and orderly parking of vehicles and bicycles.

All applicable provisions of the California Vehicle Code are expressly applicable both on and off paved

roadways.

Parking of motor vehicles and bicycles is limited to specially designated areas. Fee permits are required.

Vehicles or bicycles parked in violation of the provisions of this code are subject to fines, towing, or

impoundment.

All persons who enter on the college(s) are charged with knowledge of the provisions of this procedure and are

subject to the penalties for violations of such provisions.

In accordance with California Vehicle Code Section 21113a, it shall be a misdemeanor or infraction for any

person to do any act forbidden or fail to perform any act required in these procedures.

Any person who operates or parks a motor vehicle on District property is subject to District Parking and Traffic

Regulations and the provisions of the California Motor Vehicle Code.

District parking permits are required for all vehicles parked on District property from 7:00 AM Monday through

4:30 PM Friday, unless otherwise noted herein. Parking permits and daily parking permits are valid at all

District locations.

1. Special Events Parking

Parking citations shall not be issued during regular and late registration periods. "Special Events" parking

permits shallmay be made available free of charge for non-students who participate in such things as theater

productions, and "no cite" grace periods shallmay be provided for such events as dances, college night and

career day. Parking fees for sporting or community events may be charged an amount commensurate to the

AP 6750 Parking. Retrieved 11/21/2019. Official copy at http://sbccd.policystat.com/policy/7142909/. Copyright © 2019 San
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C. Violations/Citations
C. Violations/Citations

D. Liability

D. Liability

E. Traffic Regulations
E. Traffic Regulations

event.

2. Guest Parking

One-day guestGuest permits are available through the District Office and through the office ofCollege

Administrative Services at each campusDepartment. It is the responsibility of the individual inviting an off-

campus guest to secure a one-day parking permit a minimum of 3 days prior to the event.

Any person who violates the Parking and Traffic Regulations or the California Motor Vehicle Code may receive

a District citation and/or be subject to District disciplinary action. Disciplinary action only applies to intentional

acts that constitute dishonesty, falsification of information, willful or persistent violation of the rules made

applicable to the District by the Governing Board. Disciplinary action includes suspension, demotion or, in

severe cases, dismissal. When disciplinary action is sought, employees are entitled to due process protection

as per applicable District policy and collective bargaining agreements.

Student/Public parking areas: Parking citations shall not be issued during the first two weeks of fall and

spring semesters, during each summer session, or when classes are not in session.

Parking of motor vehicles or bicycles on District property is done at the owner's risk. The District assumes no

liability for damage or theft except as provided for unit members covered by Article 20 of the SBCCD/

SBCCDTA contract.

1. Driver must obey all posted speed limits. The speed limit on all campus roads is posted.

2. The speed limit in all parking lots is a maximum of 5 miles per hour.

3. Pedestrians have the right-of-way at all times.

4. The use of skateboards, roller skates or bicycles is prohibited on the interior of District property.

5. NoUnless by special permit, no vehicles are permitted on inner campus walks and roadways except for

emergency vehicles, authorized construction/maintenanceor district owned vehicles, authorized special event

support vehicles and vehicles belonging to the District performing assigned duties. Non-District vehicles

require a separateThe permit may specify that a guide to ensure pedestrian safetyis required to walk in front of

or beside the vehicle while operatingmoving on District propertycampus.

6. Roadblocks, barriers, cones, or stanchions may be placed by District employees at any point deemed

necessary for safety or convenience. Removal of these roadblocks, barriers, or stanchions is prohibited.

7. Motorcycles and other two-wheeled powered vehicles are limited to designated motorcycle parking areas.

Motorcycle parking in these designated spaces does not require a permit. Mopeds may be parked in bicycle

racks on campus, but shall be walked when on campus walkways. Use of private powered vehicles is

AP 6750 Parking. Retrieved 11/21/2019. Official copy at http://sbccd.policystat.com/policy/7142909/. Copyright © 2019 San
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F. Parking Controls
F. Parking Controls

References:

prohibited where pedestrian traffic is present.

1. All vehicles parked on District/college parking lots or District/college roadways are required to display a

current parking permit or a daily parking permit. Permits must be displayed on windshield, bumper or rear-view

mirror while on campus. Daily parking permits shall be posted face up on the dashboard so as to be readable.

Failure to post permits properly shall be grounds for citation.

2. Students/employeesvisitors may purchase semester parking permits on-line or daily permits from a vending

machine located in various parking lots.

3. Parking permit refunds for students are subject to the provisions of the Fee Refund Policy. In order to obtain

a refund, a student must take all or a portion of the decal bearing the permit number to the College Police

Department at SBVC, or the Campus Business Office at CHC, within the time-lines specified in the Fee

Refund Policy. Refunds are not provided to employees unless they qualify under the AQMD

Ride-SharingSharin Incentive Program.

4. Certain parking lots and parking areas are restricted for employee “staff” parking only. Students, dependents

and relatives of employees, who are not employees themselves, are prohibited from using employee lots and

parking areas.

5. Parking stalls marked "visitors" are solely for visitors and may be governed by time limits. Students and

employees are prohibited from parking in visitor areas.

6. Students with physical handicaps may be given special parking privileges that will be evidenced by a District

handicapped permit affixed to the right side of the rear bumper or the rear view mirror. Permits may be

obtained in the Disabled Student Services Office. It is the responsibility of DSP&S to inform the Police of any

such privileges.

7. Vehicles are to be parked in properly marked stalls only. Taking up more than one parking stall is prohibited.

8. Parking is prohibited in loading zones, posted areas, along red curbing, or red lined areas.

9. Vehicles parked in prohibited areas which block the flow of traffic, emergency vehicles/equipment,

driveways, roadways, or in posted "NO PARKING" zones may be towed away at the owner's expense at no

responsibility to the District pursuant to current California Vehicle Code authority.

10. Vehicles parked illegally in reserved parking stalls will be cited for illegal parking.

11. Vehicles abandoned on college property for over 72 hours without college authorization from the College

Administrative Services Department will be removed at owner's expense pursuant to current California Vehicle

Code authority.

12. Energy Efficient Vehicles will be defined as Zero Emission Vehicles (ZEV) by the California Air Resources

Board, or fuel-efficient vehicles that have achieved a minimum green score of 40 on the American Council for

an Energy Efficient Economy (ACEEE) annual vehicle rating guide.

Education Code Section 76360;

AP 6750 Parking. Retrieved 11/21/2019. Official copy at http://sbccd.policystat.com/policy/7142909/. Copyright © 2019 San

Bernardino Community College District
Page 3 of 4

18



Current Status: Pending PolicyStat ID: 4391930
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Owner: Business & Fiscal Services

Business & Fiscal Services

Policy Area: Chapter 6 General Institution

References:

BP 6750 Parking

References:

Attachments:
BP 6750 Parking - Comments

BP 6750 Parking - Legal Citations

(Replaces current SBCCD BP 6750)

The Chancellor shall establish such administrative procedures regarding vehicles and parking on campus as

are necessary for the orderly operation of the instructional program. No person shall drive any vehicle or leave

any vehicle unattended on the campus except in accordance with such procedures.

Parking fees may be established in accordance with these board policies. (See BP 5030 titled Fees.)

Education Code Section 76360; Vehicle Code Sections 21113 and 22651.5
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AP 6751 Parking Citation Payment Plan

A. Once this threshold is met, any citations associated with this vehicle, registered owner, or person

responsible may be added to the payment plan, at the time of enrollment.

B. If additional citations are accrued during the payment plan period, the plan may not be modified to include

these citations, nor will a concurrent payment plan be offered.

C. Citations in a payment plan will not count towards immobilization/tow/impound eligibility pursuant to CVC

22651(i)(I).

D. Once a vehicle is towed/impounded due to other violations, all citations, including those on a payment

plan, are immediately due pursuant to CVC 22551(i)(l)(C).

A. If an individual defaults on the payment plan, a subsequent payment plan will not be offered for those

citations and any late fees placed in abeyance will be immediately reinstated. The total amount due,

including all late fees, will be submitted to the appropriate Department of Motor Vehicles for a Registration

hold on the vehicle. An Academic Hold will be placed on the Students records until the total fees are paid

in full.

B. The request for a payment plan must be made before the citation is transferred to DMV for collection. (21

days after issue of the citation}.

A registered owner (CVC 460, 505) or person responsible for vehicle citations received on San

Bernardino Community College District property shall be eligible to enroll in a payment plan when they

have multiple unpaid parking citations.

The fee to enroll in a payment plan is $25.

Applied late fees, as well as any late fees not yet applied, will be placed in abeyance while the payment plan is

in place. If the individual adheres to the plan terms, these late fees will be waived once the payment plan is

complete.

Once the payment plan is in place and the individual is adhering to its terms, an itemization of unpaid parking

penalties and service fees will not be filed with the DMV (also known as a "DMV Registration Hold") and any

DMV Registration Hold in place will be temporarily removed pending satisfactorily completing the payment

plan.

At plan enrollment, an initial payment of $25 or 10% of the amount owed (whichever amount is greater), plus

the $25 enrollment fee, is required.

Payments must be made each calendar month.
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A.

B.

Payment plan duration

Definitions

Reference:

Attachments:

There is no grace period for late payments.

For mailed payments, a postmark is acceptable to meet this requirement.

1st months payment will be $25 or 10% of unpaid fines (whichever amount is greater) plus the $25

enrollment plan fee. Subsequent month payments will be determined by dividing the remaining balance

by 4.

Late: The citation is past 21 days from issuance and 14 days from mailing of the reminder notice

and additional fees may be applied.

Delinquent: The citation is unpaid. Late fees may or may not have been applied. Person responsible:

The individual who has opted to enter into the payment plan with the campus.

California Assembly Bill No. 503 (Chapter 741)
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Owner: Policy Stat

Policy Area: Chapter 6 General Institution

References: Legally Required

BP 6751 Parking Citation Payment Plan

Reference:

Attachments:

The Board shall establish an Administrative Procedure where a registered owner (CVC 460, 505) or person

responsible for vehicle citations received on San Bernardino Community College District property shall be

eligible to enroll in a payment plan when they have multiple unpaid parking citations.

California Assembly Bill No. 503 (Chapter 741)
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AP 7210 Academic Employees

• From current SBCCD AP 7240 titled Academic Employees, Non-Management

HIRING OF FULL-TIME FACULTYHIRING OF
FULL-TIME FACULTY

(Replaces current SBCCDAP 7210 and from current AP 7240 titled Academic Employees, Non-Management)

AP 7210}

The San Bernardino Community College -District seeks a qualified and diverse administration, faculty, and

staff dedicated to student success. The District is committed to an open and inclusive hiring process that

supports the goals of equal opportunity and diversity, providing equal consideration and opportunities for all

qualified candidates. The goal of every hiring process is to select the qualified candidate who best meets the

needs of our students. The San Bernardino Community College -District seeks a qualified and diverse

administration, faculty, and staff dedicated to student success. The District is committed to an open and

inclusive hiring process that supports the goals of equal opportunity and diversity, providing equal

consideration and opportunities for all qualified candidates. The goal of every hiring process is to select the

qualified candidate who best meets the needs of our students.

The faculty, staff, and administration recognize the importance of an effective hiring process that reflects

mutual professional responsibility and interest in achieving the common goal of hiring outstanding faculty that

will enhance the learning experience for all students and fulfill the mission and goals of the College and the

District.The faculty, staff, and administration recognize the importance of an effective hiring process that

reflects mutual professional responsibility and interest in achieving the common goal of hiring outstanding

faculty that will enhance the learning experience for all students and fulfill the mission and goals of the College

and the District.

Hiring faculty, classified staff, and administrators is accomplished through selection committees, which

produce a recommendation of a final candidate from the President, or other appropriate administrator, to the

Chancellor to recommend to the Board for employment.Hiring faculty, classified staff, and administrators is

accomplished through selection committees, which produce a recommendation of a final candidate from the

President, or other appropriate administrator, to the Chancellor to recommend to the Board for employment.
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HIRING QUALIFICATIONSHIRING
QUALIFICATIONS

Minimum QualificationsMinimum Qualifications

1. Demonstrated sensitivity to, understanding of and respect for the diverse academic, socioeconomic,

cultural, religious, sexual orientation, disability, and ethnic backgrounds of community college

students.Demonstrated sensitivity to, understanding of and respect for the diverse academic,

socioeconomic, cultural, religious, sexual orientation, disability, and ethnic backgrounds of community

college students.

2. The Minimum Qualifications adopted by the Board of Governors for California Community Colleges or

possession of a valid and appropriate California Community College Credential as provided in Education

Code 87355.The Minimum Qualifications adopted by the Board of Governors for California Community

Colleges or possession of a valid and appropriate California Community College Credential as provided in

Education Code 87355.

3. All applicants will be provided the opportunity to have equivalent qualifications reviewed and considered

for meeting minimum qualifications.All applicants will be provided the opportunity to have equivalent

qualifications reviewed and considered for meeting minimum qualifications.

Application ProcedureApplication Procedure

1. The Human Resources Office will determine which applicants meet minimum qualifications as set forth in

the job announcement based on information provided on the official application for employment and

verified by copies of transcripts provided by the applicant. Applicants not having minimum qualifications

but requesting consideration of equivalent qualifications will be separated from those determined to meet

minimum qualifications. If there is any discrepancy between the established minimum qualifications and

the qualifications presented by an applicant as meeting minimum qualifications, that applicant's file will be

grouped with the applications requesting consideration of equivalent qualifications. Applicant groups for

equivalency review will have their qualifications evaluated by the Equivalency Committee, in accordance

with the Equivalency Policy and Procedures.The Human Resources Office will determine which

applicants meet minimum qualifications as set forth in the job announcement based on information

provided on the official application for employment and verified by copies of transcripts provided by the

applicant. Applicants not having minimum qualifications but requesting consideration of equivalent

qualifications will be separated from those determined to meet minimum qualifications. If there is any

discrepancy between the established minimum qualifications and the qualifications presented by an

applicant as meeting minimum qualifications, that applicant's file will be grouped with the applications

requesting consideration of equivalent qualifications. Applicant groups for equivalency review will have

their qualifications evaluated by the Equivalency Committee, in accordance with the Equivalency Policy

and Procedures.

2. The files of all applicants who meet minimum qualifications or who have had equivalent qualifications

determined by the Equivalency Committee will be reviewed by the selection committee. The selection

committee will not review the file of any applicant who does not meet minimum qualifications or who has

The San Bernardino Community College District has established the following hiring qualifications for all

faculty positions:The San Bernardino Community College District has established the following hiring

qualifications for all faculty positions:
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not been determined as possessing equivalent qualifications by the Equivalency Committee. Should the

selection committee have any concern about the pool or process, the selection committee chair may

confer with the Vice Chancellor of Human Resources & Employee Relations regarding these

concerns.The files of all applicants who meet minimum qualifications or who have had equivalent

qualifications determined by the Equivalency Committee will be reviewed by the selection committee. The

selection committee will not review the file of any applicant who does not meet minimum qualifications or

who has not been determined as possessing equivalent qualifications by the Equivalency Committee.

Should the selection committee have any concern about the pool or process, the selection committee

chair may confer with the Vice Chancellor of Human Resources & Employee Relations regarding these

concerns.

3. For disciplines for which the master's degree is not generally expected or available (as designated in

Minimum Qualifications for Faculty & Administrators in California Community Colleges, adopted by the

Board of Governors), a "year of professional experience" shall be considered the period of time which the

District accepts as a regular work year on a full-time basis. One year of professional experience must

have been completed within the three years prior to the closing date for applications for the position. The

minimum qualifications listed on the job announcement should identify the specific types of professional

experience required for the position.For disciplines for which the master's degree is not generally

expected or available (as designated in Minimum Qualifications for Faculty & Administrators in California

Community Colleges, adopted by the Board of Governors), a "year of professional experience" shall be

considered the period of time which the District accepts as a regular work year on a full-time basis. One

year of professional experience must have been completed within the three years prior to the closing date

for applications for the position. The minimum qualifications listed on the job announcement should

identify the specific types of professional experience required for the position.

4. For disciplines for which the master's degree is not generally expected or available (as designated in

Minimum Qualifications for Faculty & Administrators in California Community Colleges, adopted by the

Board of Governors), the appropriate, valid certification or license to practice shall be stipulated based on

the instructional responsibilities of the position. If no certificate or license is appropriate to the position, no

certificate or license will be listed as a minimum qualification.For disciplines for which the master's degree

is not generally expected or available (as designated in Minimum Qualifications for Faculty &

Administrators in California Community Colleges, adopted by the Board of Governors), the appropriate,

valid certification or license to practice shall be stipulated based on the instructional responsibilities of the

position. If no certificate or license is appropriate to the position, no certificate or license will be listed as a

minimum qualification.

Desirable Qualifications:Desirable Qualifications:

1. Job announcements may include a set of "desirable qualifications," separate from the minimum

qualifications. These desirable characteristics that support the responsibilities of the position.Job

announcements may include a set of "desirable qualifications," separate from the minimum qualifications.

These desirable characteristics that support the responsibilities of the position.

2. The combination of the minimum qualifications and the job-related desirable qualifications will be used as

the basis for decision-making throughout the selection, interview, and recommendation of applicants.The

combination of the minimum qualifications and the job-related desirable qualifications will be used as the

basis for decision-making throughout the selection, interview, and recommendation of applicants.

Establishing Minimum and Desirable Qualifications (See AP 7211 titled Faculty Service Areas, Minimum

Qualifications, and Equivalencies)Establishing Minimum and Desirable Qualifications (See AP 7211 titled
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1. The minimum and desirable qualifications will be identified by discipline faculty in consultation with the

Division/Department Dean or other appropriate administrator and included in an initial draft. When no full-

time faculty member currently teaches the discipline, at least two full-time faculty in a reasonably related

discipline will draft the desirable qualifications in consultation with the Division/Department Dean or

appropriate administrator.The minimum and desirable qualifications will be identified by discipline faculty

in consultation with the Division/Department Dean or other appropriate administrator and included in an

initial draft. When no full-time faculty member currently teaches the discipline, at least two full-time faculty

in a reasonably related discipline will draft the desirable qualifications in consultation with the Division/

Department Dean or appropriate administrator.

2. The Vice Chancellor of Human Resources and Employee Relations or her/his designee will monitor the

minimum and desirable qualifications for adverse impact on groups that have been historically under-

represented. If the Vice Chancellor of Human Resources and Employee Relations or designee believes

the qualifications appear to be too restrictive, he/she will meet with the discipline faculty and the Division/

Department Dean or appropriate administrator to review the qualifications.If discriminatory intent or effect

is identified, the Vice Chancellor of Human Resources and Employee Relations shall confer with the

appropriate Vice President and the Academic Senate President to determine necessary remedies.The

Vice Chancellor of Human Resources and Employee Relations or her/his designee will monitor the

minimum and desirable qualifications for adverse impact on groups that have been historically under-

represented. If the Vice Chancellor of Human Resources and Employee Relations or designee believes

the qualifications appear to be too restrictive, he/she will meet with the discipline faculty and the Division/

Department Dean or appropriate administrator to review the qualifications.If discriminatory intent or effect

is identified, the Vice Chancellor of Human Resources and Employee Relations shall confer with the

appropriate Vice President and the Academic Senate President to determine necessary remedies.

PROCEDURESPROCEDURES

Establishing the PositionEstablishing the Position

1. Faculty positions are identified by a process established by each College and Fiscal Services.Faculty

positions are identified by a process established by each College and Fiscal Services.

2. Chancellor approves faculty positions from those requested by the Colleges.Chancellor approves faculty

positions from those requested by the Colleges.

3. Human Resources receives the Staffing Requisition approved by the Chancellor and begins the search

process.Human Resources receives the Staffing Requisition approved by the Chancellor and begins the

search process.

Faculty Service Areas, Minimum Qualifications, and Equivalencies)

The goal of every hiring process is to select the qualified candidate who best meets the needs of our diverse

student population.The goal of every hiring process is to select the qualified candidate who best meets the

needs of our diverse student population.

Any request to fill new or vacant positions must be processed through the appropriate Manager and the

Human Resources Office, and must receive approval by the Chancellor before any position announcement is

made.Any request to fill new or vacant positions must be processed through the appropriate Manager and the

Human Resources Office, and must receive approval by the Chancellor before any position announcement is

made.
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Position AnnouncementPosition Announcement

1. The Announcement of a Position will be drafted by the faculty of the discipline and the Division/

Department Dean or appropriate administrator who established the minimum and desirable qualifications

for the position (See "Establishing Minimum and Desirable Qualifications") in consultation with the Vice

Chancellor of Human Resources and Employee Relations or designee and the appropriate Vice

President.

Job announcements shall clearly state job specifications setting forth the minimum and desired

qualifications for the position. Job announcements including any "desired" qualifications beyond the

minimums shall be reviewed by Human Resources before the position is announced to ensure conformity

with the guidelines of the Board of Governors for the California Community Colleges, the requirements of

Title 5 and State and Federal non-discrimination laws.The Announcement of a Position will be drafted by

the faculty of the discipline and the Division/Department Dean or appropriate administrator who

established the minimum and desirable qualifications for the position (See "Establishing Minimum and

Desirable Qualifications") in consultation with the Vice Chancellor of Human Resources and Employee

Relations or designee and the appropriate Vice President.

Job announcements shall clearly state job specifications setting forth the minimum and desired

qualifications for the position. Job announcements including any "desired" qualifications beyond the

minimums shall be reviewed by Human Resources before the position is announced to ensure conformity

with the guidelines of the Board of Governors for the California Community Colleges, the requirements of

Title 5 and State and Federal non-discrimination laws.

2. Position announcements will include the following sections:Position announcements will include the

following sections:

Position TitlePosition Title

Application Deadline

Introduction: A brief description of the position and the relationship of the position to college offerings

and activities.

Minimum Qualifications:—A statement including the established minimum qualifications, the

appropriate valid credential(s), the provision for equivalencies, and reference to "demonstrated sensitivity

to and understanding of the diverse academic, socioeconomic, cultural, disability, ethnic background of

community college students." (See Minimum Qualifications for Faculty and Administrators in California

Community Colleges.)

Desirable Qualifications: Those job related qualifications that are desirable but not essential to perform

the job.

Duties of the Position: A list of typical duties including the following:Application Deadline

Introduction: A brief description of the position and the relationship of the position to college offerings

and activities.
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Minimum Qualifications:—A statement including the established minimum qualifications, the

appropriate valid credential(s), the provision for equivalencies, and reference to "demonstrated sensitivity

to and understanding of the diverse academic, socioeconomic, cultural, disability, ethnic background of

community college students." (See Minimum Qualifications for Faculty and Administrators in California

Community Colleges.)

Desirable Qualifications: Those job related qualifications that are desirable but not essential to perform

the job.

Duties of the Position: A list of typical duties including the following:

◦ A brief description of the primary responsibilities (e.g. Faculty will teach to the outline of record for

the specific assignment and maintain a current syllabus).A brief description of the primary

responsibilities (e.g. Faculty will teach to the outline of record for the specific assignment and

maintain a current syllabus).

◦ A description of any co-curricular responsibilities (e.g. coaching, directing).A description of any co-

curricular responsibilities (e.g. coaching, directing).

◦ Reference to scheduling considerations (e.g. assignment to evening duties).Reference to scheduling

considerations (e.g. assignment to evening duties).

◦ Leadership responsibilities related to the academic and/or co-curricular assignment (e.g.advisory

committee, standing committees, curriculum development).Leadership responsibilities related to the

academic and/or co-curricular assignment (e.g.advisory committee, standing committees, curriculum

development).

◦ A description of institutional service responsibilities (e.g. five hours of institutional service, five office

hours).A description of institutional service responsibilities (e.g. five hours of institutional service, five

office hours).

◦ A description of any other duties unique to the position.A description of any other duties unique to

the position.

◦ Closing date and address for submission of application materials.Closing date and address for

submission of application materials.

Salary and Benefits: A statement of the salary range and a brief narrative description of fringe benefits in

effect at the time of the announcement.

Application Process: Instructions regarding the completion of the application process and a statement

that incomplete applications will not be considered by the selection committee.

The application process will include the following:Salary and Benefits: A statement of the salary range

and a brief narrative description of fringe benefits in effect at the time of the announcement.

Application Process: Instructions regarding the completion of the application process and a statement

that incomplete applications will not be considered by the selection committee.

The application process will include the following:
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◦ An official district application form including a separate form for requests for equivalency along with a

brief narrative description of the equivalency criteria appropriate to the minimum qualifications for the

position Applicants will be instructed to provide a narrative description of their equivalent experience

along with transcripts and other documentation to support their request for equivalency.An official

district application form including a separate form for requests for equivalency along with a brief

narrative description of the equivalency criteria appropriate to the minimum qualifications for the

position Applicants will be instructed to provide a narrative description of their equivalent experience

along with transcripts and other documentation to support their request for equivalency.

◦ A Letter of Application (A cover letter indicating explicitly how each of the minimum qualifications are

met.)A Letter of Application (A cover letter indicating explicitly how each of the minimum

qualifications are met.)

◦ Official or unofficial transcripts for all college course work, including those generated from the

Internet, to establish an applicant's file (An official transcript will be required before any offer of

employment for the applied-for position).Official or unofficial transcripts for all college course work,

including those generated from the Internet, to establish an applicant's file (An official transcript will

be required before any offer of employment for the applied-for position).

◦ A curriculum vitae or resume.A curriculum vitae or resume.

◦ When appropriate, verification of credentials (community college instructor credential, vocational

credential, and/or license).When appropriate, verification of credentials (community college instructor

credential, vocational credential, and/or license).

◦ When appropriate, verification of "professional experience" as articulated in the minimum and

desirable qualifications.

When appropriate, additional support materials may be requested. Such materials may include

letters of recommendation, work samples (e.g. videotapes, portfolios, written materials) and other

materials directly related to the criteria established in the minimum and desirable qualifications.When

appropriate, verification of "professional experience" as articulated in the minimum and desirable

qualifications.

When appropriate, additional support materials may be requested. Such materials may include

letters of recommendation, work samples (e.g. videotapes, portfolios, written materials) and other

materials directly related to the criteria established in the minimum and desirable qualifications.

Selection Process: A brief description of the selection process including:A brief description of the

selection process including:

◦ The review by a selection committee to select candidates for interviews The review by a selection

committee to select candidates for interviews

◦ An interview of candidates by the selection committee of faculty, administration, academic senate

representatives and other appropriate district personnelAn interview of candidates by the selection

committee of faculty, administration, academic senate representatives and other appropriate district

personnel

◦ An interview of finalists by the President or designeeAn interview of finalists by the President or

designee

◦ Final recommendation to the Board of Trustees by the Chancellor of the DistrictFinal

AP 7210 Academic Employees. Retrieved 11/21/2019. Official copy at http://sbccd.policystat.com/policy/7131654/.

Copyright © 2019 San Bernardino Community College District
Page 7 of 18

29



recommendation to the Board of Trustees by the Chancellor of the District

◦ A description of any other selection activities that are anticipated at the time of the announcement

(e.g. a sample teaching demonstration, role playing, sample assignments, a questionnaire)A

description of any other selection activities that are anticipated at the time of the announcement (e.g.

a sample teaching demonstration, role playing, sample assignments, a questionnaire)

◦ Notice to All Candidates:Notice to All Candidates:

▪ The requirements of the Immigration Reform and Control Act of 1987The requirements of the

Immigration Reform and Control Act of 1987

▪ Initial assignment informationInitial assignment information

▪ Reasonable accommodation notice:Reasonable accommodation notice:

▪ If accommodations are needed for the application process in compliance with the Americans

with Disabilities Act, please inform the Human Resources Office.The application/interview

process may involve speaking, reading, writing, and answering questions or other test taking

procedures.If you believe you may need reasonable accommodation to perform any of these

tasks, need to inquire as to the specific nature of the tasks, or to assure physical access to the

interview site, please contact the Office of Human Resources at (909) 382-4040 and ask for the

individual responsible for the scheduling and monitoring of employment interviews.If

accommodations are needed for the application process in compliance with the Americans with

Disabilities Act, please inform the Human Resources Office.The application/interview process

may involve speaking, reading, writing, and answering questions or other test taking

procedures.If you believe you may need reasonable accommodation to perform any of these

tasks, need to inquire as to the specific nature of the tasks, or to assure physical access to the

interview site, please contact the Office of Human Resources at (909) 382-4040 and ask for the

individual responsible for the scheduling and monitoring of employment interviews.

Statement of Equal Employment Opportunity including reference to "encouraging applications from

underrepresented minorities and the disabled." Statement of Equal Employment Opportunity

including reference to "encouraging applications from underrepresented minorities and the disabled."

3. The Vice Chancellor of Human Resources & Employee Relations or designee will review the draft of the

job announcement for the potential for adverse impact pursuant to provisions in #2 of "Establishing

Minimum and Desirable Qualifications."The Vice Chancellor of Human Resources & Employee Relations

or designee will review the draft of the job announcement for the potential for adverse impact pursuant to

provisions in #2 of "Establishing Minimum and Desirable Qualifications."

4. The final draft of the job announcement will be reviewed by the discipline faculty and the Division Dean or

appropriate administrator, and then returned to the Office of Human Resources.The final draft of the job

announcement will be reviewed by the discipline faculty and the Division Dean or appropriate

administrator, and then returned to the Office of Human Resources.

5. Upon the approval of the final draft of the announcement, the Division/Department Dean or appropriate

administrator for the position will set a tentative timetable for the hiring process (e.g. Selection committee

orientation/training, application review) in consultation with the discipline faculty, the Vice Chancellor of

Human Resources & Employee Relations or designee and the appropriate Vice President.Upon the

approval of the final draft of the announcement, the Division/Department Dean or appropriate

administrator for the position will set a tentative timetable for the hiring process (e.g. Selection committee

orientation/training, application review) in consultation with the discipline faculty, the Vice Chancellor of
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Human Resources & Employee Relations or designee and the appropriate Vice President.

ApplicationsApplications

Recruitment and AdvertisingRecruitment and Advertising

Human Resources accepts applications and supplemental materials until 4:30 pm on the closing date.Human

Resources accepts applications and supplemental materials until 4:30 pm on the closing date.

Human Resources will review the composition of the applicant pool to ensure that any failure to obtain

projected representation for any monitored group is not due to discriminatory recruitment procedures. If

necessary to establish an adequate and representative pool, the application closing date shall be extended

and additional recruitment shall be conducted. (A "monitored group" means those groups identified by state

and federal regulations for which monitoring and reporting are required. According to the provisions of Title 5

53004 (B), each applicant shall be afforded the opportunity to identify his or her gender, ethnic group

identification, and if applicable, his or her disability.) After the pool is approved, all complete applications will be

forwarded to the Selection Committee for consideration.Human Resources will review the composition of the

applicant pool to ensure that any failure to obtain projected representation for any monitored group is not due

to discriminatory recruitment procedures. If necessary to establish an adequate and representative pool, the

application closing date shall be extended and additional recruitment shall be conducted. (A "monitored group"

means those groups identified by state and federal regulations for which monitoring and reporting are required.

According to the provisions of Title 5 53004 (B), each applicant shall be afforded the opportunity to identify his

or her gender, ethnic group identification, and if applicable, his or her disability.) After the pool is approved, all

complete applications will be forwarded to the Selection Committee for consideration.

Faculty positions are advertised for a minimum of thirty (30) days.Faculty positions are advertised for a

minimum of thirty (30) days.

Any ads placed in publications will contain the statement "An Equal Opportunity Employer."Any ads placed in

publications will contain the statement "An Equal Opportunity Employer."

New faculty will be recruited by means of wide dissemination of job announcements, with special efforts to

contact referral sources for underrepresented minorities, persons with disabilities, and women. This

dissemination will be the responsibility of the Office of Human Resources.New faculty will be recruited by

means of wide dissemination of job announcements, with special efforts to contact referral sources for

underrepresented minorities, persons with disabilities, and women. This dissemination will be the responsibility

of the Office of Human Resources.

A complete record will be maintained of all efforts to disseminate information and the response regarding the

job opportunity. The record to be kept by the Office of Human Resources includes: (1) recruitment sources, (2)

number of applicants for a specific position, and (3) gender, race, and disability status of applicants.A complete

record will be maintained of all efforts to disseminate information and the response regarding the job

opportunity. The record to be kept by the Office of Human Resources includes: (1) recruitment sources, (2)

number of applicants for a specific position, and (3) gender, race, and disability status of applicants.

Notification of position openings will be mailed to colleges, universities, and organizations committed to

providing equal employment opportunities to a wide range of applicants. In addition, positions are advertised

locally and in professional journals and related publications when appropriate, and the State Chancellor's

Office Job Registry and on the internet as recommended by the appropriate Division/Department Dean or a

Vice President.Notification of position openings will be mailed to colleges, universities, and organizations

AP 7210 Academic Employees. Retrieved 11/21/2019. Official copy at http://sbccd.policystat.com/policy/7131654/.

Copyright © 2019 San Bernardino Community College District
Page 9 of 18

31



SELECTION COMMITTEESELECTION
COMMITTEE

MembershipMembership

• The Division/Department Dean or appropriate administrator for the position will consult with the faculty in

the discipline covered by the job announcement to formulate a preliminary list of candidates to serve as

selection committee members. If no full-time faculty currently teaches in the discipline, the Division/

Department Dean or appropriate administrator will consult with at least two full-time faculty in reasonably

related disciplines.The Division/Department Dean or appropriate administrator for the position will consult

with the faculty in the discipline covered by the job announcement to formulate a preliminary list of

candidates to serve as selection committee members. If no full-time faculty currently teaches in the

discipline, the Division/Department Dean or appropriate administrator will consult with at least two full-

time faculty in reasonably related disciplines.

• The President of the Academic Senate, after consultation with faculty in the discipline of the position and

with the appropriate Division Dean, will appoint the faculty to serve on the selection committee.

Membership on all selection committees is confidential.The President of the Academic Senate, after

consultation with faculty in the discipline of the position and with the appropriate Division Dean, will

appoint the faculty to serve on the selection committee.

Membership on all selection committees is confidential.

• An Equal Opportunity Representative from outside of the department/program shall be appointed to the

Committee by the Vice Chancellor of Human Resources and Employee Relations or his/her designee.The

Equal Opportunity Representative is a non-voting member.An Equal Opportunity Representative from

outside of the department/program shall be appointed to the Committee by the Vice Chancellor of Human

Resources and Employee Relations or his/her designee.The Equal Opportunity Representative is a non-

voting member.

• The Committee should also include representation from those employees or employee groups who are

served by or otherwise interact with the position. If a classified employee is selected to serve on the

committee, the President of CSEA will provide the names of individuals nominated to serve as the

representative from the Senate. The hiring supervisor will select appropriate committee member(s) from

those nominees.The Committee should also include representation from those employees or employee

groups who are served by or otherwise interact with the position. If a classified employee is selected to

serve on the committee, the President of CSEA will provide the names of individuals nominated to serve

as the representative from the Senate. The hiring supervisor will select appropriate committee member(s)

from those nominees.

committed to providing equal employment opportunities to a wide range of applicants. In addition, positions are

advertised locally and in professional journals and related publications when appropriate, and the State

Chancellor's Office Job Registry and on the internet as recommended by the appropriate Division/Department

Dean or a Vice President.

Selection committees for faculty positions will be established and convened by the Division/Department Dean

or other appropriate administrator or his/her designee.Selection committees for faculty positions will be

established and convened by the Division/Department Dean or other appropriate administrator or his/her

designee.
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• The Search Committee should normally have no fewer than five (5) and no more than nine (9)

members.The Search Committee should normally have no fewer than five (5) and no more than nine (9)

members.

• A majority of the membership of the selection committee shall be faculty.A majority of the membership of

the selection committee shall be faculty.

• Every Selection Committee will include the Division/Department Dean or appropriate administrator or their

designeeEvery Selection Committee will include the Division/Department Dean or appropriate

administrator or their designee

• The chair of the Committee will be chosen by a majority vote of the committee.The chair of the Committee

will be chosen by a majority vote of the committee.

• When possible, every effort will be made, within the limits allowed by federal and state law, to ensure

selection/screening committees include a diverse membership, which will bring a variety of perspectives

to the assessment of application qualifications. Selection/screening committees will be encouraged to

include members from monitored groups.When possible, every effort will be made, within the limits

allowed by federal and state law, to ensure selection/screening committees include a diverse

membership, which will bring a variety of perspectives to the assessment of application qualifications.

Selection/screening committees will be encouraged to include members from monitored groups.

• The supervising administrator on the Committee will provide clerical/technical support and

coordinationThe supervising administrator on the Committee will provide clerical/technical support and

coordination

TrainingTraining

If unusual circumstances prevent the formation of a Selection Committee as described herein, the Division/

Department Dean or appropriate administrator for the position will consult with the Vice Chancellor of Human

Resources and Employee Relations or designee to determine a reasonable representation. However, the final

composition of the Selection committee shall remain confidential.If unusual circumstances prevent the

formation of a Selection Committee as described herein, the Division/Department Dean or appropriate

administrator for the position will consult with the Vice Chancellor of Human Resources and Employee

Relations or designee to determine a reasonable representation. However, the final composition of the

Selection committee shall remain confidential.

The Selection committee membership list will be forwarded to the Vice Chancellor of Human Resources and

Employee Relations or designee for review. If the Vice Chancellor of Human Resources and Employee

Relations or designee has concerns about the membership list relative to the representation requirements set

forth in this regulation, that officer will recommend changes to the Division/Department Dean or appropriate

administrator. It will be the responsibility of the Division/Department Dean or appropriate administrator to

communicate the resolution of any concerns to the individual(s) in question. The Human Resources Generalist

will be copied on all membership lists.The Selection committee membership list will be forwarded to the Vice

Chancellor of Human Resources and Employee Relations or designee for review. If the Vice Chancellor of

Human Resources and Employee Relations or designee has concerns about the membership list relative to

the representation requirements set forth in this regulation, that officer will recommend changes to the Division/

Department Dean or appropriate administrator. It will be the responsibility of the Division/Department Dean or

appropriate administrator to communicate the resolution of any concerns to the individual(s) in question. The

Human Resources Generalist will be copied on all membership lists.

All faculty, staff, and administrators involved in hiring faculty must receive training on diversity and the

employment process for each Committee on which they serve. Such training will be provided by the Office of

Human Resources at the first meeting of the Committee. It is the responsibility of the Chair to insure that each
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• Discussion of District commitment to equal opportunity, diversity, and student successDiscussion of

District commitment to equal opportunity, diversity, and student success

• The search and selection processThe search and selection process

• Role of the Selection CommitteeRole of the Selection Committee

• Development of selection criteriaDevelopment of selection criteria

• Writing effective interview questionsWriting effective interview questions

• Role of the Equal Opportunity RepresentativeRole of the Equal Opportunity Representative

• ConfidentialityConfidentiality

Responsibilities of the Selection CommitteeResponsibilities of

the Selection Committee

1. Participate fully in all selection committee meetings.Participate fully in all selection committee meetings.

2. Disclose personal relationships with or knowledge of or potential conflict of interest regarding any

applicant.

The relative or spouse or registered domestic partner of an applicant will not serve on a selection

committee for which a relative/spouse/registered domestic partner is a candidate. For the purpose of this

regulation, a relative is the mother, father, grandfather, grandmother, grandchild, son, daughter, son-in-

law, daughter-in-law, brother, brother-in-law, sister, sister-in-law, niece, or nephew of the committee

member. It is the responsibility of the committee member to notify the committee if it is not immediately

clear that a candidate is a relative.Disclose personal relationships with or knowledge of or potential

conflict of interest regarding any applicant.

The relative or spouse or registered domestic partner of an applicant will not serve on a selection

committee for which a relative/spouse/registered domestic partner is a candidate. For the purpose of this

regulation, a relative is the mother, father, grandfather, grandmother, grandchild, son, daughter, son-in-

law, daughter-in-law, brother, brother-in-law, sister, sister-in-law, niece, or nephew of the committee

member. It is the responsibility of the committee member to notify the committee if it is not immediately

clear that a candidate is a relative.

3. Review the Administrative Regulations for hiring full-time facultyReview the Administrative Regulations for

hiring full-time faculty

4. Review the position announcement.Review the position announcement.

5. Identify selection criteria based on the minimum and desired qualifications for the position. Selection

criteria will include an evaluation of the extent to which applicants explicitly demonstrate sensitivity to and

understanding of, the diverse academic, socioeconomic, cultural, disability, religious, sexual orientation,

and ethnic backgrounds of community college students.Identify selection criteria based on the minimum

Committee member receives the required training that includes:All faculty, staff, and administrators involved in

hiring faculty must receive training on diversity and the employment process for each Committee on which they

serve. Such training will be provided by the Office of Human Resources at the first meeting of the Committee.

It is the responsibility of the Chair to insure that each Committee member receives the required training that

includes:

Members of the Search Committee have the following responsibilities:Members of the Search Committee have

the following responsibilities:
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and desired qualifications for the position. Selection criteria will include an evaluation of the extent to

which applicants explicitly demonstrate sensitivity to and understanding of, the diverse academic,

socioeconomic, cultural, disability, religious, sexual orientation, and ethnic backgrounds of community

college students.

6. Develop job related interview questions designed to distinguish candidates who will best meet the needs

of the students, the department/division, the College, and the District as well as criteria by which to

evaluate applicant responses. Interview questions will be forwarded from the chair of the committee to the

Equal Opportunity Representative. In the interest of confidentiality, interview questions will not be

forwarded to all committee members via e-mail. All interview questions will be returned to the Office of

Human Resources.

All questions will be reviewed and approved by the Vice Chancellor of Human Resources and Employee

Relations or designee. Interview questions are confidential and will not be shared outside of the

committee.Develop job related interview questions designed to distinguish candidates who will best meet

the needs of the students, the department/division, the College, and the District as well as criteria by

which to evaluate applicant responses. Interview questions will be forwarded from the chair of the

committee to the Equal Opportunity Representative. In the interest of confidentiality, interview questions

will not be forwarded to all committee members via e-mail. All interview questions will be returned to the

Office of Human Resources.

All questions will be reviewed and approved by the Vice Chancellor of Human Resources and Employee

Relations or designee. Interview questions are confidential and will not be shared outside of the

committee.

7. Determine whether to require candidates to perform a skills test or make a presentation in addition to

responding to interview questions. When appropriate, such demonstrations should reflect the candidate's

ability to work effectively in a diverse community college environment. Criteria for evaluating and

weighting work examples, such as writing samples, role play, or teaching demonstrations, will be

established by the selection committee prior to interviewing the candidates.Determine whether to require

candidates to perform a skills test or make a presentation in addition to responding to interview questions.

When appropriate, such demonstrations should reflect the candidate's ability to work effectively in a

diverse community college environment. Criteria for evaluating and weighting work examples, such as

writing samples, role play, or teaching demonstrations, will be established by the selection committee

prior to interviewing the candidates.

8. Screen all applications to select candidates for interview. Establish an interview schedule that

accommodates all committee members' schedules including the Equal Opportunity

Representative.Screen all applications to select candidates for interview. Establish an interview schedule

that accommodates all committee members' schedules including the Equal Opportunity Representative.

9. Interview all selected candidates using only the questions previously agreed upon by the committee

members. Follow-up questions may be used if they are based directly on a candidate's response to a

question, if they are not leading, if they do not seek information outside of the scope of the established

hiring criteria, if they do not impinge on the candidate's interview time, and if they are not in violation of

equal opportunity guidelines. Refer to Appendix D-ll for guidelines on follow-up questions.Interview all

selected candidates using only the questions previously agreed upon by the committee members. Follow-

up questions may be used if they are based directly on a candidate's response to a question, if they are

not leading, if they do not seek information outside of the scope of the established hiring criteria, if they do

not impinge on the candidate's interview time, and if they are not in violation of equal opportunity
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guidelines. Refer to Appendix D-ll for guidelines on follow-up questions.

10. Recommend no more than three candidates for selection to the College President or his/her designee. (In

the event that the Selection Committee is recommending candidates for more than one position in a

particular discipline, the committee will recommend no more than three names for each position to the

College President or his/her designee.)Recommend no more than three candidates for selection to the

College President or his/her designee. (In the event that the Selection Committee is recommending

candidates for more than one position in a particular discipline, the committee will recommend no more

than three names for each position to the College President or his/her designee.)

11. Fill out evaluation forms on all interviewees.Fill out evaluation forms on all interviewees.

12. Maintain confidentiality of the interviews as well as evaluative comments made during the selection

process. Such information may be shared only with members of the Search Committee and the College

President or his/her designee. Confidentiality must be maintained permanently. Each member of the

committee will receive and agree to abide by the statement of guiding principles as noted in Appendix A.

If a committee member is found to have violated confidentiality or engaged in any misconduct, that

committee member may be prevented from serving on future selection committees.Depending on the

level and seriousness of the misconduct, the committee member may also be subject to disciplinary

action.Maintain confidentiality of the interviews as well as evaluative comments made during the selection

process. Such information may be shared only with members of the Search Committee and the College

President or his/her designee. Confidentiality must be maintained permanently. Each member of the

committee will receive and agree to abide by the statement of guiding principles as noted in Appendix A.

If a committee member is found to have violated confidentiality or engaged in any misconduct, that

committee member may be prevented from serving on future selection committees.Depending on the

level and seriousness of the misconduct, the committee member may also be subject to disciplinary

action.

Selection & Application Screening CriteriaSelection &

Application Screening Criteria

Selection criteria and interview questions must be approved by the Equal Opportunity Representative before

the Selection Committee can access the applications. Selection criteria must be job related and are developed

from the position description and the qualifications and requirements listed in the position announcement.

Selection criteria help members to review each application objectively. The selection criteria must be listed on

an appropriate selection form that must be used by each member of the Committee. Each Committee member

must participate-in the selection process.Selection criteria and interview questions must be approved by the

Equal Opportunity Representative before the Selection Committee can access the applications. Selection

criteria must be job related and are developed from the position description and the qualifications and

requirements listed in the position announcement. Selection criteria help members to review each application

objectively. The selection criteria must be listed on an appropriate selection form that must be used by each

member of the Committee. Each Committee member must participate-in the selection process.

After all applications have been reviewed by all committee members, the Selection Committee will determine

which applicants shall be invited for an interview based on the established criteria.After all applications have

been reviewed by all committee members, the Selection Committee will determine which applicants shall be

invited for an interview based on the established criteria.
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InterviewsInterviews

The Committee selects applicants to interview who will best meet the needs of the students, the division, and

the College. The committees will consider the special needs of the division/department/program and the

student population to be served in the selection of candidates.The Committee selects applicants to interview

who will best meet the needs of the students, the division, and the College. The committees will consider the

special needs of the division/department/program and the student population to be served in the selection of

candidates.

The Committee will determine the number of candidates they wish to interview based on the pool of applicants

and the apparent strengths and weaknesses of the candidates. Ideally, no fewer than (3) three candidates will

be invited for interview. Each committee member will name by number the candidate or candidates he or she

chooses. If more candidates are selected than the number determined for interview, the committee would

discuss until consensus is reached on the highest three.The Committee will determine the number of

candidates they wish to interview based on the pool of applicants and the apparent strengths and weaknesses

of the candidates. Ideally, no fewer than (3) three candidates will be invited for interview. Each committee

member will name by number the candidate or candidates he or she chooses. If more candidates are selected

than the number determined for interview, the committee would discuss until consensus is reached on the

highest three.

The Equal Opportunity Representative reviews the pool selected for interview to ensure that no selection or

selection criteria has adversely affected any monitored group. The Equal Opportunity Representative may

recommend that additional candidates be interviewed or that further recruitment be initiated before

proceeding.The Equal Opportunity Representative reviews the pool selected for interview to ensure that no

selection or selection criteria has adversely affected any monitored group. The Equal Opportunity

Representative may recommend that additional candidates be interviewed or that further recruitment be

initiated before proceeding.

Applications of those candidates who are not to be interviewed shall be filed in the Office of Human

Resources.Applications of those candidates who are not to be interviewed shall be filed in the Office of Human

Resources.

Interviews are scheduled by the Human Resources Generalist—Each candidate must be provided the same

interview information and offered a choice of interview times whenever possible.Interviews are scheduled by

the Human Resources Generalist—Each candidate must be provided the same interview information and

offered a choice of interview times whenever possible.

Each member of the Search Committee must be present for all interviews. If a member misses an interview,

that committee member is removed from the Search Committee.Each member of the Search Committee must

be present for all interviews. If a member misses an interview, that committee member is removed from the

Search Committee.

Each member of the Committee documents the interview in a format agreed upon by the Committee.Each

member of the Committee documents the interview in a format agreed upon by the Committee.

The Selection Committee will interview all candidates using the list of questions formulated by the Committee.

Appropriate job related "follow-up" questions that focus on the intent of the question or appropriate information

in the initial response may be included in the interview so long as (1) they are based directly on the candidate's

response to a question, (2) do not seek information outside of the scope of the established hiring criteria, (3)

are not in violation of Equal Employment Opportunity guidelines and {A) do not exceed or truncate the-time
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• Review the applicant pool to ensure that qualified applicants have not been overlooked;Review the

allotted for the interview. See Appendix D II for guidelines on follow-up questions.The Selection Committee will

interview all candidates using the list of questions formulated by the Committee. Appropriate job related

"follow-up" questions that focus on the intent of the question or appropriate information in the initial response

may be included in the interview so long as (1) they are based directly on the candidate's response to a

question, (2) do not seek information outside of the scope of the established hiring criteria, (3) are not in

violation of Equal Employment Opportunity guidelines and {A) do not exceed or truncate the-time allotted for

the interview. See Appendix D II for guidelines on follow-up questions.

Each candidate will be asked the same questions, in the same way, for a fair and consistent basis in decision-

making.Each candidate will be asked the same questions, in the same way, for a fair and consistent basis in

decision-making.

After interviews are completed, members of the selection committee discuss and evaluate the qualifications of

the candidates including how candidates will meet the needs of a diverse student population. Consensus will

be achieved in the same way as during the individual assessment.After interviews are completed, members of

the selection committee discuss and evaluate the qualifications of the candidates including how candidates will

meet the needs of a diverse student population. Consensus will be achieved in the same way as during the

individual assessment.

No discussion will occur until all candidates have been interviewed. If consensus is not possible, the Chair may

request a vote or a prioritization by each selection committee member. Each selection committee member will

have equal voting privileges. The committee chair will be responsible for documentation if less than three

candidates are forwarded to the next level.No discussion will occur until all candidates have been interviewed.

If consensus is not possible, the Chair may request a vote or a prioritization by each selection committee

member. Each selection committee member will have equal voting privileges. The committee chair will be

responsible for documentation if less than three candidates are forwarded to the next level.

The Search Committee recommends no more than three (3) candidates, unranked, to the College President or

his/her designee for second-level interview. Selection of the successful candidate will not be made by the

committee.The Search Committee recommends no more than three (3) candidates, unranked, to the College

President or his/her designee for second-level interview. Selection of the successful candidate will not be

made by the committee.

The Equal Opportunity Representative reviews the selected candidate(s) to determine whether any selection

criteria or procedures used in the interview phase has had an adverse impact on any monitored group. If the

Equal Opportunity Representative believes that adverse impact exists, he/she shall consult with the committee

Chair, and the Vice Chancellor of Human Resources and Employee Relations or his/her designee to determine

whether additional steps should be taken to ensure equal employment opportunity.The Equal Opportunity

Representative reviews the selected candidate(s) to determine whether any selection criteria or procedures

used in the interview phase has had an adverse impact on any monitored group. If the Equal Opportunity

Representative believes that adverse impact exists, he/she shall consult with the committee Chair, and the

Vice Chancellor of Human Resources and Employee Relations or his/her designee to determine whether

additional steps should be taken to ensure equal employment opportunity.

If, after the interviews, in consultation with the Vice Chancellor of Human Resources and Employee Relations

or designee, the Search Committee is not satisfied with the interviewed candidates, the Committee may:If,

after the interviews, in consultation with the Vice Chancellor of Human Resources and Employee Relations or

designee, the Search Committee is not satisfied with the interviewed candidates, the Committee may:

AP 7210 Academic Employees. Retrieved 11/21/2019. Official copy at http://sbccd.policystat.com/policy/7131654/.

Copyright © 2019 San Bernardino Community College District
Page 16 of 18

38



applicant pool to ensure that qualified applicants have not been overlooked;

• On those positions that are opened until filled, request to have any additional complete applications that

have been submitted since the first review date forwarded for selection;On those positions that are

opened until filled, request to have any additional complete applications that have been submitted since

the first review date forwarded for selection;

• Request that Human Resources contact applicants with incomplete applications to request the missing

application materials; or-Request that Human Resources contact applicants with incomplete applications

to request the missing application materials; or-

• Extend or re-open the search.Extend or re-open the search.

SelectionSelection

Second-Level Interview ProceduresSecond-Level Interview

Procedures

1. Select one of the finalists.Select one of the finalists.

2. Review the applicant pool to ensure that qualified applicants have not been overlooked;Review the

applicant pool to ensure that qualified applicants have not been overlooked;

3. Extend or reopen the search.Extend or reopen the search.

Reference CheckingReference Checking

Immediately following the interviews, the Committee Chair returns all the selection and interview forms and all

other non-finalist application materials to Human Resources.Immediately following the interviews, the

Committee Chair returns all the selection and interview forms and all other non-finalist application materials to

Human Resources.

The Committee Chair shall review with the College President or his or her designee the Committee's

recommendation of candidates using a summary signed by each Committee member.The Committee Chair

shall review with the College President or his or her designee the Committee's recommendation of candidates

using a summary signed by each Committee member.

Second level interviews will be conducted on all finalists by the College President or his/her designee with the

academic senate president or his/her designee acting in an advisory capacity. In the case of the District office,

second level interviews will be conducted by the appropriate administrator.Second level interviews will be

conducted on all finalists by the College President or his/her designee with the academic senate president or

his/her designee acting in an advisory capacity. In the case of the District office, second level interviews will be

conducted by the appropriate administrator.

Following second level interviews, the College President or appropriate administrator may elect one of the

followingFollowing second level interviews, the College President or appropriate administrator may elect one of

the following

Reference checks are made by the Office of Human Resources upon the recommendation of the selected

candidates by the Committee, and must be completed before a recommendation of employment is made to the

Board of Trustees.Reference checks are made by the Office of Human Resources upon the recommendation

of the selected candidates by the Committee, and must be completed before a recommendation of

employment is made to the Board of Trustees.
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Final Selection and Eligibility ListFinal Selection and Eligibility

List

References: References:

Attachments:

Reference checks must be completed in accordance with the policies and principles of equal opportunity.

Reference information must be held in strict confidence.Reference checks must be completed in accordance

with the policies and principles of equal opportunity. Reference information must be held in strict confidence.

The appropriate administrator will make the final decision on the candidates and notify the Human Resources

Office to forward the selection to the Board of Trustees for approval. Those finalists not selected will be placed

on an eligibility list that will be valid for 90 calendar days following the date a candidate is selected by the

President or other appropriate district manager. In the event a vacancy occurs for the same position, the

President or appropriate administrator will conduct second level interviews from those individuals on the

eligibility list.The appropriate administrator will make the final decision on the candidates and notify the Human

Resources Office to forward the selection to the Board of Trustees for approval. Those finalists not selected

will be placed on an eligibility list that will be valid for 90 calendar days following the date a candidate is

selected by the President or other appropriate district manager. In the event a vacancy occurs for the same

position, the President or appropriate administrator will conduct second level interviews from those individuals

on the eligibility list.

The Human Resources Generalist will contact the successful candidate to make a provisional offer of

employment, contingent upon passing reference checks and Board approval.The Human Resources

Generalist will contact the successful candidate to make a provisional offer of employment, contingent upon

passing reference checks and Board approval.

The Human Resources Generalist will conduct all reference checks.The Human Resources Generalist will

conduct all reference checks.

Once the successful candidate has been hired and Board-approved, the unsuccessful candidates will be

notified by letter that they were not selected.Once the successful candidate has been hired and Board-

approved, the unsuccessful candidates will be notified by letter that they were not selected.

During the lifetime of the selection committee, all applications for positions will be kept on file at a secure

location at the hiring site and will be available to members of the committee for study.During the lifetime of the

selection committee, all applications for positions will be kept on file at a secure location at the hiring site and

will be available to members of the committee for study.

NOTE: See the additional 23 pages of appendices in current AP 7210NOTE: See the additional 23 pages of

appendices in current AP 7210

Also see BP/AP 7120 titled Recruitment and Hiring as well as AP 7211 titled Faculty Service Areas, Minimum

Qualifications, and EquivalenciesAlso see BP/AP 7120 titled Recruitment and Hiring as well as AP 7211 titled

Faculty Service Areas, Minimum Qualifications, and Equivalencies

Education Code Sections 87400 et seq., 87600 et seq., and 87482.8; Title 5 Section 51025Education Code

Sections 87400 et seq., 87600 et seq., and 87482.8; Title 5 Section 51025
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Current Status: Draft PolicyStat ID: 7131694

Origination: N/A

Last Approved: N/A

Last Revised: N/A

Next Review: N/A

Owner: Human Resources Human

Resources

Policy Area: Chapter 7 Human Resources

References:

BP 7210 Academic Employees

References:

Attachments:
BP 7210 Academic Employees- Comments

BP 7210 Academic Employees- Legal Citations

BP7210 -OLD.pdf

(Replaces current SBCCD BP 7210)

Employees represented by CSEA and CTA should refer to their respective bargaining unit agreements

for information specific to their unit.Employees represented by CSEA and CTA should refer to their

respective bargaining unit agreements for information specific to their unit.

Academic employees are all persons employed by the District in academic positions. Academic positions

include every type of service, other than paraprofessional service, for which the Board of Governors has

established minimum qualifications for the California Community Colleges.

Faculty members are those employees who are employed by the District in academic positions that are not

designated as supervisory or management. Faculty employees include, but are not limited to, instructors,

librarians, counselors, and professionals in health services, DSPS, and EOPS.

Decisions regarding tenure of faculty shall be made in accordance with the evaluation procedures established

for the evaluation of probationary faculty and in accordance with the requirements of the Education Code. The

Board of Trustees reserves the right to determine whether a faculty member shall be granted tenure.

The District may employ temporary faculty from time to time as required by the interests of the District.

Temporary faculty may be employed full time or part time. The Board delegates authority to the Chancellor to

determine the extent of the District's needs for temporary faculty.

Notwithstanding this policy, the District shall comply with its goals under the Education Code regarding the

ratio of full-time to part-time faculty to be employed by it and the for making progress toward the standard of

75% of total faculty work load hours taught by full-time faculty.

References:

Education Code Sections 87400 et seq; 87419.1; 87482.8, and 87600 et seq;

Title 5, Section 51025
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Current Status: Draft PolicyStat ID: 7131679

Origination: N/A

Last Approved: N/A

Last Revised: N/A

Next Review: 06/2018

Owner: Human Resources Human
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Policy Area: Chapter 7 Human Resources

References: Good Practice/Optional

AP 7215 Academic Employees: Probationary
Contract Faculty

• The employee shall be evaluated in accordance with the evaluation standards and procedures

established in accordance with law. ( Insert or reference local evaluation procedures. ) and BP 7150

and BP 7150

• The Board shall receive statements of the most recent evaluations.

• The Board shall receive recommendations of the Superintendent-President.

• The Board shall consider the statement of evaluation and the recommendations in a lawful meeting of the

Board of Trustees.

• Not enter into a contract for the following academic year.

• Enter into a contract for the following academic year.

• Employ the contract employee as a regular employee for all subsequent academic years.

• Not enter into a contract for the following academic year.

• Enter into a contract for the following two academic years.

• Employ the contract employee as a regular employee for all subsequent academic years.

• Employ the probationary employee as a tenured employee for all subsequent academic years.

The District shall employ a faculty member for the first academic year of his/her employment by contract. Any

person who, at the time an employment contract is offered to him/her by the District, is neither a tenured

employee of the District nor a probationary employee then serving under a second or third contract shall be

deemed to be employed for "the first academic year of his or her employment."

A faculty member shall be deemed to have completed his/her first contract year if he/she provides service for

75 percent of the first academic year.

Before making a decision relating to the continued employment of a contract employee, the following

requirements shall be satisfied:

If a contract employee is working under his/her first contract, the Board, at its discretion, shall elect one of the

following alternatives:

If a contract employee is working under his/her second contract, the Board, at its discretion, shall elect one of

the following alternatives:

If a contract employee is employed under his/her third consecutive contract, the Board shall elect one of the

following alternatives:
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• Not employ the probationary employee as a tenured employee.

References:

Attachments:

The Board of Trustees shall give written notice of its decision and the reasons therefore to the employee on or

before March 15 of the academic year covered by the existing contract. The notice shall be by registered or

certified mail to the most recent address on file with Human Resources. Failure to give the notice as required

to a contract employee under his/her first or second contract shall be deemed an extension of the existing

contract without change for the following academic year.

The Board of Trustees shall give written notice of its decision under Education Code Section 87609 and the

reasons therefore to the employee on or before March 15 of the last academic year covered by the existing

contract. The notice shall be by registered or certified mail to the most recent address on file with Human

Resources. Failure to give the notice as required to a contract employee under his/her third consecutive

contract shall be deemed a decision to employ him/her as a regular employee for all subsequent academic

years.

Education Code Sections 87600 et seg.
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 To: District Assembly 

 From: Jeremiah Gilbert, Executive Director 
Research, Planning & Institutional Effectiveness 

 Date: 12/3/2019 

 Re: CCLC Legal Update #35 Actions  

AP 3435 Discrimination and Harassment Resolution Procedures – Revised language 
not in local AP. No action needed. (No BP.) 

AP 3600 Auxiliary Organizations – Legally required. Will add to AP/BP rotation for 
2019-2020. (No change to BP.) 

AP 4105 Distance Education – New language added. Will add to AP/BP rotation for 
2019-20. (No change to BP.) 

AP 5015 Residence Determination – Updated to clarify the requirements for residence 
reclassification to reflect the statutory wording of Education Code Section 68044. Already 
in AP/BP rotation for 2019-20. (No change to BP.) 

AP 5050 Student Success and Support Program – Language added. Will add to AP/BP 
rotation for 2019-20. (No change to BP.) 

AP 6365 Contracts – Accessibility of Information Technology – Legal citation added 
already in local AP. No action needed. (No BP.) 

AP 7211 Faculty Service Areas, Minimum Qualifications, and Equivalencies – 
Language struck not in local AP. No action needed. (No BP.) 

AP 7337 Fingerprinting – Legal citation added and language added and revised. Will be 
added to AP/BP rotation for 2019-20. (No BP.) 

AP 7346 Employees Called to Military Duty – Under Health Benefits, 18 months 
changed to 24 months. Updated in PolicyStat. (No BP.) 

 

Attachment: CCLC Legal Update #35 (October 2019) 
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POLICY & PROCEDURE SERVICEUPDATE 35 OVERVIEW 

UPDATE 35 OVERVIEW 

Policy & Procedure Subscriber Service 
Community College League of California 

Liebert Cassidy Whitmore 

Legal Update #35 
October 2019 

OVERVIEW 
 
 

This is the 35th update to subscribing district members of the League’s Policy 
& Procedure Subscriber Service, offered in partnership with the law firm of 
Liebert Cassidy Whitmore.  The update is in response to new statutes and 
regulations, legal opinions, and questions from subscribers that have occurred 
since legal Update 34, disseminated to member districts in April 2019. 
 

Revisions to the Board Policy Templates 
 
There were no necessary revisions to the board policy templates in legal Update 35. 
 
 

Revisions to the Administrative Procedure Templates 
 

AP 3435 Discrimination and Harassment Complaints and Investigations – 
This procedure was updated to revise the deadline for providing the required 
sexual harassment training to non-supervisory employees to January 1, 2021. 
 
AP 3600 Auxiliary Organizations - This procedure was updated to add a note 
explaining that this procedure may be used as the implementing statute, Education 
Code Section 72670 requires.  In addition, this template was revised to clarify that 
auxiliary boards of directors should adopt conflicts of interest and document 
retention policies.  Another revision explains that auxiliaries with more than $2 
million in annual revenue must make their annual audit financial statements 
available to the public required for Form 990. 
 
AP 4105 Distance Education – This procedure was updated to reflect revisions 
to Title 5 regulations governing distance education programs and includes 
language to address addendums to course outlines consistent with the new 
requirements of Title 5 Section 55206. 

45



 

 

 

 

 

 

 
 

2017 O Street  •  Sacramento, CA  95811-5211 •  916-444-8641 •  www.ccleague.org 

POLICY & PROCEDURE SERVICEUPDATE 35 OVERVIEW 

UPDATE 35 OVERVIEW 

 
AP 5015 Residence Determination – This procedure was updated to clarify the 
requirements for residence reclassification to reflect the statutory wording of 
Education Code Section 68044. 
 
AP 5050 Student Success and Support Program - This procedure was updated 
to add optional language for districts that receive funding from the Student Equity 
and Achievement Program consistent with new requirements of Title 5 Section 
55522 subdivision (i). 
 
AP 6365 Contracts – Accessibility of Information – This procedure was 
updated to add legal citation Government Code Section 7405. 
 
AP 7211 Faculty Service Areas, Minimum Qualifications, and Equivalencies 
– This procedure was updated to revise language related to awarding equivalency 
for faculty teaching in vocational disciplines. 
 
AP 7337 Fingerprinting – This procedure was updated to include language to 
address fingerprinting requirements for individuals providing services in a childcare 
center.  In addition, language was revised related to the reporting requirements 
regarding the designated records custodian who handles criminal records. 
 
AP 7346 Employees Called to Military Duty – This procedure was updated to 
state that employees on military leave for longer than 30 days may elect to continue 
health coverage for up to 24 months. 
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References: Legally Advised

AP 7346 Employees Called to Military Duty

Leave

Salary

• The difference between the amount of his/her military pay and allowances and the amount the employee

would have received as an employee, including any merit raises that would otherwise have been granted

during the time the individual was on active military duty.

• All benefits that he/she would have received had he/she not been called to active military duty unless the

benefits are prohibited or limited by vendor contracts.

• Employees returning from military leave shall have their salary adjusted to reflect salary increases that

are not based on merit.

Health Benefits

The following applies to any District employee, academic or classified, who enters the active military service of

the United States of America or of the State of California, including active service in any uniformed auxiliary of

any branch of the military service, during any period of national emergency declared by the President of the

United States or during any war in which the United States of America is engaged.

Upon presentation of a copy of orders for active duty in the Armed Forces, the National Guard, or the Naval

Militia, the District shall grant a military leave of absence for the period of active duty specified in the orders,

but not to exceed five years for a permanent, probationary, or exempt employee, or for the remainder of a

limited-term employee's appointment or a temporary employee's appointment.

Any District employee called to active duty who has been in the service of the District for at least one year will

continue to receive his or her salary for the first 30 calendar days of ordered military service. Employees who

are members of the National Guard will continue to receive salary for the first 30 calendar days of active

service regardless of length of service with the District.

In addition, the District may provide for not more than 180 calendar days as part of the employee's

compensation all of the following:

An employee on military leave for less than 31 days shall continue to receive health insurance benefits.

Employees on leave for longer than 30 days may elect to continue health care coverage for themselves and

their eligible dependents for a maximum period of 1824 months.
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Vacation and Sick Leave

Reinstatement

References:

Attachments:

Returning veteran employees whose coverage was terminated because of military leave will not be subject to

any exclusion or waiting period prior to reinstatement of health coverage.

Employees on military leave accrue any benefits the District provides to other employees, e.g. if employees on

other approved leaves are permitted to accrue vacation or sick leave, employees on military leave will do so as

well.

Employees on military leave shall accrue any benefits afforded by any collective bargaining agreement

negotiated during their absence.

Any employee on temporary military leave for training who has worked for the District for at least one year

shall continue to accrue vacation, sick leave and holiday privileges up to a maximum period of 180 days.

An employee on active duty military leave shall be entitled to return to the position held by him/her at the time

of his/her entrance into the service within six months after the employee honorably leaves the service or is

placed on inactive duty.

In the case of a contract academic employee, absence on military leave shall not count as part of the service

required for the aquisitionacquisition of tenure, but the absence shall not be construed as a break in the

continuity of service. If the employee was employed by the district for more than one year, but had not vet

become a regular academic employee of the district, he/she is entitled to return to the position for the period of

time his/her contract of employment had to run at the time he or she entered military service.

In the case of an academic employee, absence on military leave shall not be construed as a break in the

continuity of service.

In the case of a classified employee, absence on military leave shall not be construed as a break in the

continuity of service.

Education Code Sections 87018, 87700, 87832 and 88116; Military and Veteran's Code Sections 389 et seg;

38 U.S. Code Sections 4301 et seq.

Military and Veteran's Code Sections 389 et seg;

38 U.S. Code Sections 4301 et seq.
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 1 

Objectives with Targets: Need for Revision 

 

The 2017-2022 Districtwide Support Services Strategic Plan has a number of objectives with targets that 

were developed to measure progress. Since the development of this plan, many new initiatives, such as 

Vision for Success, AB 705, and the Student Centered Funding Formula, have come about that were not in 

place when these objectives were developed. This, along with some targets already being met, has caused 

the need for these objectives to be either replaced or revised.  

 

In addition, “Support the colleges to” was added to Objectives 1.1, 1.2, 2.1, and 2.2 as the colleges, not the 
district, provide programs and are responsible for student success. 

 

Objectives Needing Replacement 

Objectives 1.1.1 and 1.1.2 have targets based on data coming from the Student Success Scorecard. The 

Student Success Scorecard has been discontinued in favor of the new Student Success Metrics and the 

data used for these objectives is no longer available.  

Objectives 1.2.1 and 1.2.2 measure three-year throughput rates for math and English. However, both AB 

705 and the new Student Centered Funding Formula focus on getting students placed into transfer-level 

math and English courses within one year, not three. As such, both of these objectives should be revised to 

reflect these changes. 

 

Objectives Needing Revision 

Quite a number of objectives with targets have already met their 2019-2020 targets. It is recommended that 

these targets be re-evaluated and extended out to 2021-2022, the last year of the current District Support 

Services Strategic Plan. It should also be noted that the current targets were based on 2012-13 numbers 

and more recent numbers should be used to establish targets. 

Development of Revisions and Replacements 

The Executive Director of Research, Planning, and Institutional Effectiveness worked with campus and 

district researchers and the Districtwide Institutional Effectiveness Committee on the replacement and 

revised objectives that follow. These revisions were then taken to District Assembly for wider collegial 

review. 
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Objectives with Targets: Replacements and Revisions 
 
 
Objective 1.1: Support the colleges to increase student success while preserving access, enhancing 

quality, and reducing attainment gaps associated with income, race, ethnicity, age, and gender. 

 

NEW Objective 1.1.1: In alignment with Vision for Success, increase the number of students 

awarded associate degrees from 2016-17 to 2021-22 by 20%. 

 

NEW Objective 1.1.2: In alignment with Vision for Success, increase the number of students 

awarded associate degree for transfer (ADTs) from 2016-17 to 2021-22 by 35%. 

 

REVISED Objective 1.1.3: Increase the percent of non-exempt students with a complete 

educational plan to 100% by 2021-22. 

 

Objective 1.2: Support the colleges to increase the number of students who complete developmental 

education programs and progress to successful completion of freshman-level courses. 

 

NEW Objective 1.2.1: Continue to increase the number of students who complete transfer-level 

mathematics in their first year. 

 

NEW Objective 1.2.2: Continue to increase the number of students who complete transfer-level 

English in their first year. 

 

Objective 2.1: Support the colleges to increase our student population to improve the higher education 

participation rate and supply a well-equipped, educated workforce for our communities. 

 

REVISED Objective 2.1.1: Maximize the annual districtwide resident FTES (RFTES) as stated in 

the multi-year forecast through 2021-22. 

 

REVISED Objective 2.1.2: Increase the percent of community college students by the SBCCD 

(i.e., market share) to 66% by 2021-2022 as measured by community college enrollments by zip 

code. 

 

Objective 2.2: Support the colleges in providing transfer, career and technical, and developmental 

education access to meet student needs. 

 

NEW Objective 2.2.1: Increase the number of Chancellor’s Office Approved Credit Certificates 
awarded from 2016-17 to 2021-22 by 15%. 

 

NEW Objective 2.2.2: Increase the number of students who complete 9 or more CTE units from 

2016-17 to 2021-2022 by 25%. 
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Appendix: Development of Replacements and Revisions 
 

 
Objective 1.1: Support the colleges to increase student success while preserving access, enhancing 

quality, and reducing attainment gaps associated with income, race, ethnicity, age, and gender. 

 

Objective 1.1.1: Increase the graduation rate from 16% to 20% by 2019-2020 as measured by the 

Student Success Scorecard. 

 

ISSUE: The Student Success Scorecard is no longer in use and the data used to compute this 

objective is no longer available.  

 

NEW Objective 1.1.1: In alignment with Vision for Success, increase the number of students 

awarded associate degrees from 2016-17 to 2021-22 by 20%. 

 

RATIONALE: Both campuses have set this as a Vision for Success goal.  
 

 
Table 1. Number of Students Awarded Associate Degrees  

 2014-15 2015-16 
2016-17 

(Baseline) 
2017-18 

2021-22 
(Target) 

Crafton Hills College 463 478 554 494 665 

San Bernardino Valley College 817 937 1070 980 1284 

SBCCD (Total) 1280 1415 1624 1474 1949 

Source: Cal-PASS Plus Student Success Metric 
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Appendix: Development of Replacements and Revisions 

 
 
Objective 1.1: Support the colleges to increase student success while preserving access, enhancing 

quality, and reducing attainment gaps associated with income, race, ethnicity, age, and gender. 

 

Objective 1.1.2: Increase the transfer rate from 24% to 39% by 2019-2020 as measured by the 

Student Success Scorecard. 

 

ISSUE: The Student Success Scorecard is no longer in use and the data used to compute this 

objective is no longer available. 

 

NEW Objective 1.1.2: In alignment with Vision for Success, increase the number of students 

awarded associate degree for transfer (ADTs) from 2016-17 to 2021-22 by 35%. 

 

RATIONALE: Both campuses have set this as a Vision for Success goal. 

 
 

Table 2. Number of Students Awarded ADTs  

 2014-15 2015-16 
2016-17 

(Baseline) 
2017-18 

2021-22 
(Target) 

Crafton Hills College 125 151 202 195 273 

San Bernardino Valley College 148 210 286 305 386 

SBCCD (Total) 273 361 488 500 659 

 Source: Cal-PASS Plus Student Success Metric 
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Appendix: Development of Replacements and Revisions 
 

 
Objective 1.1: Support the colleges to increase student success while preserving access, enhancing 

quality, and reducing attainment gaps associated with income, race, ethnicity, age, and gender. 

 

Objective 1.1.3: Increase the percent of students with a complete educational plan to 100% by 

2019-2020 as measured by data collected in Ellucian. 

 

ISSUES: (1) No longer use Ellucian. (2) Some students are exempt from needing an SEP making 

the 100% target as written unachievable. 

 

REVISED Objective 1.1.3: Increase the percent of non-exempt students with a complete 

educational plan to 100% by 2021-22. 

 

NOTE: Target was not changed but extended to 2021-22. 

 

 

 

Objective 1.1.4: Increase the percent of students who have completed their educational plan to 

50% by 2019- 2020 as measured by data collected in Ellucian. 

 

ISSUES: (1) No longer use Ellucian. (2) A clear and measurable definition for “completed their 
educational plan” was never developed for this objective. 

 

RECOMMENDATION: Put this objective on hold pending development of a measurable definition 

of completion (working with campus counseling departments). 
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Appendix: Development of Replacements and Revisions 

 
 

Objective 1.2: Support the colleges to increase the number of students who complete developmental 

education programs and progress to successful completion of freshman-level courses. 

 

Objective 1.2.1: Increase the three-year math throughput rate from 21% to 30% by 2019-2020 as 

measured by the CCCCO Basic Skills Progress Tracker. 

 

ISSUE: With implementation of AB 705, this objective can no longer be measured and is no longer 

meaningful. 

 

NEW Objective 1.2.1: Continue to increase the number of students who complete transfer-level 

mathematics in their first year. 

 

RATIONALE: Ties in with AB 705 and is one of the new Student Success Metrics. No target 

established as AB 705 is only now fully implemented and its impact is yet to be determined. 

 

Table 3. Students Who Complete Transfer-level Mathematics in Their First Year 

 2014-15 2015-16 2016-17 2017-18 

Crafton Hills College 163 139 121 221 

San Bernardino Valley College 172 169 161 209 

SBCCD (Total) 335 308 282 430 

Source: Cal-PASS Plus Student Success Metrics 
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Appendix: Development of Replacements and Revisions 

 
 

Objective 1.2: Support the colleges to increase the number of students who complete developmental 

education programs and progress to successful completion of freshman-level courses. 

 

Objective 1.2.2: Increase the three-year English throughput rate from 33% to 42% by 2019-2020 

as measured by the CCCCO Basic Skills Progress Tracker. 

 

ISSUE: With implementation of AB 705, this objective can no longer be measured and is no longer 

meaningful. 

 

NEW Objective 1.2.2: Continue to increase the number of students who complete transfer-level 

English in their first year. 

 

RATIONALE: Ties in with AB 705 and is one of the new Student Success Metrics. No target 

established as AB 705 is only now fully implemented and its impact is yet to be determined. 

 
 

Table 4. Students Who Complete Transfer-level English in Their First Year 

 2014-15 2015-16 2016-17 2017-18 

Crafton Hills College 393 376 387 448 

San Bernardino Valley College 191 234 264 302 

SBCCD (Total) 584 610 651 750 

Source: Cal-PASS Plus Student Success Metrics 
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Appendix: Development of Replacements and Revisions 

 

Objective 2.1: Support the colleges to increase our student population to improve the higher education 

participation rate and supply a well-equipped, educated workforce for our communities. 

 

Objective 2.1.1: Increase the annual District-wide RFTES enrollment from 13,241 in 2012-2013 to 

15,000 in 2019-2020 as measured by the RFTES generated by each College. 

 

ISSUES: (1) Target has already been met; should be revised and extended to 2021-22. (2) With 

the new Student Success Funding Formula, FTES is now measured on a three-year average and 

growth is not always available in certain years. 

 

REVISED Objective 2.1.1: Maximize the annual districtwide resident FTES (RFTES) as stated in 

the multi-year forecast through 2021-22. 

 

NOTE: Target will fluctuate as multi-year forecast is revised. Current multi-year forecast for 2021-

22 has a total FTES of 15,512.14 (4,749.57 for CHC and 10,762.58 for SBVC). 
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Appendix: Development of Replacements and Revisions 
 

Objective 2.1: Support the colleges to increase our student population to improve the higher education 

participation rate and supply a well-equipped, educated workforce for our communities. 

 

Objective 2.1.2: Increase the percent of community college students by the SBCCD (i.e., market 

share) to 74% by 2019-2020 as measured by community college enrollments by zip code. 

 

ISSUE: The existing target of 74% was computed back in 2011-12. If instead we use SBCCD’s 

market share for the past five years and add one standard deviation above the mean, we get a new 

target of 66%.  

 

REVISED Objective 2.1.2: Increase the percent of community college students by the SBCCD 

(i.e., market share) to 66% by 2021-2022 as measured by community college enrollments by zip 

code. 

 

NOTE: This is a district total incorporating the entire service area (campuses look at subsets of the 

service area when computing their market shares). 

 

Table 5. District Market Share 
 

2015-16 2016-17 2017-18 2018-19 
2021-22 
(Target) 

SBCCD  64.7% 62.5% 62.8% 62.7% 66.0% 
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Appendix: Development of Replacements and Revisions 

 

Objective 2.2: Support the colleges in providing transfer, career and technical, and developmental 

education access to meet student needs 

 

Objective 2.2.1: Increase the transfer course FTES generated in an academic year from 9,317 in 

2012-2013 to 10,545 in 2019-2020 as measured by the total FTES generated by each College.  

 

ISSUE: Target has already been met. FTES should no longer be the focus of targets with the new 

Student Centered Funding Formula (SCFF).  

 

NEW Objective 2.2.1: Increase the number of Chancellor’s Office Approved Credit Certificates 
awarded from 2016-17 to 2021-22 by 15%. 

 

RATIONALE: New objective ties directly to the SCFF. Target of 565 was calculated using two 

standard deviations above the four-year mean then calculating the percent increase using 2016-17 

as a baseline. 
 

Table 6. Number of Students Awarded Chancellor Approved Certificates 

 2014-15 2015-16 
2016-17 

(Baseline) 
2017-18 

2021-22 
(Target) 

Crafton Hills College 42 155 213 220 245 

San Bernardino Valley College 241 256 278 239 320 

SBCCD (Total) 283 411 491 459 565 

 Source: Cal-PASS Plus Student Success Metric 
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Appendix: Development of Replacements and Revisions 
 

Objective 2.2: Support the colleges in providing transfer, career and technical, and developmental 

education access to meet student needs. 

 

Objective 2.2.2: Increase the CTE course FTES generated in an academic year from 3,728 in 

2012-2013 to 4,219 in 2019-2020 as measured by the total FTES generated by each College. 

 

ISSUE: Target has already been met. FTES should no longer be the focus of targets with the new 

Student Centered Funding Formula (SCFF).  

 

NEW OBJECTIVE 2.2.2: Increase the number of students who complete 9 or more CTE units from 

2016-17 to 2021-2022 by 25%. 

 

RATIONALE: New objective ties directly to the SCFF. Target of 2679 was calculated using two 

standard deviations above the four-year mean then calculating the percent increase using 2016-17 

as a baseline. 
 

Table 7. Number of Students Earning 9 or More CTE Units 

 2014-15 2015-16 
2016-17 

(Baseline) 
2017-18 

2021-22 
(Target) 

Crafton Hills College 366 318 378 418 473 

San Bernardino Valley College 1946 1749 1765 2138 2206 

SBCCD (Total) 2312 2067 2143 2556 2679 

 Source: Cal-PASS Plus Student Success Metric 
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Appendix: Development of Replacements and Revisions 
 

 

Objective 2.2: Support the colleges in providing transfer, career and technical, and developmental 

education access to meet student needs. 

 

Objective 2.2.3: Increase the developmental course FTES generated in an academic year from 

2,146 in 2012-2013 to 2,429 in 2019-2020 as measured by the total FTES generated by each 

College. 

 

ISSUE: With implementation of AB 705, we should see a decrease in developmental FTES and an 

increase in transfer FTES.  

 

RECOMMENDATION: Objective 2.2.3 should be cut as increasing developmental FTES should 

not be a district target given the implementation of AB 705. 
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ARTICLE 1: NAME 

This organization shall be known as the District Assembly of the San Bernardino Community 

College District and shall be referred to as the Assembly in these Articles. 

 

ARTICLE 2: PURPOSE 

District Assembly is the primary district‐wide body ensuring that each appropriate constituent group 

participates in the decision‐making process. Members of the Assembly advise and make 

recommendations to the Chancellor regarding district‐wide governance, institutional planning, 
budgeting, and policies and procedures that promote the educational mission and goals of the San 

Bernardino Community College District. The Assembly shall be subject to the Ralph M. Brown Act, 

Sections 54950 et. seq. of the Government Code. 

 

ARTICLE 3: MEMBERSHIP 

There will be 3 types of Members in the Assembly:  

 

SECTION 1: GENERAL MEMBERSHIP 

The General Membership shall be elected from the recognized constituent groups as 

defined below: 

 

a. The Faculty of Crafton Hills College will elect 2 members of the Assembly. 

b. The Faculty of San Bernardino Valley College will elect 3 members of the Assembly. 

c. The Classified Staff1 of the District (as defined by the Board of Governors of the 

California Community Colleges Minimum Standards for Staff Participation in Governance, 

dated January 10, 1991) will elect 3 members of the Assembly1. Representation of the 

Classified Staff from the 3 District areas will be as follows: 

 

i. From the Central Services Staff:  1 member 

ii. From Crafton Hills College Staff:  1 member 

iii. From San Bernardino Valley College Staff: 1 member 

 
1 To satisfy Education Code section 70901.2, two Classified representatives from the General 

Membership (as defined in Article 3, Section 3 c) are to be appointed by CSEA. 

 

d. The Management Staff of the District (as defined by the Board of Governors of the 

California Community Colleges Minimum Standards for Staff Participation in Governance, 

dated January 10, 1991) will elect 3 members of the Assembly. Representation of the 

Management Staff from the 3 District areas will be as follows: 
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i. From District Staff:  1 member 

ii. From Crafton Hills College Staff:  1 member 

iii. From San Bernardino Valley College Staff: 1 member 

 

e. The Student Senate at each college will each elect one primary member of the Assembly 

and one alternate member, who will serve when the primary member is unable to attend. 

The names will be forwarded to the Assembly recorder. 

 

SECTION 2: STANDING MEMBERSHIP 

The Ex-Officio Membership is made up of those individuals whose position in the collegiate 

structure of the District makes their presence in the Assembly essential to the successful 

completion of its goals. The Standing Membership will consist of:  

 

a. The Chancellor of the District 

b. The President of Crafton Hills College 

c. The President of San Bernardino Valley College 

d. The President of the CHC Academic Senate  

e. The President of the SBVC Academic Senate  

f. The President of the CHC Classified Senate  

g. The President of the SBVC Classified Senate  

h. The President of the CHC Student Body Assoc. 

i. The President of the SBVC Student Body Assoc.  

j. The Executive Director of Research, Planning, and Institutional Effectiveness 

 

SECTION 3: VESTED MEMBERSHIP 

a. Collective Bargaining Agencies 

The President/Designee of each recognized Collective Bargaining Agency (CSEA and CTA) 

will be a Vested Member of the Assembly and will represent its members in the Assembly. 

b. Advocacy Groups 

Identified Advocacy Groups shall consist of recognized memberships that share common 

goals and ideals.  Moreover, their membership must make up a part of the employee pool 

in the District.  Each identified Advocacy Group shall be represented by one Vested 

Member elected f rom a slate of candidates nominated from the membership of that 

Advocacy Group. 

 

Any Advocacy Group made up of employees of the District may apply to be recognized. 
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At the end of each academic year, the Assembly President will notify the District Advocacy 

Groups of the opportunity to be recognized for the subsequent year. 

 

As long as the Advocacy Group remains active in the District, it may retain its position on 

the Assembly by annually re-electing its representative. The Vested Membership will 

consist of: 

i. Black Faculty & Staff Association 

ii. Latino Faculty & Staff Association 

iii. CTA President 

iv. CSEA President 

v. Confidential Group 

v.vi. Management Association 

 

SECTION 4: QUALIFICATIONS OF MEMBERSHIP 

The Assembly shall be the sole judge of the qualifications of its members.  

 

SECTION 5: FILLING VACANCIES 

In the event of a vacancy in the General Membership (as defined in Article 3, Section 1), a 

replacement Member will be selected by a caucus of the remaining members of the 

recognized constituent group.  The replacement members will serve until the next regular 

election. 

 

In the event of a vacancy in one of the represented Advocacy Groups in the Vested Membership 

(as defined in Article 3, Section 3 b) a replacement member will be selected by a special election 

conducted by that Advocacy Group.  The replacement will serve until the next regular election. 

 

ARTICLE 4: ELECTIONS 

 

SECTION 1: ELECTIONS COMMITTEE 

Elections for membership in the Assembly will be conducted by the Elections Committee chaired 

by the Vice President of the Assembly.   

 

SECTION 2: GENERAL MEMBERSHIP 

The General Membership is made up of elected and appointed representatives from the 

constituent groups that are identified and defined under Article 3, Section 1: General 

Membership. 
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The Classified Staff and the Management Staff are further defined as being primarily employed 

at the Central Services site, Crafton Hills College, or San Bernardino Valley College.  If a Staff 

member divides his/her time between two or more of the identified areas, the Staff member 

must select one area for the purpose of representation in the election for the General 

Membership of the Assembly. 

 

SECTION 3: VESTED MEMBERSHIP 

The Vested Membership filled by election is made up of representatives from the identified 

Advocacy Groups that have petitioned the Assembly for representation.  Each recognized 

Advocacy Group will elect a single representative from a slate of candidates nominated from that 

Advocacy Group. 

 

SECTION 4: NOMINATIONS 

a. Any full-time (50% or more) employee of the District can be nominated for General 

Membership by the written application of three peers. 

b. Each nominated candidate must agree to serve before being placed on the ballot for 

election. 

c. Notice of Election and Nomination form will be emailed to all constituent and advocacy 

groups no later than March 10. 

d. Nominations must be received by the Chair of the Election Committee no later than 

March 31.    

 

SECTION 5: TERM OF OFFICE 

The term of office for the elected members shall be two (2) years.  For the sake of continuity in 

the membership of the Assembly, terms will be staggered, with half of the members elected each 

year. 

 

SECTION 6: DATE OF ELECTION 

Elections will be held April of each year.  Service in the Assembly will commence on the first 

Tuesday in September. 

 

SECTION 7: ELECTIONS COMMITTEE – RULES AND PROCEDURES  

The following rules and procedures will be in effect: 

 

a. The Vice President of the Assembly will email the Notice of Election and Nomination 

form to all constituent and advocacy groups no later than March 10. 
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b. Upon close of nominations (no later than March 31), a Doodle poll will be emailed to 

each member of the constituent and/or advocacy group to break any ties.  

c. All contract members (50% or more) of the Constituent or Advocacy Group are 

eligible to vote only for their respective group at their respective site. 

d. Results of the election will be posted at each site and an email announcement will be sent 

district-wide no later than April 15. An invitation to attend the May Assembly meeting 

shall be sent to all elected members who will serve as members of the Assembly for the 

upcoming academic year. 

 

ARTICLE 5: OFFICERS  

 

SECTION 1: DUTIES 

Officers of the Assembly shall be President, Vice President, and Recorder. The President and Vice 

President shall be elected from the Membership.  The Recorder’s position shall be filled by the 

Administrat ive Off icer  to the Chancellor. All members, with the exception of the Chancellor 

and the College Presidents, are eligible to hold office. Duties of the elected officers shall be: 

 

a. President of the Assembly 

The President will preside at all meetings and will, in consultation with the Executive 

Committee, set the agenda for the meetings. The President will represent the Assembly 

whenever it becomes necessary for the views of the Assembly to be presented orally to 

the Board of Trustees or any other body. The following responsibilities are representative 

of the Assembly needs and may be amended by the Assembly as needed: 

 

i. Work with the Chancellor, respective senates, College Councils, and other 

District representative bodies to identify key issues to be dealt with by the 

Assembly. 

ii. Participate as an active member of the District Budget Committee. 

iii. Work with the Assembly ad hoc committees to ensure assigned tasks are 

completed in a timely manner. 

iv. Participate in shared governance activities at each campus as invited. 

v. Participate in governance activities at the District, including but not limited to 

participating on management evaluation committees. 

vi. Co-chair the Calendar Committee (or designate a co-chair from the Assembly). 

vii. At the end of each academic year, the Assembly President will notify the District 

Advocacy Groups of the opportunity to be recognized for the subsequent year. 

 

b. Vice President of the Assembly 
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The Vice President will serve in the capacity of President in the absence of the President 

and will chair the Elections Committee. The following additional responsibilities are 

representative of the Assembly needs and may be amended by the Assembly as needed: 

 

i. Meet with the Assembly Executive Committee to assist in setting the agenda. 

ii. Participate as an active member of the District Training Committee. 

iii. Work with the Assembly ad hoc committees to ensure assigned tasks are 

completed in a timely manner. 

iv. Participate in shared governance activities at each campus as invited. 

v. Participate on campus committees that require input from the Assembly. 

vi. Participate in governance activities at the district, including but not limited to 

participating on management evaluation committees. 

 

c. Recorder 

The recorder shall be responsible for records and minutes of the meetings and for the 

distribution of the minutes to the membership in a timely manner.  The minutes shall 

record all formal action taken by the Assembly and shall reflect the essence of the 

discussion concerning issues brought before the Assembly. 

 

SECTION 2: ELECTION OF OFFICERS 

Officers will be elected from the Membership in May.  Elected Officers will assume the duties of 

office on the first Tuesday in September.  Voting membership will consist of those members who 

will serve as members of the Assembly for the upcoming academic year. 

 

SECTION 3: TERM OF OFFICE 

Officers will serve a term of one (1) year.  Officers may succeed themselves in office.  

 

SECTION 4: VACANCIES IN OFFICE 

In the event that the Office of President becomes vacant, the Vice President shall assume the 

duties of President for the remainder of the term and a new Vice President will be elected.  In 

the event of a vacancy in the Office of Vice President the vacant office will be filled by an election 

at the first regular meeting following the notice of vacancy. A vacancy in the Recorder’s position 

will be filled by the Chancellor, or designee. 

 

SECTION 5: REMOVAL FROM OFFICE 

Any motion to suspend the term of any Officer of the Assembly shall become the first item of 

business at the next regularly scheduled meeting.  A special quorum of two-thirds of the 

membership is required before the motion may be brought to a vote.  A two-thirds majority of 
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those members present and voting and constituting at least 51% of the total membership is 

required for passage of the motion to suspend the term of office. 

 

ARTICLE 6: EXECUTIVE COMMITTEE 

 

SECTION 1: MEMBERSHIP 

The Executive Committee of the Assembly shall consist of the Chancellor, the two College 

Presidents, the two Academic Senate Presidents, the two Classified Senate Presidents, one 

student representative and the Officers of the Assembly.  Meetings of the Executive Committee 

will be chaired by the President of the Assembly. 

 

SECTION 2: MEETINGS 

The Executive Committee shall meet as often as necessary but at least once before each regular 

Assembly meeting and shall set the agenda for the regular meetings.  More frequent meetings 

may be scheduled by the President of the Assembly if deemed necessary. 

 

SECTION 3: AGENDA 

Agenda items may be submitted to the Executive Committee by any member of the Assembly or 

any employee of the SBCCD.  Agenda items must be submitted in writing.  Those items that 

require Assembly action must include a written summary and supporting documents. 

 

ARTICLE 7: MEETINGS 

 

SECTION 1: REGULAR AGENDA MEETINGS 

Meetings will be held on the first Tuesday of each month, except in January, June, July, and 

August which are dark. Regular Assembly meetings will be held at the District Office.  Unless 

otherwise specified, meetings will commence at 3:00 pm. If an issue to be addressed by the 

Assembly is of particular importance to either campus, the meeting will be held on that campus 

or on each campus in two consecutive months. Announcements of Assembly meetings on the 

campus will be made at least two weeks prior to the meeting, if possible. 

 

SECTION 2: SPECIAL AGENDA MEETINGS 

“Special meetings” may be called by the President of the Assembly.   Members of the Assembly 

must be notified of “special meetings” in a timely manner.   The meeting notice must identify 

the reasons for the “special meeting” and only the specific issue identified may be discussed 

and/or acted on at this meeting.  No other business will be conducted. 

 

SECTION 3: QUORUM 
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a. At Regular Agenda Meetings a Quorum shall consist of the members present 10 

minutes following the time the regular meeting is scheduled to start. 

b. At Special Agenda Meetings a Quorum shall consist of at least two (2) members from 

each recognized constituent group (as defined in Article 3, section 1). 

c. Once a Quorum has been established, the meeting shall be terminated only by a 

successful motion to adjourn the meeting. 

 

SECTION 4: OPEN MEETINGS 

All meetings of the Assembly are open.  An opportunity for public comment will be a consistent 

item on the agenda. 

 

SECTION 5: CONDUCT OF BUSINESS 

All business shall be conducted in a manner consistent with the spirit of Shared Governance. 

Decisions will be reached by consensus whenever possible.  When consensus cannot be reached, 

issues of a general concern will be decided by a simple majority vote.  Voting shall be by voice 

or show of hands when appropriate.  Each member shall have one vote. 

 

SECTION 6: DISPOSITION OF ISSUES 

In the spirit of Shared Governance, the Chancellor will normally accept the recommendations of 

the Assembly in matters of District policy and procedures; and, when appropriate, forward these 

recommendations to the Board of Trustees.  If the Chancellor does not agree with the Assembly 

recommendations, both views will be forwarded to the Board of Trustees in writing, and copies 

of the written recommendations will be presented to the members of the Assembly. 

 

SECTION 7: REGULAR ATTENDANCE 

Regular attendance by the Membership of the Assembly is essential to the success of the 

Assembly. The Assembly may establish rules and procedures to encourage prompt and regular 

attendance. 

 

SECTION 8: PARLIAMENTARY PROCEDURE 

Roberts Rules of Order (revised) shall govern the parliamentary proceedings at all meetings 

unless otherwise provided for herein. 

 

ARTICLE 8: COMMITTEES 

The Assembly shall have the right to establish committees in order to conduct the business of the 

Assembly.  Committee membership will be appointed by the Executive Committee of the Assembly 

and will be ratified by the Assembly as a whole. 
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 Approved 10/1/19 

 

District Assembly Constitution 
   

 

ARTICLE 9: DISTRICT RESPONSIBILITIES 

 

SECTION 1: FACULTY AND STAFF PARTICIPATION 

The success of the mission of the Assembly depends on the effective participation of all of the 

constituent groups.  To provide the time necessary for the Assembly to do its work, the District 

allocates to the Assembly reassigned time equivalent to .9 FTE, to be used as follows: 

 

a. President of the Assembly 0.4 FTE  

b. Vice President of the Assembly 0.1 FTE* 

*The remaining 0.4 reassigned time is to be used at the discretion of the Executive 

Committee and can be granted to members who take on special tasks. 

c. Classified staff who are elected to these offices and for whom reassigned time is 

impractical will be compensated with an appropriate stipend, to be determined by the 

Executive Committee.  Faculty who are elected to these offices can elect either the 

stipend described above or the reassigned time. 

 

SECTION 2: SUPPORT PERSONNEL 

The success of the mission of the Assembly depends on the effective communication of the 

Assembly with the various constituencies represented by Assembly membership. In order to 

accomplish this goal of effective communication, the District will provide clerical assistance and 

appropriate office space as necessary. 

 

ARTICLE 10: AMENDMENTS 

Any Assembly member may propose an amendment.  Amendments to the Constitution must be 

submitted in writing to the Executive Committee for review prior to its presentation to the whole 

Assembly.  The first presentation to the full Assembly shall constitute the First Reading where the 

proposed amendment can be debated.  No vote may be taken on a proposed amendment until the 

next regular meeting following the First Reading.  The provision for First Reading may be waived by the 

unanimous approval of the whole Assembly.  Amendments to the Constitution of the District Assembly 

will require a two-thirds majority vote of the members present and voting for approval.  The approving 

vote must constitute at least 51% of the total membership of the Assembly. 
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As of 11/3/19 
 

District Assembly Membership 
Two-Year Terms Ending Spring 2020 and Spring 2022 

 

 

 
 

 

President: Jeremiah Gilbert (2020) Recorder: Stacey Nikac 

Vice President:  Mark McConnell (2020) 

 

 

 

FACULTY 
 

Crafton Hills College (2) San Bernardino Valley College (3) 

T.L. Brink (2020) Craig Luke (2022) 

Laurie Green (2022) Bethany Tasaka (2020) 

Ginny Evans-Perry (2020) 

 

 

CLASSIFIED STAFF1
 

1To satisfy Education Code section 70901.2, two classified representatives from the General Membership is to be appointed by CSEA. 

 
District (1) Crafton Hills College (1) San Bernardino Valley College (1) 

Rhiannon Lares (2020) Ruby Zuniga (2020) Cassandra Thomas1 (2022) 
 

 

 

 

MANAGEMENT STAFF 

 
District (1) Crafton Hills College (1) San Bernardino Valley College (1) 

Jose Torres (2020) Keith Wurtz (2022) Stephanie Lewis (2020) 

 

 

 

STUDENTS 
 

Crafton Hills College (2) 

Leen Alkaddumi (2020)

San Bernardino Valley College (2) 

Adrian Rios (2020)

Sean Brown (alternate) (2020) Stacey Esparza(alternate) (2020) 
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As of 11/3/19 
 

District Assembly Membership 
Two-Year Terms Ending Spring 2020 and Spring 2022  

 

 

 

 

 

 

EX-OFFICIO 
 

1. Chancellor of the District 

2. President of Crafton Hills College 

3. President of San Bernardino Valley College 

4. President of the CHC Academic Senate 

5. President of the SBVC Academic Senate 

6. President of the CHC Classified Senate 

7. President of the SBVC Classified Senate 

8. President of the CHC Student Body Association 

9. President of the SBVC Student Body Association 

10. Executive Director of Research, Planning, & 

Institutional Effectiveness 

 

 

 

VESTED 

 

Black Faculty and Staff Association 

Latino Faculty and Staff Association 

CTA President (or designee) 

CSEA President (or designee) 

Confidential Group 

Management Association 

 

Bruce Baron  

Kevin Horan  

Diana Rodriguez  

Mark McConnell  

Celia Huston  

Brandi Mello  

Judy Rodriguez  

Tyrone Ross  

Adrian Rios 

Jeremiah Gilbert 

 

 

 

 

 
 

 

 

 

 

Keynasia Buffong 

Gabby Padilla  

Jeff Cervantez  

Kevin Palkki 

Cyndie St. Jean 

Colleen Gamboa 
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AP 3505 Emergency Response Plan
(Replaces current SBCCD AP 3740)

EMERGENCY RESPONSE AND EVACUATION PROCEDURES

General information about the emergency response and evacuation procedures for the District are publicized

each year as part of the District’s Clery Act compliance efforts and that information is available www.sbccd.org/

District_Police/Clery_Act.

All members of the campus community are notified on an annual basis that they are required to notify the San

Bernardino Community College District Police Department (SBCCD PD) of any incident on campus that

involves a significant emergency or dangerous situation that may involve an immediate or ongoing threat to the

health and safety of students and employees on campus. The SBCCD PD has the responsibility of responding

to, and summoning the necessary resources, to mitigate, investigate, and document any situation that may

cause a significant emergency or dangerous situation. In addition, the SBCCD PD personnel havehas a

responsibility to respond to such incidents to determine if the situation does in fact, pose a threat to the

campus community. If so, federal law requires that the institution immediately notify the campus community or

the appropriate segments of the community that may be affected by the situation.

Upon confirmation or verification by the SBCCD PD that a legitimate emergency or dangerous situation

involving an immediate threat to the health or safety of students or employees occurring in the District or on

campus, the SBCCD PD will, without delay, take into account the safety of the community, determine the

content of notifications, and deploy the District will, without delay, take into account the safety of the

community and determine the content of notifications and initiate the District's Emergency Notification System

(ENS) unless issuing a notification will, in the judgment of the first responders (including, but not limited to

SBCCD PD perspnnel), compromise the efforts to assist a victim or to contain, respond to, or otherwise

mitigate the emergency. District, SBCCD PD and Campus Personnel will determine the content of messaging

and will use some or all of the systems described below to communicate the threat to the campus community

or to the appropriate segment of the community, if the threat is limited to a particular building or segment of the

population.

In the event of a serious incident that poses an immediate threat to members of the campus community, the

District ENS has various systems in place for communicating information quickly. Some or all of these

methods of communication may be activated in the event of an immediate threat to the campus community.

These methods of communication include network e-mails, emergency text messages that can be sent to a

mobile phone or other digital device (individuals can sign up for this service on the District website), the public

address system, phone calling trees, the district website and scrolling emergency messages on District

connected computers. The SBCCD PD will post updates during a critical incident on the District website at
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• Network e-mail

• SMS text messages sent to mobile phones or other digital devices (requires individuals to “opt in” to

receiving SMS messaging via WebAdvisor)

• Live voice broadcasts via speakerphone

• Public address systems

• Posted information on District and/or college websites

• Social media sites and applications

• Scrolling emergency messages on District connected computers

• Hand-held radios

• Recorded voice messages: (909) 382-4002

• Phone calling trees

• Active Shooter / Armed Intruder

• Earthquake

• Wildfire

• Utility interruption

• Terrorist incident

• Bomb threat

• Civil unrest or rioting

www.sbccd.org. Individuals can call the District’s recorded information telephone line at (909) 382-4002 for

updates.

The District’s ENS has the ability to send text messages to the personal mobile phones of faculty, staff and

students who opt in to the system via our website.

When reasonable, a consultation group is responsible for issuing an ENS message. The consultation group

consists of: the Chief of Police or designee, the Chancellor or designee, the involved campus President or

designee, the involved campus and/or District Public Information Officer, and other stakeholders when needed.

They shall work in consultation to issue an ENS message if reasonable and possible. While efforts are made

to confer with the consultation group prior to issuing an ENS message, the Chief of Police or designee has

authority to issue an ENS without consultation when necessary to ensure the safety of the campus community.

The District ENS is comprised of several components designed for rapidly communicating information to the

entire District, a particular campus, or particular segments of the campus community.

In the event a serious incident poses an immediate threat to members of the campus community, the SBCCD

PD will use some or all of the ENS components described below to communicate that threat to the campus

community or to the appropriate segment of the community, if the threat is limited to a particular building or

segment of the population. These ENS communication components include:

During a critical incident, the SBCCD PD will ensure updated information is provided at established regular

intervals using any or all of the ENS components.

The involved campus and/or District’s Director of Marketing Public Information Officer will be responsible for

the dissemination of emergency information to the larger community (including external community members

and stakeholders) through press conferences, Public Affairs & Governmental Relations will be responsible for

the dissemination of emergency information to the larger community throughnews releases, social media

outlets, cell phone alerts, website announcements, radio, and TV alerts.

The following is a list of situations where one might expect an ENS message:
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• Explosion

• Approaching extreme weather

• Campus closure

• Other incident or situation requiring rapid communication of life safety information

The recipients of ENS messages are responsible for providing and updating their personal emergency contact

information with the District. All members of the campus community are encouraged to include their cellular

phone number and opt in to receiving ENS messages via text, which is the quickest form of communication.

TESTING EMERGENCY RESPONSE AND EVACUATION PROCEDURES

An evacuation drill is coordinated by the College Lead Safety Officers and the SBCCD PD two (2) times per

year for all facilities on campus. During exercises, students, faculty and staff learn the locations of the

emergency exits in campus building and are provided guidance about the direction they should travel when

exiting each facility for a short-tem building evacuation.

A minimum of two (2) evacuation drills for all facilities at each campus are scheduled and coordinated by the

College Lead Safety Officers and the SBCCD PD to test emergency response and evacuation procedures, as

well as to assess and evaluate emergency evacuation plans and capabilities. During these exercises,

students, faculty, and staff are provided guidance by trained staff members and learn the location of building

emergency exits, emergency response and evacuation procedures, as well as to assess and evaluate

emergency evacuation plans and capabilities.

Evacuation drills are monitored by the College Lead Safety Officers and the SBCCD PD to test and evaluate

egress and behavioral patterns. Exercise performance information is collected and After Action Reports (AAR)

are prepared by participating departments whichin order to assess and evaluate emergency plans and

capabilities, provide recommendations for improvement as well as, and to identify deficient equipment so that

repairs can be made immediately.

The District conducts announced and unannounced drills and exercisesFor each year and conducts follow-

through activities designed for assessment and evaluation of emergency plans and capabilities. The SBCCD

PD and College Lead Safety Officers coordinate announced evacuation drills two times per year , as described

above, to test the emergency response and evacuation procedures, and to assess and evaluate the

emergency evacuation plans and capabilities. For each test conducted, the College Lead Safety Officer and/or

the SBCCD PD will document a description of the exercise, the date, time, and whether it was announced or

unannounced. The District will publish a summary of its emergency response and evacuation procedures in

conjunction with at least one drill or exercise each calendar year.

PURPOSE

The Emergency Procedures are the District’s planned responses to all hazards on or affecting theeach

campus or, District facilities, or the surrounding community. The Emergency Procedures will be activated by

the Chancellor (or their designated representative) or the SBCCD PDChief of Police or designee after

consultation with the members of the consultation group. The Emergency Procedures detail actions and

responsibilities for all employees of the District.

While efforts are made to confer with the consultation group prior to activating the Emergency Procedures, the

Chief of Police or designee has authority to activate the Emergency Procedures without consultation when

necessary to ensure the safety of the campus community.

RESPONSIBILITY

Government Code Sections 3100-3101 state that all employees of the District are declared civil defense
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•

Declare a major emergency in the event of earthquake, explosion, flood, etc.

•

Assess the overall disaster based on reports from area managers.

•

Initiate the emergency notification chain (call back of employees) if necessary.

•

Mobilize any additional staff to heavily damaged areas.

•

Determine the ―”All-Clear” when the disaster is over.

• POLICE/FIRE/MEDICAL EMERGENCY:---------------------- 911

workers during emergencies, subject to such defense activities as may be assigned to them. Federal and state

regulations further state that all employees of the District must be trained and qualified in specified Federal

Emergency Management Agency (FEMA) courses depending on an employee’s emergency response

responsibilities.

EMERGENCY COMMAND POSTS (CIVILIAN AND LAW ENFORCEMENT)

The Emergency Command Posts will be activated during emergency situations. The Chief of Police or

designee and the Chancellor (oror designee after consultation with the members of the consultation group will

activate their designated representative) and the SBCCD PD Chief of Police (or their designated

representative) will activate their respective Emergency Command Posts and maintain effective

communications between the two Command Posts. The Emergency Command Post staffs will direct the

District’s response to the emergency situation, coordination with each other, coordination with outside

agencies, and requests for outside support. The Emergency Command Post staffs will be aided in their duties

by District, college and SBCCD PD personnel.

The Command Posts shall jointly:

Declare a major emergency in the event of earthquake, explosion, flood, etc.

Assess the overall disaster based on reports from area managers.

Initiate the emergency notification chain (call back of employees) if necessary.

Mobilize any additional staff to heavily damaged areas.

Determine the ―”All-Clear” when the disaster is over.

All press releases will be prepared by the Director ofinvolved campus and/or District Public and Governmental

RelationsInformation Officer. In the absence of this person, the key administrator will designate an individual

responsible for this function.

PREPAREDNESS

The District’s preparedness is based on pre-staged supplies, training and awareness, and emergency drills. All

employees of the District will receive training in responding to and managing emergency situations according

to federal and state laws and regulations. The best response to emergency situations is preparedness.

Please see the Confidential Administrative Staff Directory (i.e. confidential telephone list)District Wide Crisis

Emergency Card with administrative personnel (including Executive and Senior Administrative Assistants)

home phone numbers, cell phone numbers, and office phone numbers. This list is in the possession of all

Administrative Staffadministrative staff personnel and is not published in a public document.

EMERGENCY NUMBERS
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• SBCCD POLICE:--------------------------------------------------- (909) 384-4491

• EMERGENCY MANAGEMENT OFFICE: ------------------- (909) 382-4005

• FACILITIES / MAINTENANCE - SBVC: -------------------- (909) 384-8906

• FACILITIES / MAINTENANCE - CHC: --------------------- (909) 389-3384

• SAN BERNARDINO POLICE DEPARTMENT: ----------- (909) 383-5311

• SAN BERNARDINO CO. SHERIFF’S DEPT. ------------- (909) 918-2305

• AMERICAN RED CROSS: -------------------------------------- (909) 888-1481

• THE GAS COMPANY: -------------------------------------------- (800) 427-2200

• POISON CONTROL CENTER: -------------------------------- (800) 222-1222

• THE ELECTRIC COMPANY: ----------------------------------- (800) 611-1911

• POLICE/FIRE/MEDICAL

EMERGENCY:------------------------------------------------------------------------------------------------------------------ 911

• SBCCD POLICE

DEPARTMENT:----------------------------------------------------------------------------------------------------------- (909)

384-4491

• EMERGENCY MANAGEMENT OFFICE:

------------------------------------------------------------------------------------------------- (909) 382-4005

• FACILITIES / MAINTENANCE - SBVC:

-------------------------------------------------------------------------------------------------- (909) 384-8906

• FACILITIES / MAINTENANCE - CHC:

-------------------------------------------------------------------------------------------------- (909) 389-3384

• SAN BERNARDINO POLICE DEPARTMENT:

---------------------------------------------------------------------------------------- (909) 383-5311

• SAN BERNARDINO CO. SHERIFF’S DEPT.

------------------------------------------------------------------------------------------ (909) 918-2305

• AMERICAN RED CROSS:

------------------------------------------------------------------------------------------------------------------- (909) 888-1481

• THE GAS COMPANY:

------------------------------------------------------------------------------------------------------------------------- (800)

427-2200

• POISON CONTROL CENTER:

------------------------------------------------------------------------------------------------------------- (800) 222-1222

• THE ELECTRIC COMPANY:

----------------------------------------------------------------------------------------------------------------- (800) 611-1911

EMERGENCY ASSEMBLY AREAS

Emergency Designated Assembly areas have been determined and designated on each campus and at each

District facility location, and are shownindicated on the Arealocation specific Evacuation MapMaps. Assembly

areas will be subject to change during the construction periodperiods.

LEGAL RESPONSIBLITIES & DUTY ASSIGNMENTS

Legal responsibilities and duty assignments are listed in the District’s Emergency Operations Plan (EOP).

EMERGENCY NUMBERS

ADDITIONAL RESOURCES

There are a number of additional resources that are available regarding crisis response. These include, but are
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•

Call or have someone else call 911 immediately.

•

Move staff, faculty, students and visitors away from immediate vicinity of the crash.

•

If necessary, evacuate staff, faculty, students and visitors to a safe evacuation area away from the crash

scene.

•

Check to ensure that all staff, faculty, students and visitors have evacuated.

•

Maintain control of staff, faculty, students and visitors to ensure a safe distance from the crash site.

•

Document and report the names of individuals who are unaccounted for or absent.

•

not limited to, the following:

www.dhs.gov Department of Homeland Security

www.fema.gov Federal Emergency Management Agency

www.redcross.org American Red Cross

KVCR 91.9 FM San Bernardino, CA

KFRG 95.1 FM San Bernardino, CA

KOLA 99.9 FM San Bernardino, CA

KEZY 1240 AM San Bernardino, CA

KKDD 1290 AM San Bernardino, CA

KCAL 96.7 FM Redlands, CA

KLRD 90.1 FM Yucaipa, CA

KLYY 97.5 FM Riverside, CA

KGGI 99.1 FM Riverside, CA

KSPA 1510 AM Ontario, CA

KVFG 103.1 FM Victorville, CA

EMERGENCY PROCEDURESEMERGENCY PROCEDURES

AIRPLANE or VEHICLE CRASH

Call or have someone else call 911 immediately.

Move staff, faculty, students and visitors away from immediate vicinity of the crash.

If necessary, evacuate staff, faculty, students and visitors to a safe evacuation area away from the crash

scene.

Check to ensure that all staff, faculty, students and visitors have evacuated.

Maintain control of staff, faculty, students and visitors to ensure a safe distance from the crash site.

Document and report the names of individuals who are unaccounted for or absent.

If trained, and the scene is safe, be prepared to initiate first aid for any injured staff, faculty, students and
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If trained, and the scene is safe, be prepared to initiate first aid for any injured staff, faculty, students and

visitors.

•

Remain in the evacuation area and wait for further instructions, contact from SBCCD PD, official

emergency responders, SBCCD administration, or an “ALL CLEAR” message distributed via the ENS.

•

Call or have someone else call 911 immediately.

•

Approach in a calm manner and direct combatants to stop fighting.

•

DO NOT attempt to separate combatants during a physical altercation.

•

Try to keep combatants isolated from others, if possible, until SBCCD PD arrive.

•

If trained, and the scene is safe, be prepared to initiate first aid for any injured staff, faculty, students and

visitors.

•

Call or have someone call 911 immediately.

•

Evacuate the affected area at once, and if it is safe to do so, seal it off to prevent further contamination of

other areas; stay upwind of any contamination.

•

Avoid physical contact with others as much as possible.

•

Remain in the vicinity, and provide their names to first responders.

•

visitors.

Remain in the evacuation area until further instructions are provided by SBCCD administration, district

police, or other official emergency responders.

ASSAULT/FIGHTING

Call or have someone else call 911 immediately.

Approach in a calm manner and direct combatants to stop fighting.

DO NOT attempt to separate combatants during a physical altercation.

Try to keep combatants isolated from others, if possible, until Police arrive.

If trained, and the scene is safe, be prepared to initiate first aid for any injured staff, faculty, students and

visitors.

CHEMICAL OR HAZ MATHAZMAT SPILL

In the event of ANY spillage of a dangerous chemical or hazardous material:

Call or have someone call 911 immediately.

Evacuate the affected area at once, and if it is safe to do so, seal it off to prevent further contamination of

other areas; stay upwind of any contamination.

Anyone who may become contaminated as a result of being in the immediate area affected by the spill should:

Avoid physical contact with others as much as possible.

Remain in the vicinity, and provide their names to first responders.

To the best of your ability and without re-entering the affected area, assist first responders in determining
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To the best of your ability and without re-entering the affected area, assist first responders in determining

that everyone has been evacuated safely.

•

DO NOT return to any affected area unless it has been declared safe by SBCCD PD, official emergency

responders, SBCCD administration, or an “ALL CLEAR” message distributed via the ENS.

•

Required first aid and clean-up by specialized authorities should begin as soon as possible.

•

•

• Pull a fire alarm if one is nearby.

• Call or have someone else call 911 immediately and describe the location and size of the fire.

• Evacuate the area if you are unable to put the fire out.

•

Close all doors and windows to confine the fire and reduce oxygen—but DO NOT LOCK THEM.

•

EVACUATE when the sound of the fire alarm is heard.

•

DO NOT attempt to save possessions or collections at the risk of personal injury.

•

DO NOT USE ELEVATORS to evacuate a building.

•

Never allow the fire to come between you and the exit.

•

Report to an evacuation site away from the fire.

•

Document and report the names of individuals who are unaccounted for or absent.

•

that everyone has been evacuated safely.

DO NOT return to any affected area unless it has been declared safe to do so by SBCCD administration,

district police, or other official emergency responders.

Required first aid and clean-up by specialized authorities should begin as soon as possible.

FIRE

Upon discovery of an actual fire:

Pull a fire alarm if one is nearby.

Call or have someone else call 911 immediately and describe the location and size of the fire.

Evacuate the area if you are unable to put the fire out.

Close all doors and windows to confine the fire and reduce oxygen—but DO NOT LOCK THEM.

EVACUATE when the sound of the fire alarm is heard.

DO NOT attempt to save possessions or collections at the risk of personal injury.

DO NOT USE ELEVATORS to evacuate a building.

Never allow the fire to come between you and the exit.

Report to an evacuation site away from the fire.

Document and report the names of individuals who are unaccounted for or absent.

If trained, and the scene is safe, be prepared to initiate first aid for any injured staff, faculty, students and

visitors.
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If trained, and the scene is safe, be prepared to initiate first aid for any injured staff, faculty, students and

visitors.

•

DO NOT return to any affected area, building or facility and wait for further instructions, contact from

SBCCD PD, official emergency responders, SBCCD administration, or an “ALL CLEAR” message

distributed via the ENS.

•

Ask someone else to call 911 immediately and discreetly relay any information you obtain from the caller

to the 911 operator.

•

Keep the caller on the phone as long as possible and ask the following questions:

◦

When and where is the bomb right now?

◦

When is the bomb going to explode?

◦

What kind of bomb is it?

◦

What does it look like?

◦

Why did you place the bomb?

•

Check your immediate area for any suspicious devices, abandoned backpacks, boxes, etc. that do not

belong to anyone or seem to be out of place.

•

Limit usage of cell phones, radios or fire alarm system due to risk of activating a device.

•

If a suspicious device or package is found … DO NOT TOUCH.

DO NOT return to any affected area, building or facility unless it has been declared safe to do so by

SBCCD administration, district police, or other official emergency responders.

BOMB THREAT

If you receive a direct bomb threat via phone:

Ask someone else to call 911 immediately and discreetly relay any information you obtain from the caller

to the 911 operator.

Keep the caller on the phone as long as possible and ask the following questions:

When and where is the bomb right now?

When is the bomb going to explode?

What kind of bomb is it?

What does it look like?

Why did you place the bomb?

If a bomb threat alert is issued:

Check your immediate area for any suspicious devices, abandoned backpacks, boxes, etc. that do not

belong to anyone or seem to be out of place.

Limit usage of cell phones, radios or fire alarm system due to risk of activating a device.

If a suspicious device or package is found … DO NOT TOUCH.
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•

Clear the immediate area and call 911 immediately from a safe distance.

•

If directed by SBCCD PD, official emergency responders, SBCCD administration, or an ENS message,

evacuate a safe distance away from buildings.

•

Document and report the names of individuals who are unaccounted for or absent.

•

If trained, and the scene is safe, be prepared to initiate first aid for any injured staff, faculty, students and

visitors.

•

Take cover under tables, desk, and similar places that will give protection against flying glass and debris.

•

Call or have someone else call 911 immediately.

•

If directed to do so by SBCCD PD, official emergency responders, SBCCD administration, or an ENS

message, activate the fire alarm system and evacuate from the building to a safe evacuation area.

•

Beware of falling debris and electrical wires as you evacuate.

•

Document and report the names of individuals who are unaccounted for or absent.

•

If trained, and the scene is safe, be prepared to initiate first aid for any injured staff, faculty, students and

visitors.

•

DO NOT return to any affected area, building or facility unless it declared safe by SBCCD PD, official

emergency responders, SBCCD administration, or an “ALL CLEAR” message distributed via the ENS.

Clear the immediate area and call 911 immediately from a safe distance.

If directed by SBCCD administration, district police, or other official emergency responders, evacuate a

safe distance away from buildings.

Document and report the names of individuals who are unaccounted for or absent.

If trained, and the scene is safe, be prepared to initiate first aid for any injured staff, faculty, students and

visitors.

EXPLOSION

Take cover under tables, desk, and similar places that will give protection against flying glass and debris.

Call or have someone else call 911 immediately.

If directed to do so by SBCCD administration, district police, or other official emergency responders,

activate the fire alarm system and Evacuate from the building to a safe evacuation area.

Beware of falling debris and electrical wires as you evacuate.

Document and report the names of individuals who are unaccounted for or absent.

If trained, and the scene is safe, be prepared to initiate first aid for any injured staff, faculty, students and

visitors.

DO NOT return to any affected area, building or facility unless it has been declared safe to do so by

SBCCD administration, district police, or other official emergency responders.

ACTIVE SHOOTER / ARMED INTRUDER

IF AN ACTIVE SHOOTER, ARMED INTRUDER, OR WEAPONS ARE OBSERVED:
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•

Immediately call or direct someone to call 911

•

Take note of the assailant(s) description/behavior/weapons and report the details to the 911 operator

•

To increase everyone’s safety obey the verbal commands of any law enforcement personnel (i.e., freeze,

halt, stop, raise your hands, etc.)

A.

B.

A.

1. Run – Escape the area whenever possible and then notify authorities only when it’s safe to do so.

2. Hide – Get to a securable location where you can hide away from the assailants(s). Turn off any lights,

stay quiet, and notify authorities only if it’s safe to do so.

◦ Note: If possible, you should remain in the classroom, or secured area, and wait for further

instructions, contact from SBCCD PD, official emergency responders, SBCCD administration, or an

“ALL CLEAR” message distributed via the ENS.

3. Fight – This is the option of last resort. If you’re unable to secure your hiding location, prepare to fight or

use force against the shooter.

Immediately call or direct someone to call 911

Take note of the assailant(s) description/behavior/weapons and report the details to the 911 operator

To increase everyone’s safety obey the verbal commands of any law enforcement personnel (i.e., freeze,

halt, stop, raise your hands, etc.)

There are three basic actions one should take in such a violent situation: Run, Hide, or Fight.

Run – Escape the area whenever possible and then notify authorities only when it’s safe to do so.

Hide – Get to a securable location where you can hide away from the assailants(s). Turn off any lights,

stay quiet, and notify authorities only if it’s safe to do so.

Note: If possible, you should remain in the secured location until law enforcement personnel have cleared the

area and the police or SBCCD administration have given an all clear command to EVACUATE to a designated

evacuation zone.

Fight – This is the option of last resort. If you’re unable to secure your hiding location, prepare to fight or

use force against the shooter.

To report a crime, suspicious person, suspicious situation, or for non-emergency inquiries call the SBCCD

Police DepartmentPD at (909) 382-4491384-4491.

LOCKDOWN

LOCKDOWN is a security measure used to prevent armed violent intruders from entering occupied areas of

buildings and facilities, or areas of buildings and facilities, and to isolate students, faculty, staff, faculty,

students and visitors from danger while on campus or at any district facility.

The order to LOCKDOWN willshall be communicated via the SBCCD emergency notification

systemEmergency Notification System (ENS) to ensure wide and rapid distribution of the order. The

LOCKDOWN order may be further announced by instructors, announcements made by instructors or

workplace supervisors, or announcements made by Building Captains who are trained in emergency response

procedures.

Building Captains are designatedtrained individuals who are tasked with helping to respond appropriately to

emergency situations. In the event of an emergency, Building Captains will assist building occupants to
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•

Immediately close and lock all doors (if possible and safe to do so).

•

Close all windows and lower/close all window shades or blinds (if possible and safe to do so).

•

Turn off the lights.

•

Block any hallway in-door windows (if possible and safe to do so).

•

Move away from doors and windows, and get down on the floor to avoid discovery.

• Silence all mobile devices (phones, tablets, laptops, etc.).

•

Assist those needing any special assistance.

•

Document and report the names of individuals who are unaccounted for or absent.

•

If the scene is safe, and you are trained to do so, initiate first aid for any injured staff, faculty, students and

visitors.

•

Remain in the classroom, or secured area, and wait for further instructions, contact from SBCCD PD,

official emergency responders, SBCCD administration, or an "ALL CLEAR" message distributed via the

ENS.

respond correctly to LOCKDOWN procedures.

IfWhen a LOCKDOWN order is given, you should:

Immediately close and lock doors (if possible).

Close window shades or blinds if it appears safe to do so.

Turn off the lights.

Block any hallway windows (in doors) if it appears safe to do so.

Move away from doors and windows, and get down on the floor to avoid discovery.

Assist those needing any special assistance.

Document and report the names of individuals who are unaccounted for or absent.

If trained, and the scene is safe, be prepared to initiate first aid for any injured staff, faculty, students and

visitors.

Remain in the classroom, or secured area, and wait for further instructions from SBCCD administration,

district police, or other official emergency responders.

SHELTER-IN-PLACE

SHELTER-IN-PLACE is a short-term measure implemented when there is a need to isolate staff, faculty,

students and visitors from theany outdoor environment to prevent exposure tohazard (extreme weather,

airborne contaminants or, chemical release, and temporary hazardsincident).

This procedure includes closing all doors, windows and vents to outside air.

The order to SHELTER-IN-PLACE willshall be communicated via the SBCCD emergency notification

systemDistrict’s ENS to ensure wide and rapid distribution of the order. In addition, announcements madethe

SHELTER-IN-PLACE order may be further announced by instructors or, workplace supervisors, or

announcements made by Building Captains who are trained in emergency response procedures.
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•

Help to clear everyone from hallways.

• Immediately close and lock all doors.

• Close and secure all windows.

• Move away from doors and windows.

•

Assist those needing any special assistance.

• Document and report the names of individuals who are unaccounted for or absent.

• If the scene is safe, and you are trained to do so, initiate first aid for any injured staff, faculty, students and

visitors.

•

Remain in the classroom, or secured area, and wait for further instructions, contact from SBCCD PD,

official emergency responders, SBCCD administration, or an “ALL CLEAR” message distributed via the

ENS.

•

Respirations – difficulty or no breathing?

•

Pulse – weak or no heart rate?

•

Responsive – not awake /not alert?

•

What is the emergency situation?

Building Captains are designated individuals who are tasked with helping to respond appropriately to

emergency situations. In the event of an emergency, Building Captains will assist building occupants to

respond correctly to SHELTER-IN-PLACE procedures.

IfWhen a SHELTER-IN-PLACE order is given, you should:

Help to clear everyone from hallways.

Keep everyone in classrooms or offices until further instructions are received.

Assist those needing any special assistance.

Secure classrooms and offices by closing and locking doors and windows.

Remain in the classroom, or secured area, and wait for further instructions from SBCCD administration,

district police, or other official emergency responders.

MEDICAL EMERGENCY & FIRST AID

Is it an Emergency?

Respirations – difficulty or no breathing?

Pulse – weak or no heart rate?

Responsive – not awake /not alert?

EMERGENCIES INCLUDE: Uncontrolled bleeding, head injury, broken bones, poisoning, overdose, seizure,

allergic reaction, persistent chest pain or pressure, numbness or paralysis of arms or legs, sudden slurred

speech, major burns, intense pain.

Calmly communicate the following information to the 911 operator:

What is the emergency situation?
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•

What is the background of the emergency?

•

What’s your assessment?

•

What response do you expect?

•

Where is the location of the emergency? – SBVC or CHC, Building Name, Room Number, Phone Number

•

Bleeding – apply pressure.

•

Fracture – don’t move the person unless they must be moved to avoid further injury.

•

No Breathing or Pulse – begin CPR and send someone for AED.

•

Seizure – help to the floor, protect head; do not try to restrain.

•

Choking – Back blows and abdominal thrusts.

•

Emotional Upsets/Suicidal – stay with person until help arrives.

•

Impaled Object – don’t remove the object, just support the object with bandages.

•

Vomiting – move person onto their side.

•

Stay with the victim providing reassurance that help is on the way and keep them comfortable.

•

Stay at the scene until help arrives and clear “on-lookers” from the scene

•

What is the background of the emergency?

What’s your assessment?

What response do you expect?

Where is the location of the emergency? – SBVC or CHC, Building Name, Room Number, Phone Number

Before help arrives, if you are trained and the scene is safe:

Bleeding – apply pressure.

Fracture – don’t move the person unless they must be moved to avoid further injury.

No Breathing or Pulse – begin CPR and send someone for AED.

Seizure – help to the floor, protect head; do not try to restrain.

Choking – Back blows and abdominal thrusts.

Emotional Upsets/Suicidal – stay with person until help arrives.

Impaled Object – don’t remove the object, just support the object with bandages.

Vomiting – move person onto their side.

Stay with the victim providing reassurance that help is on the way and keep them comfortable.

Stay at the scene until help arrives and clear “on-lookers” from the scene

FOR MINOR INJURY OR ILLNESS:

Provide first aid using available campus medical supplies.
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Provide first aid using available campus medical supplies.

•

After initial treatment, students should be referred to the Student Health Center.

•

Staff should contact their supervisor immediately for appropriate treatment (Workers Comp Program).

•

Each Building Captain is responsible for the direct supervision of ANY individual located in their assigned

building and will do the following:

◦

Direct the evacuation of employees, students or visitors to designated Evacuation Sites (see

Evacuation Site Map).

◦

Immediately shut down all hazardous operations (equipment in use, etc.).

◦

Take personal items you can safely carry with you (Building Captain Response Kit, phone, purse,

briefcase).

◦

Shut all doors behind you as you go to slow the spread of fire, smoke, and water.

◦

Proceed as quickly as possible, but in an orderly manner.

◦

Accompany and assist handicapped personnel, students and visitors who appear in need of direction

or assistance.

◦

Once outside, move away from the structures and go to the designated Evacuation Site. Keep

roadways free for emergency vehicles.

◦

After initial treatment, students should be referred to the Student Health Center.

Staff should contact their supervisor immediately for appropriate treatment (Workers Comp Program).

EMERGENCY EVACUATION PROCEDURES

Building Captains will be called upon to be leaders in any evacuation scenario. Building Captain’s will be used

not only in operational leadership roles, but their technical expertise will be invaluable in roles where that

expertise is needed.

Each Building Captain is responsible for the direct supervision of ANY individual located in their assigned

building and will do the following:

Direct the evacuation of employees, students or visitors to designated Evacuation Sites (see

Evacuation Site Map).

Immediately shut down all hazardous operations (equipment in use, etc.).

Take personal items you can safely carry with you (Building Captain Response Kit, phone, purse,

briefcase).

Shut all doors behind you as you go to slow the spread of fire, smoke, and water.

Proceed as quickly as possible, but in an orderly manner.

Accompany and assist handicapped personnel, students and visitors who appear in need of direction

or assistance.

Once outside, move away from the structures and go to the designated Evacuation Site. Keep

roadways free for emergency vehicles.

Document and report the names of individuals who are unaccounted for or absent.
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Document and report the names of individuals who are unaccounted for or absent.

◦

If trained, and the scene is safe, be prepared to initiate first aid for any injured staff, faculty, students

and visitors.

•

Building Captains help individuals with disabilities evacuate by quickly assigning a “buddy” to lead them to

the closest safe evacuation area.

•

Building Captains should be familiar with emergency alarms and signs showing the emergency exit

routes. If an elevator is not available, or if it is unsafe to use, direct wheelchair-users to the top of the

nearest staircase where an Evac-Chair is located or the nearest designated area of rescue assistance.

•

Only individuals trained in the use of an Evac-Chair should attempt to transport someone using the chair.

•

If an individual is unable to be transported via an Evac-Chair, or if an Evac-Chair is not available,

immediately notify a member of the Emergency Response Team of the individual’s location.

•

When the earth begins shaking DROP, COVER and HOLD.

•

DO NOT evacuate immediately during the earthquake.

•

Keep away from overhead fixtures, glass windows, filing cabinets, shelves and bookcases.

•

Protect yourself at all times and be prepared for aftershocks.

•

Check for any injured, and if trained, be prepared to initiate first aid for any injured staff, faculty, students

and visitors.

If trained, and the scene is safe, be prepared to initiate first aid for any injured staff, faculty, students

and visitors.

Evacuation of Persons with Disabilities

Building Captains help individuals with disabilities evacuate by quickly assigning a “buddy” to lead them to

the closest safe evacuation area.

Building Captains should be familiar with emergency alarms and signs showing the emergency exit

routes. If an elevator is not available, or if it is unsafe to use, direct wheelchair-users to the top of the

nearest staircase where an Evac-Chair is located or the nearest designated area of rescue assistance.

Only individuals trained in the use of an Evac-Chair should attempt to transport someone using the chair.

If an individual is unable to be transported via an Evac-Chair, or if an Evac-Chair is not available,

immediately notify a member of the Emergency Response Team of the individual’s location.

EARTHQUAKE

If indoors:

When the earth begins shaking DROP, COVER and HOLD.

DO NOT evacuate immediately during the earthquake.

Keep away from overhead fixtures, glass windows, filing cabinets, shelves and bookcases.

Protect yourself at all times and be prepared for aftershocks.

Check for any injured, and if trained, be prepared to initiate first aid for any injured staff, faculty, students

and visitors.
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•

Assist any individuals with physical disabilities and find a safe place for them.

•

Call or have someone else call 911 immediately.

•

If the classroom, building or facility is heavily damaged, initiate immediate evacuation.

•

Proceed to the designated evacuation site.

•

Document and report the names of individuals who are unaccounted for or absent.

•

If trained, and the scene is safe, be prepared to initiate first aid for any injured staff, faculty, students and

visitors.

•

When the earth begins shaking DROP, COVER and HOLD.

•

Move quickly away from buildings, utility poles, and other structures.

•

Be alert for gas leaks, live wires, flooding, etc.

•

Protect yourself at all times and be prepared for aftershocks.

•

Check for any injured, and if trained, be prepared to initiate first aid for any injured staff, faculty, students

and visitors.

•

Assist any individuals with physical disabilities and find a safe place for them.

•

Call or have someone else call 911 immediately.

•

Proceed to the designated evacuation site.

Assist any individuals with physical disabilities and find a safe place for them.

Call or have someone else call 911 immediately.

If the classroom, building or facility is heavily damaged, initiate immediate evacuation.

Proceed to the designated evacuation site.

Document and report the names of individuals who are unaccounted for or absent.

If trained, and the scene is safe, be prepared to initiate first aid for any injured staff, faculty, students and

visitors.

If outdoors:

When the earth begins shaking DROP, COVER and HOLD.

Move quickly away from buildings, utility poles, and other structures.

Be alert for gas leaks, live wires, flooding, etc.

Protect yourself at all times and be prepared for aftershocks.

Check for any injured, and if trained, be prepared to initiate first aid for any injured staff, faculty, students

and visitors.

Assist any individuals with physical disabilities and find a safe place for them.

Call or have someone else call 911 immediately.

Proceed to the designated evacuation site.
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•

Document and report the names of individuals who are unaccounted for or absent.

•

If trained, and the scene is safe, be prepared to initiate first aid for any injured staff, faculty, students and

visitors.

•

DO NOT return to any affected area, building or facility unless it has been declared safe by SBCCD PD,

official emergency responders, SBCCD administration, or an “ALL CLEAR” message distributed via the

ENS.

•

If notified that flooding is possible take preventative measures to minimize flood damage. Move objects off

the ground and take small or light objects out of the affected area. SBCCD administrators will identify

temporary shelters to house materials.

•

Be prepared to move your vehicle if certain parking areas are at risk of being flooded.

Document and report the names of individuals who are unaccounted for or absent.

If trained, and the scene is safe, be prepared to initiate first aid for any injured staff, faculty, students and

visitors.

DO NOT return to any affected area, building or facility unless it has been declared safe to do so by

SBCCD administration, district police, or other official emergency responders.

DISASTER MANAGEMENT

Should an emergency or other major disaster strike a SBCCDparticular campus or the entire District, the need

for a coordinated response will be necessary. The SBCCDDistrict’s emergency response planEmergency

Response Plan for a major disaster is contained in the Emergency Operations Plan that is aligned with the

State of California “Standardized Emergency Management System (SEMS) and the National Incident

Management System (NIMS).

In an emergency, designated managers and supervisors will gather to implement the appropriate response.

These individuals will provide leadership, policy guidance, gather intelligence on the emergency and

development specific plans of action to best address the emergency. Our Campus Emergency Response

Team (CERT) will act on the behalf of the Collegeinvolved college, providing necessary resources and

support, timely situation analysis and needs assessments. The CERT will report to a pre-determined

Emergency Operations Center (EOC), which is properly equipped with communication capabilities to support

emergency response operations and provide coordination with outside agencies.

SBCCD administration will provide for the staff and students in an emergency. Through the coordination of the

EOC, the members of the collegecampus community will provide a skilled pool of professionals to deal with the

myriad of technical, medical, logistical and human relations challenges that are certain to arise in a major

disaster. It is to this end that these general emergency instructions are targeted.

FLOODING

If indoors:

If notified that flooding is possible take preventative measures to minimize flood damage. Move objects off

the ground and take small or light objects out of the affected area. SBCCD administrators will identify

temporary shelters to house materials.

Be prepared to move your vehicle if certain parking areas are at risk of being flooded.
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•

Be prepared to evacuate your location at a moment’s notice if your building or facility lies in a known flood

zone. If there is any possible danger or if given the order to do so, EVACUATE the building.

•

If evacuation is directed, if safe, unplug all electrical equipment. If there are electrical appliances or

electrical outlets in any flooded area do not proceed; there is an extreme danger of electrical shock. Do

not touch any electrical equipment if you are wet or standing in water. Secure vital records and take

personal belongings with you.

•

Report to an evacuation site away from the flooding. Document and report the names of individuals who

are unaccounted for or absent.

•

DO NOT return to any affected area, building or facility unless it has been declared safe by SBCCD PD,

official emergency responders, SBCCD administration, or an “ALL CLEAR” message distributed via the

ENS.

•

Do not try to walk or drive through flooded areas; stay away from moving water. The sheer force of just

six inches of swiftly moving water can knock people off their feet. Cars are easily swept away in just two

feet of water.

•

Stay away from flooded areas unless authorities ask for volunteers.

•

Stay away from downed power lines.

•

Be aware of areas where flood waters may have receded and may have weakened road surfaces.

•

Wash your hands frequently with soap and water if you come in contact with flood waters.

Be prepared to evacuate your location at a moment’s notice if your building or facility lies in a known flood

zone. If there is any possible danger or if given the order to do so, EVACUATE the building.

If evacuation is directed, if safe, unplug all electrical equipment. If there are electrical appliances or

electrical outlets in any flooded area do not proceed; there is an extreme danger of electrical shock. Do

not touch any electrical equipment if you are wet or standing in water. Secure vital records and take

personal belongings with you.

Report to an evacuation site away from the flooding. Document and report the names of individuals who

are unaccounted for or absent.

DO NOT return to any affected area, building or facility unless it has been declared safe to do so by

SBCCD administration, district police, or other official emergency responders.

If outdoors:

Do not try to walk or drive through flooded areas; stay away from moving water. The sheer force of just

six inches of swiftly moving water can knock people off their feet. Cars are easily swept away in just two

feet of water.

Stay away from flooded areas unless authorities ask for volunteers.

Stay away from downed power lines.

Be aware of areas where flood waters may have receded and may have weakened road surfaces.

Wash your hands frequently with soap and water if you come in contact with flood waters.

After the flood:
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•

Only authorized district or campus personnel are allowed access to flood-damaged buildings and areas.

Avoid flooded areas. Flood waters often undermine foundations, causing sinking; floors can crack or

break, buildings can collapse, and roads can crumble.

•

Report broken utility lines to the appropriate authorities.

•

Document and report the names of individuals who are unaccounted for or absent.

•

If trained, and the scene is safe, be prepared to initiate first aid for any injured staff, faculty, students and

visitors.

•

DO NOT return to any affected area, building or facility unless it has been declared safe by SBCCD PD,

official emergency responders, SBCCD administration, or an “ALL CLEAR” message distributed via the

ENS.

•

Do not throw away any flood-damaged items until an official inventory has been taken.

Only authorized district or campus personnel are allowed access to flood-damaged buildings and areas.

Avoid flooded areas. Flood waters often undermine foundations, causing sinking; floors can crack or

break, buildings can collapse, and roads can crumble.

Report broken utility lines to the appropriate authorities.

Document and report the names of individuals who are unaccounted for or absent.

If trained, and the scene is safe, be prepared to initiate first aid for any injured staff, faculty, students and

visitors.

DO NOT return to any affected area, building or facility unless it has been declared safe to do so by

SBCCD administration, district police, or other official emergency responders.

Do not throw away any flood-damaged items until an official inventory has been taken.

LEGAL RESPONSIBILITIES & DUTY ASSIGNMENTS

Legal Responsibilities of Public Employees During an Emergency

The Government Code of the State of California (Title 1, Division 4, Chapter 8, Section 3101) has defined the

term “public employees” to include all persons employed by the state or any county, city, city and county, state

agency or public district, excluding aliens legally employed. It also defines the term “disaster service worker” to

include all public employees.

State of California, Government Code Title 1, Division 4, Chapter 8, Section 3100:

It is hereby declared that the protection of the health and safety and preservation of the lives and property of

the people of the state from the effects of natural, man-made, or war-caused emergencies which result in

conditions of disaster or in extreme peril of life, property, and resources is of paramount state importance

requiring the responsible efforts of public and private agencies and individual citizens. In furtherance of the

exercise of the police power of the state in protection of its citizens and resources, all public employees are

hereby declared to be disaster service workers subject to such disaster service activities as may be assigned

to them by superiors or by law.

CIVILIAN EMERGENCY COMMAND POST

The Civilian Emergency Command Post, from which the Chancellor (or their designated representative)or

designee will direct operations, will be dictated by the Chancellor, safety considerations, and necessitated by
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A.

the emergency situation.

LAW ENFORCEMENT COMMAND POST

The Law Enforcement Command Post, from which the SBCCD PD Chief of Police (or their designated

representative)or designee will direct public safety operations, will be dictated by SBCCD PD Chief of Police,

safety considerations, and necessitated by the emergency situation.

ASSIGNMENT OF DUTIES

Every staff member has a responsibility for performing certain duties in times of emergency. Specific

assignments are outlined and additional assignments may be given via the chain of command.

The Chancellor is responsible for the control and welfare of its students. The Chancellor (oror designee directs

the college staff in the implementation of EMERGENCY PROCEDURES and the assignment of duties as

outlined. The Chancellor or designee is the overall commander of any and all operations on the campus during

normal and emergency operations. After the people present on campus have been evacuated to an

appropriate evacuation assembly area and their designated representative) directs the college staff in the

implementation of EMERGENCY PROCEDURES and the assignment of duties as outlined. The Chancellor (or

their designated representative)safety is the overall commander of any and all operations on the campus

during normal and emergency operations. After the people present on campus have been evacuated to an

appropriate evacuation assembly area and their safety is secured, the Chancellor or designee may instruct

College Presidents, Chief of Police, and Director of Marketing,the involved campus and/or District Public

Affairs & Governmental Relations (Public Information Officer) to meet at the Civilian Command Post where

they will be briefed by them on their findings from their personnel after which they will give them direction for

further activities. TheyThe Chancellor or designee will brief the Board of Trustees as necessary and to the

extent possible on the state of affairs as the situation permits.

The administrator on duty will direct the college staff in the implementation of Emergency Procedures and the

assignment of duties as outlined until their respective president (or their designated representative) assumes

control of the emergency situation. The administrator on duty will be contacted immediately and apprised of

the emergency situation by SBCCD PD and will, in turn, report this information directly to the College President

(or their designated representative) and to the Director of Marketing,or designee and the involved campus and/

or District Public Affairs & Governmental Relations (Public Information Officer).

Presidents and Campus Lead Safety Officers will proceed to the evacuation assembly areas designated for

their personnel and confer with them to determine who may need rescue and the last known location(s) of the

missing. The College Presidents and Campus Lead Safety Officers will assign their personnel further activities

which may include providing assistance to the injured, relocating groups of people, or responding to the

Civilian Emergency Command Post to assist as necessary.

Faculty members, managers, and supervisors will escort their students, personnel, and visitors to their

designated evacuation assembly areas and determine who did not arrive as well as seek medical attention for

the injured and note any additional people who may be present in their evacuation assembly area. They will

report this information and the last known location of the missing to their Presidents and Campus Lead Safety

Officers. They will also report to their College Presidents and Campus Lead Safety Officers other information

they deem important such as hazards noted in their areas during their egress.

Facilities Department personnel will be responsible for the use of emergency equipment, the handling of

emergency supplies, and the safe use of available utilities. They will:

Survey the campus and report damage through their chain of command.
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B.

C.

D.

E.

1. Survey the campus and report damage through their chain of command.

2. Assist in rescue operations as directed (i.e., operate lifting equipment, cutting torches to free victims,

etc.).

3. Assist in disaster fire suppression activities if trained and directed to do so.

4. Assist in controlling main shut-off valves for gas, water, and electricity.

5. Disburse emergency equipment as needed.

•

The quickest and easiest way to obtain professional help for any type of emergency not specifically

covered by these procedures is to phone 911 or the SBCCD PD for assistance. Dial extension 4491 from

on-campus phones or dial (909) 384-4491 from a mobile phone or when off campus.

•

When calling stay calm, and carefully explain the problem and location to the Dispatcher.

•

Quickly notify your instructor or immediate supervisor of the emergency and begin to take the appropriate

action warranted by the situation.

References:

Attachments:

AP 3505 Emergency Response Plan -

Comments

AP 3505 Emergency Response Plan - Legal

Citations

Assist in rescue operations as directed (i.e., operate lifting equipment, cutting torches to free victims,

etc.).

Assist in disaster fire suppression activities if trained and directed to do so.

Assist in controlling main shut-off valves for gas, water, and electricity.

Disburse emergency equipment as needed.

Clerical staff will help provide for the safety of essential school records and documents, operate telephones,

and act as messengers and couriers when directed.

Cafeteria staff will make food stock and water available to campus emergency service providers whenever

feeding becomes necessary during a disaster.

REPORTING EMERGENCIES NOT PREVIOUSLY COVERED:

The quickest and easiest way to obtain professional help for any type of emergency not specifically

covered by these procedures is to phone SBCCD PD for assistance. Dial extension 4491 from on-campus

phones or dial (909) 384-4491 from a mobile phone or when off campus.

When calling stay calm, and carefully explain the problem and location to the Dispatcher.

Quickly notify your instructor or immediate supervisor of the emergency and begin to take the appropriate

action warranted by the situation.

Education Code Sections 32280 et seq. and 71095; Government Code Sections 3100 and 8607(a); Homeland

Security Act of 2002; National Fire Protection Association 1600; Homeland Security Presidential Directive-5;

Executive Order S-2-05; California Code of Regulations Title 19, Sections 2400-2450; 34 Code of Federal

Regulations, Section 668.46(b)(13) and (g)
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BP 3505 Emergency Response Plan

•

•

•

(Replaces current SBCCD BP 3740)

The District shall have emergency response and evacuation and notifications procedures for communicating to

the campus community in the event of a significant emergency or dangerous situation involving an immediate

threat to the health or safety of students, faculty, staff and visitors occurring at District Facilities and/or College

Campuses.

The Chancellor shall establish procedures that ensure that the District implements a plan to be activated in

the event of an emergency or the occurrence of a natural disaster or hazardous condition. This plan must

comply with the California's Standardized Emergency Management System (SEMS), the National Incident

Management System (NIMS), and shall incorporate the functions and principles of the Incident Management

System (ICS), the Master Mutual Aid Agreement (MMAA) and any other relevant programs. The plan must

incorporate NIMS and SEMS to facilitate the coordination between and among various responding and

assisting agencies in the event of an emergency or natural disaster. Additionally, the District must be compliant

with NIMS and SEMS standards in order to receive federal or state funding.

Compliance with NIMS and SEMS mandates include but are not limited to:

Establishing disaster preparedness procedures and an Emergency Operations Plan (EOP); And

The completion of training by college personnel in compliance with NIMS and SEMS guidelines

Training requirements vary based on job titles or assigned roles within the emergency plan

District and College personnel must be informed that as public employees, they are also disaster service

workers during national, state and local emergencies. The District must ensure that its employees are in

compliance with the disaster service worker oath requirements.

The Chancellor should ensure that a team is created to carry out compliance with NIMS and SEMS

mandates. The responses to emergencies or natural disasters are organized by SEMS into five categories:

field response, local government, operational areas, regions, and State.

The EOP shall contain information regarding response protocols, emergency operations activation procedures

and chain of command responsibilities. Compliance with NIMS mandates requires addressing all phases of

emergency management; Mitigation, Planning, Preparedness, Response, and Recovery. The District must

ensure that its plan is updated regularly.
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AP 3900 Speech: Time, Place, Manner

Option 1:

(Replaces current SBCCD AP 5550)

The students and employees of the District and members of the public shall be permitted to exercise

their rights of free expression subject to the time, place, and manner policies and procedures

contained in Board Policy 3900 and these procedures.The students and employees of the District and

members of the public shall be permitted to exercise their rights of free expression subject to the time, place,

and manner policies and procedures contained in Board Policy 3900 and these procedures.

Note: The following text offers the option of limiting expressive activities to certain areas of campus

and is not legally required. If the District wishes to designate such areas, we encourage districts to

consult with counsel for any recent development on the law governing the ability of California

community colleges to do so.

The college(s) of the District [is/are] non-public forums, except for the following areas, which are

reserved for expressive activities which do not violate District policy and which are lawful; [ include a

list of areas ]. These areas are chosen so as to provide visibility and allow communication to a large

number of students, administrators, faculty, and others walking or traveling on campus but also so as

not to disrupt educational and other activities of the District on behalf of students:The colleges of the

District are non-public forums, except for the following areas, which are reserved for expressive activities

which do not violate District policy and which are lawful; those areas generally available to students and the

community, defined as grassy areas, walkways, and other similar common areas. These areas are chosen so

as to provide visibility and allow communication to a large number of students, administrators, faculty, and

others walking or traveling on campus but also so as not to disrupt educational and other activities of the

District on behalf of students:

These areas are designated public forums. The District reserves the right to revoke that designation

and apply a non-public forum designation.These areas are designated public forums. The District reserves

the right to revoke that designation and apply a non-public forum designation.

The District reserves the right to designate areas as non-public forums as necessary to prevent the

substantial disruption of the orderly operation of the college. Areas of the college that are non-public

forums specifically include campus offices, classrooms, warehouses, maintenance yards, or locker

rooms, and any other area not specified above.The District reserves the right to designate areas as non-

public forums as necessary to prevent the substantial disruption of the orderly operation of the college. Areas

of the college that are non-public forums specifically include campus offices, classrooms, warehouses,
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Option 2:

maintenance yards, or locker rooms, and any other area not specified above.

Note: If the District does not wish to limit expressive activities by students and non-students to

particular areas as described above, it can use the following language in place of the "list of areas"

specified above: "those areas generally available to students and the community, defined as grassy

areas, walkways, and other similar common areas." Given the developing nature of this area of the

law, we recommend consulting local counsel on the choice of language.

Note: The language is legally advised. Districts should consult with local counsel to ensure the District

complies with federal and state law regarding speech and expressive activities.

The use of these areas reserved and open for expressive activities is subject to the following:The use

of these areas reserved and open for expressive activities is subject to the following:

No person using the areas shall touch, strike or physically impede the progress of passersby, except

for incidental or accidental contact or contact initiated by a passerby.No person using the areas shall

touch, strike or physically impede the progress of passersby, except for incidental or accidental contact or

contact initiated by a passerby.

Persons using areas shall not use any means of amplification that creates a noise or diversion that

disturbs the orderly conduct of the campus or classes taking place at that time.Persons using areas

shall not use any means of amplification that creates a noise or diversion that disturbs the orderly conduct of

the campus or classes taking place at that time.

Persons using the areas reserved for expressive activities shall not disrupt the orderly operation of the

college.Persons using the areas reserved for expressive activities shall not disrupt the orderly operation of the

college.

Note: The following is legally advised. Local practice may be inserted.

Non-student, community groups wishing to engage in speech or expressive activities on campus, in

the areas designated as public forums, must check in with the District to [ the CEO's designee ] prior

to engaging in the activities. This does not involve an advance approval process. No illegal activities

will be permitted, no activities that violate District or campus rules, including rules and laws on illegal

harassment and discrimination, and none that will substantially interfere with or disrupt activities

already scheduled for that day and time in the designated areas, as described below. In the event the

area sought to be used for expressive activities has already been reserved for another activity so that

there will be substantial interference or disruption based on noise, overcrowding, or other

considerations unrelated to content, the District will offer alternative available areas or if none are

available offer alternative dates. Students, outside organizations, and others are encouraged to make

reservations in advance to use the areas for their expressive activities through the use of optional

reservation forms. Non-student, community groups wishing to engage in speech or expressive activities on

campus, in the areas designated as public forums, must check in with the District to [ the CEO's designee ]

prior to engaging in the activities. This does not involve an advance approval process. No illegal activities will

be permitted, no activities that violate District or campus rules, including rules and laws on illegal harassment

and discrimination, and none that will substantially interfere with or disrupt activities already scheduled for that

day and time in the designated areas, as described below. In the event the area sought to be used for

expressive activities has already been reserved for another activity so that there will be substantial interference

or disruption based on noise, overcrowding, or other considerations unrelated to content, the District will offer
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Posting

• From current SBCCD AP 5550 titled Speech: Time, Place, and Manner

I. GENERAL PROVISIONSGENERAL PROVISIONS

A. Definitions:Definitions:

1. President: Refers to chief administrative officer and the designees of the President.

2. Chancellor: Refers to the Chancellor of the District and the designees of the Chancellor

3. Day: Unless otherwise provided, a day shall mean any day on which the Campus administrative

offices are open for business during normal working hours.

4. DPF: Designated Public Forum.

5. Reservations: Reservations to use the DPF Areas, as defined herein, are optional. Any person

or group intending to use the DPF area may reserve the DPF Areas in accordance with Section

II. C. 1-3 of this procedure.

6. Campus Communication: communications from the administration of any college or location;

any official staff organization; and any official student group, including student government or

student clubs. Any campus communication shall identify the entity or group responsible for it.

alternative available areas or if none are available offer alternative dates. Students, outside organizations, and

others are encouraged to make reservations in advance to use the areas for their expressive activities through

the use of optional reservation forms.

Note: If the District opts to require advance notice for outside groups, it is advisable not to require

notice more than three (3) business days in advance, so as to avoid challenge. It is also advisable to

check with legal counsel concerning any current developments that affect advance notice

requirements.

All persons using the areas that are designated public forums shall be allowed to distribute petitions,

circulars, leaflets, newspapers, and other printed matter. Such distribution shall take place only within

those areas. Those persons distributing printed material must, prior to their departure from the areas

that day, make reasonable efforts to retrieve, remove or properly discard material that is discarded or

dropped in or around the areas other than in an appropriate receptacle.All persons using the areas that

are designated public forums shall be allowed to distribute petitions, circulars, leaflets, newspapers, and other

printed matter. Such distribution shall take place only within those areas. Those persons distributing printed

material must, prior to their departure from the areas that day, make reasonable efforts to retrieve, remove or

properly discard material that is discarded or dropped in or around the areas other than in an appropriate

receptacle.

Bulletin boards shall be provided for use in posting materials at campus locations convenient for use

by students, staff, and members of the public. All materials displayed on a bulletin board shall clearly

indicate the author or agency responsible for its production and shall be dated with the date of posting

by the [designated authority]. Materials displayed shall be removed after the passage of [insert

number; at least ten] days.Bulletin boards shall be provided for use in posting materials at campus locations

convenient for use by students, staff, and members of the public. All materials displayed on a bulletin board

shall clearly indicate the author or agency responsible for its production and shall be dated with the date of

posting by the [designated authority]. Materials displayed shall be removed after the passage of [insert

number; at least ten] days.
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B. Disclaimer and DefenseDisclaimer and Defense

The District disclaims any liability for any damages for any defamation alleged to be committed by

any student or member of the public using District facilities, and further disclaims any liability for

damages for any violation of copyright, trademark, or service mark laws alleged to be committed

because of any posting or distribution of material on campus. Nothing in these rules permitting

speech and/or distribution of materials on its college campuses and property, shall be construed as

requiring the District to provide any defense or payment of damages for defamatory statements

made by any student, faculty or staff member, or member of the public, nor shall these rules be

construed as requiring the District to provide any defense or payment of damages for violations of

copyright, trademark or service mark laws.

C. ObscenityObscenity

For purposes of the board policy and this regulation, the term "obscene" shall be determined in

accordance with the current legal standards.

D. Consequences for ViolationConsequences for Violation

1. The right of members of the general public to utilize District facilities may be revoked if they

violate the provisions of board policy and administrative procedures while utilizing District

facilities.

2. The disciplinary penalties and procedures set forth in the Student Code of Conduct are

applicable to students for violations of the board policy and the procedure and are incorporated

herein. (See Administrative Procedure 5500)

E. Financial ResponsibilityFinancial Responsibility

All persons who use District property shall pay for:

a. expenses incurred above the ordinary campus maintenance, and operating costs such as

"supplies, utilities, janitorial services, services of any other District employees" necessitated by

the organization's use of District facilities and property; and

b. the direct costs of security incurred above ordinary security

II. USE OF FACILITIESUSE OF FACILITIES

A. DPF Areas

1. Crafton Hills College

The following exterior property at Crafton Hills College may be used for speech and advocacy to

the extent permitted herein:

a. the grassy area in the northeast section of the Library (LR) quad and the adjacent north/

south sidewalk

b. the east/west sidewalk and the grassy area immediately south of the Classroom Building

(CL) and west of the Library (LR)

c. the east/west walkway between the Occupational Education 1 (OE1) building and the

Chemistry and Health Science (CHS) building

d. additional areas may be designated by the President
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2. San Bernardino Valley College

The following exterior property at San Bernardino Valley College may be used for speech and

advocacy to the extent permitted herein:

a. the posted area north of the Campus Center (CC) building. Activities (setup, tables, etc.)

must stay within the designated area and a minimum of 25 feet from all doorways

b. the adjacent lawn area and walkways south of the Auditorium building. The area south of

the Auditorium shall be referred to collectively as the "Auditorium Quad"

c. the posted sidewalk and lawn area south of the tennis courts. Activities (setup, tables, etc)

must stay within the designated area and a minimum of 25 feet from all gates

d. the lawn area and walkway east of Health and Life Sciences (HLS) building bordered by

the temporary staff lot

e. additional areas may be designated by the President

B. Non Blockage of Areas Non Blockage of Areas

Tables and chairs may be placed within the DPF area provided that walkways and entrances are not

blocked.

C. No Reservations Needed to Use DPF Areas No Reservations Needed to Use DPF Areas

1. Any person or group desiring to use one of the areas may do so provided it is not in use.

2. Any person or group intending to use these areas shall notify the Office of Student Life at least

one hour before use.

3. A user may be denied use of the area by the appropriate College office given any of the

conditions below:

a. there is an existing user and no agreement has been reached as to sharing the areas

b. the area is undergoing general maintenance

c. the person or group has, on prior occasions, made intentional material misrepresentations

regarding the nature or scope of an event or activity previously permitted, or has violated

the terms of prior use

d. the person or group has on prior occasions damaged District property and has not paid in

full for such damage

e. the use or activity would conflict with previously planned programs organized and

conducted by the District and previously scheduled for the same time and place

f. the use or activity intended by the person or group would present a danger to the health or

safety of the person or group, or other students, community members, faculty, or staff of

the District

g. the use or activity is prohibited by law

4. Use of the designated area(s) will not be construed as the use of a "facility" or "service" of the

District and/or College pursuant to the Civic Center Act policies and procedures. Therefore, a

student or member of the community that wishes to speak and/or distribute written materials in

the designated area does not have to apply for or receive a permit prior to using the designated

area.
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Students and members of the community who wish to reserve space in a College facility and/or use

the services of a College department (such as food, equipment, janitorial, power, or audio/visual)

must follow the procedures set forth in Board Policy 6700 and Administrative Procedure 6700 and

the other applicable policies and procedures of the District regarding its use of facilities.

D. AmplificationAmplification

The following requirements and restrictions are in place to respect the integrity of the educational

process and prevent disruption of the learning environment and operations of the colleges. The

following apply to amplification equipment/ systems:

1. Amplification is not permitted during finals week of each semester.

2. Levels of amplification:

San Bernardino Valley College San Bernardino Valley College

No amplification

Crafton Hills College Crafton Hills College

Not to exceed 60 decibels (as measured in any classroom or office)

Users of the areas must bring their own amplification system or unit. Crafton Hills College has no

responsibility to supply or provide extension cords or amplifiers to those users supplying their own

amplification.

III. POSTING OF MATERIALPOSTING OF MATERIAL

Material may be posted in and on the permitted locations. Please refer to campus posting policy. All

postings, except campus communications relating to college events which have not concluded, will be

removed periodically. Postings will also be removed if they:

1. Are obscene.

2. Create a clear and present danger of the commission of unlawful acts on District property, or of

violence, or the substantial disruption of the orderly operation of the District.

IV. DISTRIBUTION OF HANDBILLS, CIRCULARS, OR ADVERTISEMENTSDISTRIBUTION OF

HANDBILLS, CIRCULARS, OR ADVERTISEMENTS

A. Handbills, circulars, or advertisements may only be distributed in the DPF areas.

B. Distributors are required to remove material immediately following the use of the DPF area. The

failure to remove litter may result in a charge to the distributor for costs incurred in litter removal and/

or denial of future use of the areas.

V. OBSCENE, DEFAMATORY, OR INCITEFUL MATERIALSOBSCENE, DEFAMATORY, OR INCITEFUL

MATERIALS

Nothing in this section shall be deemed to permit the distribution of material that is obscene, defamatory,

or incites students as to create a clear and present danger of the commission of unlawful acts on

community college premises, or the violation of lawful community college regulations or the substantial

disruption of the orderly operation of the community college.

VI. ADVERTISEMENT OF UNLAWFUL SUBSTANCESADVERTISEMENT OF UNLAWFUL SUBSTANCES
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All advertisements which advertise illegal substances as identified by the laws of the United States and/or

the State of California are prohibited. The following are prohibited:

A. Illegal substances as identified by the Federal Government, and/or by the State of California.

B. Explosive material of any kind.
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AP3900-OLD.pdf

Legal Update 33 Overview Rev. 10-25-18.docx

Education Code Sections 76120 and 66301
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BP 3900 Speech: Time, Place, and Manner

• From current SBCCD BP 5550 titled Speech: Time, Place, and Manner

(Replaces current SBCCD BP 5550)

Students, employees, and members of the public shall be free to exercise their rights of free

expression, subject to the requirements of this policy.Students, employees, and members of the public

shall be free to exercise their rights of free expression, subject to the requirements of this policy.

The colleges of the District are non-public forums, except for those areas designated public forums available

for the exercise of expression by students, employees, and members of the public as Free Speech

Areas, which are limited public forumspublic forums available for the exercise of expression by students,

employees, and members of the public as Free Speech Areas, which are limited public forums. The Chancellor

shall enact such administrative procedures regulationsprocedures regulations as are necessary to reasonably

regulate the time, place,, and manner of the exercise of free expression in the designated public forums

limited public forumsdesignated public forums limited public forums.

The administrative procedures promulgated by the Chancellor shall not prohibit the right of students any

personstudents any person to exercise free expression, including but not limited to the use of bulletin

boards,use of bulletin boards, distribution of printed materials or petitions in those parts of the college

designated as Free Speech areasin those parts of the college designated as Free Speech areas, and the

wearing of buttons, badges, or other insignia.

Students, District employees and members of the public shall be free to exercise their rights of free

expression, subject to the requirements of this policy.Students, District employees and members of the public

shall be free to exercise their rights of free expression, subject to the requirements of this policy.

Speech shall be prohibited that is defamatory, obscene according to current legal standards, or which so

incites others as to create a clear and present danger of the commission of unlawful acts on DdistrictDistrict

property or the violation of DdistrictDistrict policies or procedures, or the substantial disruption of the orderly

operation of the District.

Nothing in this policy shall prohibit the regulation of hate violence directed at students in a manner that

denies their full participation in the educational process (Education Code Section 66301(e))directed at

students in a manner that denies their full participation in the educational process (Education Code Section

66301(e)), so long as the regulation conforms to the requirements of the First Amendment to the United States

Constitution, and of Section 2 of Article 1 of the California Constitution. Students may be disciplined for

harassment, threats, intimidation, or hate violence intimidationhate violence intimidation unless such speech

is constitutionally protected.
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Current Status: Draft PolicyStat ID: 7257221

Origination: N/A

Last Approved: N/A

Last Revised: N/A

Next Review: N/A

Owner: Academic Senates Academic

Senates

Policy Area: Chapter 4 Academic Affairs

References: Legally Required

AP 4320 Off-Campus Speakers

• From current SBCCD AP 4320 titled Off-Campus Speakers

A. Invitation to Speak

Individuals from off campus may be invited to speak on campus by a member of the faculty, faculty

organizations, a department or division, the administration, or by a recognized student group that has a

charter filed with the student activities office.

B. Disclaimer

At the time of the speech, the host must announce that the speaker's views are his/her own and do not

reflect the views of the college.

C. Classroom Speakers

Speakers invited to individual classes as part of routine classroom instruction shall be exempted from the

requirements listed here, except that the Vice President of Instruction must be notified in advance in

writing to visiting classroom speakers.

D. Notification

The college president shall be notified at least two weeks prior to the date of the event.

E. Scheduling

The host is responsible for all special arrangements to include room reservations and any special

equipment necessary for the presentation.

F. Publicity

The host is responsible for all publicity. Announcements, brochures, etc., must be cleared through the

Public Information Office.

G. Fees

Any fee and/or other costs of the event shall be the responsibility of the host.

H. Objections:

(Replaces current SBCCD AP 4320)
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1. In the event that a member of the academic community or the community at large deems the

appearance of a particular speaker inappropriate, he/she may lodge a written objection with the

college president no later than three school days before the scheduled appearance.

2. The president shall convene the appropriate college committee to determine the validity of the

complaint.

Reference:

Attachments:
AP 4320 Off-Campus Speakers - Comments

AP 4320 Off-Campus Speakers - Legal

Citations

Invitation to Speak

Individuals from off campus may be invited to speak on campus by a member of the faculty, faculty

organizations, a department or division, the administration, or by a recognized student group that has a charter

filed with the student activities office.

Disclaimer

At the time of the speech, the host must announce that the speaker's views are his/her own and do not reflect

the views of the college.

Classroom Speakers

Speakers invited to individual classes as part of routine classroom instruction shall be exempted from the

requirements listed here, except that the Vice President of Instruction must be notified in advance in writing to

visiting classroom speakers.

Notification

The college president shall be notified at least two weeks prior to the date of the event.

Scheduling

The host is responsible for all special arrangements to include room reservations and any special equipment

necessary for the presentation.

Publicity

The host is responsible for all publicity. Announcements, brochures, etc., must be cleared through the Public

Information Office.

Fees

Any fee and/or other costs of the event shall be the responsibility of the host.

Objections

In the event that a member of the academic community or the community at large deems the appearance of a

particular speaker inappropriate, he/she may lodge a written objection with the college president no later than

three school days before the scheduled appearance.

The president shall convene the appropriate college committee to determine the validity of the complaint.

No specific references
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Current Status: Draft PolicyStat ID: 7257226

Origination: N/A

Last Approved: N/A

Last Revised: N/A

Next Review: N/A

Owner: Academic Senates Academic

Senates

Policy Area: Chapter 4 Academic Affairs

References: Legally Required

BP 4320 Off-Campus Speakers

• From current SBCCD BP 4320 titled Off-Campus Speakers

Reference:

Attachments:

BP 4320 Off-Campus Speakers - Comments

BP 4320 Off-Campus Speakers - Legal

Citations

BP4320 -OLD.pdf

(Replaces current SBCCD BP 4320)

Individuals from off campus may be invited to speak on campus by a member of the faculty, faculty

organizations, a department or division, the administration, or by a recognized student group that has a charter

filed with the student activities office, subject to administrative guidelines established by the Chancellor.

No specific referencesNo specific references
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Current Status: Draft PolicyStat ID: 7257231

Origination: N/A

Last Approved: N/A

Last Revised: N/A

Next Review: N/A

Owner: Academic Senates Academic

Senates

Policy Area: Chapter 4 Academic Affairs

References: Good Practice/Optional

AP 4400 Community Services Programs

• From current SBCCD AP 4400 titled Community Services

1. Programs shall be non-credit.

2. Programs shall be provided on a self-supporting basis.

3. An advisory committee shall be used for planning and recommending programs.

4. Programs shall not duplicate or otherwise negatively affect the credit instructional program, except with

(Replaces current SBCCD AP 4400)

NOTE: This procedure is optional, but is legally advised if the District maintains community services offerings.

Local practice may be inserted, but they must comply with the following:

Offerings are established and maintained in civic, vocational, literacy, health, homemaking, technical

and general education, including, but not limited to, classes in the fields of music, drama, art,

handicraft, science, literature, nature study, nature contacting, aquatic sports and athletics.Offerings

are established and maintained in civic, vocational, literacy, health, homemaking, technical and general

education, including, but not limited to, classes in the fields of music, drama, art, handicraft, science, literature,

nature study, nature contacting, aquatic sports and athletics.

Offerings are designed to provide instruction and to contribute to the physical, mental, moral,

economic, or civic development of the individuals or groups enrolled in them.Offerings are designed to

provide instruction and to contribute to the physical, mental, moral, economic, or civic development of the

individuals or groups enrolled in them.

Offerings are open for the admission of adults and of those minors as in the judgment of the

governing board may profit.Offerings are open for the admission of adults and of those minors as in the

judgment of the governing board may profit.

General fund moneys are not expended to establish and maintain community service offerings.General

fund moneys are not expended to establish and maintain community service offerings.

Students enrolled in community service offerings may be charged a fee not to exceed the cost of

maintaining community service classes, or classes may be provided for remuneration by contract, or

with contributions or donations of individuals or groups.Students enrolled in community service offerings

may be charged a fee not to exceed the cost of maintaining community service classes, or classes may be

provided for remuneration by contract, or with contributions or donations of individuals or groups.

Terms and Conditions Governing Community Services Programs
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approval of the college curriculum committee and college president.

Each college shall propose its own offerings to assure that the needs of the respective communities are

met.

5. Each college shall propose its own offerings to assure that the needs of the respective communities are

met.

6. Programs shall have access to college facilities and use of equipment, except that such access and use

shall not be in conflict with or detrimental to credit instructional programs.

7. Facilitators are independent contractors and shall sign an agreement delineating all aspects of the activity

prior to the commencement of the activity. The Board of Trusteesof Trustees shall set rates of

compensation for facilitators and shall approve all programs/activities prior to the commencement of such

program/activity.

8. Income and expenditures related to Community Services programs, as well as the number and type of

programs offered and the student enrollment therein, shall be reported annually to the Board.

References:

References:

Attachments:

AP 4400 Community Service Programs -

Comments

AP 4400 Community Service Programs - Legal

Citations

AP4400 -OLD.pdf

Education Code Section 78300;

Title 5 Sections 55002 and 55160(b)Education Code Section 78300; Title 5 Sections 55002 and 55160(b)
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Last Approved: N/A

Last Revised: N/A
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Owner: Academic Senates Academic

Senates

Policy Area: Chapter 4 Academic Affairs

References: Legally Required

BP 4400 Community Services Programs

• From current SBCCD BP 4400 titled Community Services Programs

Reference:
Reference:

Attachments:

BP 4400 Community Services Programs -

Comments

BP 4400 Community Services Programs - Legal

Citations

BP4400 -OLD.pdf

(Replaces current SBCCD BP 4400)

NOTE: The language in current SBCCD BP 4400 reflects the information.

The District shall maintain community services programs defined as those activities provided to meet the

needs and interests of the community not met by the college credit program.

The community services program shall be designed to contribute to the physical, mental, personal, economic

or civic development of the individuals or groups enrolled in it. The Education Code defines community

services classes in civic, vocational, literacy, health, homemaking, technical and general education, including

but not limited to classes in the fields of music, drama, art, handicraft, science, literature, nature study, nature

contacting, aquatic sports and athletics.

Community services courses shall be open for admission of adults and of minors who can benefit from the

programs.

No General Fund monies may be expended to establish or maintain community services courses. Students

involved in community services courses shall be charged a fee not to exceed the cost of maintaining the

courses. Courses may also be offered for remuneration by contract or with contributions or donations of

individuals or groups.

The Chancellor shall provide additional administrative procedures for the community services program.

Education Code Section 78300
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Current Status: Draft PolicyStat ID: 7257236

Origination: N/A

Last Approved: N/A
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Next Review: N/A

Owner: Academic Senates Academic

Senates

Policy Area: Chapter 4 Academic Affairs

References: Legally Advised

AP 4500 Student News Media

Philosophy

Philosophy

(Replaces current SBCCD AP 4310)

NOTE: The following procedure applies if the college has student news media programs. These procedures

are legally advised. The District should adapt the language to accurately describe its programs.

College news media are any news/feature publications issued under the name of the college, funded

by the District, and produced by students as an integral part of instruction in [College news media are

any news/feature publications issued under the name of the college, funded by the District, and produced by

students as an integral part of instruction in [insert name of relevant discipline or programinsert name of

relevant discipline or program]. It may include, but is not limited to, student newspaper reporting,

broadcast news journalism and internet news journalism. The term "editorial" refers to all content

other than advertising.]. It may include, but is not limited to, student newspaper reporting, broadcast news

journalism and internet news journalism. The term "editorial" refers to all content other than advertising.

College news media, as laboratory publications of the [College news media, as laboratory publications of

the [insert name of relevant discipline or programinsert name of relevant discipline or program]

curriculum, shall provide vehicles to train students for careers in mass communication. College news

media shall also serve the entire college community by reporting the news, including college events

and activities, providing a forum for comment and criticism, and encouraging free expression as

guaranteed in the First Amendment to the Constitution of the United States.] curriculum, shall provide

vehicles to train students for careers in mass communication. College news media shall also serve the entire

college community by reporting the news, including college events and activities, providing a forum for

comment and criticism, and encouraging free expression as guaranteed in the First Amendment to the

Constitution of the United States.

College news media are valuable aids in establishing and maintaining an atmosphere of free and

responsible discussion. College news media shall exercise editorial freedom in order to maintain their

integrity as vehicles for free inquiry and free expression in the college community. At the same time,

the editorial freedom of the college news media shall entail corollary responsibilities.College news

media are valuable aids in establishing and maintaining an atmosphere of free and responsible discussion.

College news media shall exercise editorial freedom in order to maintain their integrity as vehicles for free

inquiry and free expression in the college community. At the same time, the editorial freedom of the college
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• From current SBCCD AP 4310 titled College Newspaper

A. Publication

The newspaper shall endeavor to publish timely editorials, opinion columns, and letters to the editor

concerning events and issues of interest to its readers in keeping with recognized principles of editorial

and academic freedom and responsibility.

B. Protest

In the event that any member or segment of the college community--employee, or student--believes that

the newspaper breaches commonly accepted journalistic standards of fairness, good taste, or judgment in

administrative or editorial policy, and when less formal means do not provide a satisfactory solution, the

established grievance procedures for students and staff may be called upon to provide redress or

correction.

C. Committee Hearing

If a dispute cannot be resolved within a reasonable time in order to meet a publication deadline, an ad

hoc committee consisting of one member of the Academic Senate (appointed by the President of the

Senate), one member of the Associated Students (appointed by the President of the Associated

Students), and one member of the college management group (appointed by the college president) shall

be convened to adjudicate.

D. Formation of Committee

A request for formation of the above ad hoc committee shall be made through the English Department

Head.

Journalism Grievance Procedures

news media shall entail corollary responsibilities.

Each college newspaper or other news medium is published as a learning experience, offered under

the [insert name of relevant discipline or program]. The editorial and advertising materials published in

each news medium, including any opinions expressed, are the responsibility of the student staff. An

editorial board should be formed for the news media involved. Under appropriate state and federal

court decisions, these materials are free from prior restraint by virtue of the First Amendment to the

United States Constitution. These procedures are adopted so as to encourage a responsible exercise

of such freedom.Each college newspaper or other news medium is published as a learning experience,

offered under the [insert name of relevant discipline or program]. The editorial and advertising materials

published in each news medium, including any opinions expressed, are the responsibility of the student staff.

An editorial board should be formed for the news media involved. Under appropriate state and federal court

decisions, these materials are free from prior restraint by virtue of the First Amendment to the United States

Constitution. These procedures are adopted so as to encourage a responsible exercise of such freedom.

NOTE: Colleges are legally advised to establish grievance procedures that provide an avenue for complaints

about news media content. They should include or address:

Publication

The newspaper shall endeavor to publish timely editorials, opinion columns, and letters to the editor
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Journalism Grievance Procedures

Reference:

Reference:

Attachments:
AP 4500 Student News Media - Comments

AP 4500 Student News Media - Legal Citations

AP4500-OLD.pdf

concerning events and issues of interest to its readers in keeping with recognized principles of editorial and

academic freedom and responsibility.

Protest

In the event that any member or segment of the college community--employee, or student--believes that the

newspaper breaches commonly accepted journalistic standards of fairness, good taste, or judgment in

administrative or editorial policy, and when less formal means do not provide a satisfactory solution, the

established grievance procedures for students and staff may be called upon to provide redress or correction.

Committee Hearing

If a dispute cannot be resolved within a reasonable time in order to meet a publication deadline, an ad hoc

committee consisting of one member of the Academic Senate (appointed by the President of the Senate), one

member of the Associated Students (appointed by the President of the Associated Students), and one member

of the college management group (appointed by the college president) shall be convened to adjudicate.

Formation of Committee

A request for formation of the above ad hoc committee shall be made through the English Department Head.

Definition of a Grievance – A grievance is a complaint that alleges facts which, if true, would

demonstrate a violation of the grievant's right to free inquiry, free speech, or fair treatment; contains

allegations that appear to be substantially credible; and is not frivolous.Definition of a Grievance – A

grievance is a complaint that alleges facts which, if true, would demonstrate a violation of the grievant's right to

free inquiry, free speech, or fair treatment; contains allegations that appear to be substantially credible; and is

not frivolous.

Informal Grievance Proceedings – Describe a procedure that includes a written complaint to those with

direct responsibility for the program and their responsibilities to respond in a timely manner.Informal

Grievance Proceedings – Describe a procedure that includes a written complaint to those with direct

responsibility for the program and their responsibilities to respond in a timely manner.

Formal Grievance Proceedings – More formal grievance procedures may include a grievance hearing

committee and appeal to the Chancellor or designee in a timely fashion. The procedures should

include how grievance hearings should be conducted, access to and maintenance of related records,

and the responsibility of the authorities to respond to the grievance in a timely fashion.Formal

Grievance Proceedings – More formal grievance procedures may include a grievance hearing committee and

appeal to the Chancellor or designee in a timely fashion. The procedures should include how grievance

hearings should be conducted, access to and maintenance of related records, and the responsibility of the

authorities to respond to the grievance in a timely fashion.

No specific referencesNo specific references
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Current Status: Draft PolicyStat ID: 7257241
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BP 4500 Student News Media

• From current SBCCD BP 4310 titled College Newspaper

Reference:
Reference:

Attachments:
BP 4500 Student News Media - Comments

BP 4500 Student News Media - Legal Citations

BP4500- OLD.pdf

(Replaces current SBCCD BP 4310)

The primary function of the college newspaper shall be to serve as a teaching platform for Journalism courses

dealing in all aspects of newspaper publication. The newspaper shall strive to inform its readers of significant

campus activities, events, and issues and also report and comment on off-campus news relevant to its

readership.

The Chancellor is responsible for establishing administrative regulations to handle any protests about the

college newspapers.

No specific references
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Current Status: Draft PolicyStat ID: 6904269

Origination: N/A

Last Approved: N/A

Last Revised: N/A

Next Review: N/A

Owner: Policy Stat

Policy Area: Chapter 5 Student Services

References: Good Practice/Optional

AP 5203 Lactation Accommodation

A. Access to a private and secure room, other than a restroom, to express breast milk or breast-feed an

infant child. The room shall have a comfortable place to sit and have a table or shelf to place equipment

described in paragraph (3).

B. Permission to bring onto a college or university campus a breast pump and any other equipment used to

express breast milk.

C. Access to a power source for a breast pump or any other equipment used to express breast milk.

Reference:

Attachments:

The District shall provide reasonable accommodations [ on its respective campuses ] for a lactating student to

express breast milk, breast-feed an infant child, or address other needs related to breast-feeding whenever a

student is required to be present on campus. Reasonable accommodations include, but are not limited to, all

of the following:

Lactating students shall be provided a reasonable amount of time to accommodate their need to express

breast milk or breast-feed an infant child.

Students shall not incur an academic penalty as a result of their use of the reasonable accommodations, and

shall be provided the opportunity to make up any work missed due to such use.

Education Code Section 66271.9
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Current Status: Draft PolicyStat ID: 7257246

Origination: N/A

Last Approved: N/A

Last Revised: N/A

Next Review: N/A

Owner: Business & Fiscal Services

Business & Fiscal Services

Policy Area: Chapter 6 General Institution

References: Legally Required

AP 6540 Insurance

• Liability insurance for damages for death, injury to person, or damage or loss of property

• Liability insurance for the personal liability of the members of the Board and of the officers and employees

of the District for damages for death, injury to a person, or damage or loss of property caused by the

negligent act or omission of the member, officer, or employee when acting within the scope of his/her

office or employment.

• Fire insurance

• Real property damage

• Personal property loss or damage

• Insurance for District vehicles

• Insurance against "other perils" (Education Code Section 81601)

• Workers compensation insurance

• Actuarial evaluation of the future annual costs of health and welfare benefits

Sample 1 from another district:

• Employees who attend special activities and/or professional conferences at the request and expense of

the District, while not in a paid status, will be covered by Workers' Compensation insurance.

• Employees not in paid status, who attend special activities and/or professional conferences at the request

of the District but at their own expense, will be covered by Workers' Compensation insurance.

• Employees who attend special activities and/or professional conferences at their own expense, not at the

request of the District and while not in paid status, will not be covered by Workers' Compensation

NOTE: An administrative procedure on insurance is legally required. Local practice may be inserted, but

must provide for the forms of insurance listed below. The requirement to provide for insurance coverage may

be met by the District joining in a joint powers agreement pursuant to Education Code Section 81603. If it does

so, the regulations required by the JPA would be adopted.

NOTE: Education Code Section 81602 specifically authorizes the District to contract for investigative,

administrative and claims adjustment services. The contract may provide that the contracting firm may reject,

settle, compromise and approve claims within limits and for amounts specified by the Board, including

execution and issuing of checks in payment of such claims. The contract may also provide that the contracting

firm may employ counsel.

The District will minimize the District's liability for Workers' Compensation claims by restricting authorization of

the attendance of employees at special activities and/or professional conferences when they are off duty or

otherwise not in a paid status.
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insurance.

• Employees who attend special activities and/or professional conferences at District expense will be

covered by Workers' Compensation insurance only for the portion of the trip involving the professional

activity, and not for any portion involving personal travel or activities.

Sample 2 from another district:

• Liability insurance protecting the District, its employees. Board of Trustee members, Foundation Board

directors, and Citizens' Bond Oversight Committee members, against liability for negligence while acting

within the scope of their duties.

• Property insurance protecting the District's Real Property, and Personal Property except automobiles,

against loss suffered from fire, power failure, vandalism, and other sources, excepting damage caused by

"acts of God" such as earthquake, flood, wear and tear, and similar causes as defined by the JPA.

• District vehicle insurance shall be provided under a General Comprehensive Liability Policy, with

additional coverage as available through the JPA.

• Workers' Compensation Insurance meeting all requirements of the State of California, for all district

employees.

Sample 3 from another district:

• Liability insurance for damages for death, injury to person, or damage or loss of property,

• Liability insurance for the personal liability of the members of the Board and of the officers and employees

of the District for damages for death, injury to a person, or damage or loss of property caused by the

negligent act or omission of the member, officer, or employee when acting within the scope of his/her

office or employment.

• Fire insurance

• Real property damage

• Personal property loss or damage

• Insurance for District vehicles

• Insurance against "other perils" [Education Code Section 816011

• Workers compensation insurance

• Actuarial evaluation of the future annual costs of health and welfare benefits

Pursuant to Education Code Section 81603, the District shall be a member of one or more Joint Partnership

Agreements (JPA) for the purpose of providing the following coverage:

Student health insurance shall be available to cover student injuries incurred in the course of participation in

district-sponsored activities including athletics.

Independent contractors must obtain their own insurance coverage; no insurance of any kind will be provided

to independent contractors by the District.

NOTE: The District belongs to the Joint Powers Authority (JPA) pursuant to Education Code Section 81603 for

Property and Liability coverage and PIPS for Workers' Compensation coverage. Regulations required by the

JPA have been adopted.

The District shall maintain insurance including but not limited to the following:

The requirement to provide for insurance coverage has been met by the District joining in a joint powers

agreement.
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Owner: Business & Fiscal Services

Business & Fiscal Services

Policy Area: Chapter 6 General Institution

References: Legally Required

BP 6540 Insurance

• From current SBCCD BP 6540 titled Insurance

• Liability for damages for death, injury to persons, or damage or loss of property;..

• Personal liability of the members of the Board of Trusteesof Trustees and the officers and employees of

the District for damages for death, injury to a person, or damage or loss of property caused by the

negligent act or omission of the member, officer, or employee when acting within the scope of his/ or her

office or employment. The Chancellor may authorize coverage for persons who perform volunteer

services for the District.

• Worker's compensation insurance.

References:

Attachments:
BP 6540 Insurance - Comments

BP 6540 Insurance - Legal Citations

BP6540-OLD.pdf

(Replaces current SBCCD BP 6540)

NOTE: The language in current SBCCD BP 6540 parallels the language recommended by the Policy and

Procedure Service.

The Chancellor shall be responsible to secure insurance for the District as required by law, which shall include

but is not limited to the liabilities described in Education Code Section 72506 as follows:

Insurance also shall include fire insurance and insurance against other perils.

The District may join in a joint powers agreement pursuant to Education Code Section 81603 for the purposes

described in this policy.

Education Code Sections 70902;,, 72502;,, 72506;, and, and 81601, et seq.
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AP 7270 Student Workers

• Limit(s) on hours that a student may work when enrolled in classesLimit(s) on hours that a student may

work when enrolled in classes

• Processes for hiring student workersProcesses for hiring student workers

• Considerations related to work-study, work experience, and CalWORKs/GAIN student

workers.Considerations related to work-study, work experience, and CalWORKs/GAIN student workers.

(Replaces current SBCCD AP 7240)

NOTE: A procedure addressing the following elements is suggested as good practice. Local practice may be

inserted.

Sample from another districtSample from another district

Only students enrolled in the District can be employed as student workers. A student worker's primary

role at the District is as a student. Student workers may only be employed as student assistants hired

by specific departments or placed in particular departments/offices through the work-study program

while enrolled in classes.Only students enrolled in the District can be employed as student workers. A

student worker's primary role at the District is as a student. Student workers may only be employed as student

assistants hired by specific departments or placed in particular departments/offices through the work-study

program while enrolled in classes.

Full and part-time students in the District shall only be employed part-time regardless of funding

source and shall not be a part of the classified service nor perform tasks commensurate with an

established classified position. Student workers are hired to gain work experience and develop new

skills. Tuberculosis tests are required for all student workers. Certain additional clearances (e.g.,

fingerprinting, etc.) may be required based on the work location and assigned responsibilities. Student

assistants can only work in one capacity (i.e., cannot work as a student assistant and a short-term or

professional expert or substitute).Full and part-time students in the District shall only be employed part-time

regardless of funding source and shall not be a part of the classified service nor perform tasks commensurate

with an established classified position. Student workers are hired to gain work experience and develop new

skills. Tuberculosis tests are required for all student workers. Certain additional clearances (e.g., fingerprinting,

etc.) may be required based on the work location and assigned responsibilities. Student assistants can only

work in one capacity (i.e., cannot work as a student assistant and a short-term or professional expert or

substitute).

Specific procedures governing hiring processes, applications, and eligibility requirements for student

workers can be found in the District's Short Term and Student Employee Information Booklet available
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A. Intersession Employment

Student workers may be permitted to work up to 40 hours per week when classes are not in

session as follows:Intersession Employment

Student workers may be permitted to work up to 40 hours per week when classes are not in session as

follows:

1. Between spring semester and summer session, if enrolled at least half time during the spring

semester and for the summer session. (Note: To be considered half time for a nonstandard

term, such as summer session, generally requires an enrollment period of at least six weeks

and at least two units.)Between spring semester and summer session, if enrolled at least half time

during the spring semester and for the summer session. (Note: To be considered half time for a

nonstandard term, such as summer session, generally requires an enrollment period of at least six

weeks and at least two units.)

2. Between summer session and fall semester, if enrolled at least half time during the spring

semester or the summer session and enrolled at least half time for the fall semester.Between

summer session and fall semester, if enrolled at least half time during the spring semester or the

summer session and enrolled at least half time for the fall semester.

3. Between fall and spring semesters, if enrolled at least half time during both the fall and spring

semesters.Between fall and spring semesters, if enrolled at least half time during both the fall and

spring semesters.

4. During spring break, if enrolled at least half time during the spring semester.During spring

break, if enrolled at least half time during the spring semester.

B. Summer Employment

District-funded student workers may continue employment in the summer if they have been

on the Human Resources website.Specific procedures governing hiring processes, applications, and

eligibility requirements for student workers can be found in the District's Short Term and Student Employee

Information Booklet available on the Human Resources website.

Sample from another districtSample from another district

A student employed by the college on a part-time basis and meeting the relevant enrollment criteria

below is defined as a student worker. Student workers shall not be part of the classified service and do

not earn benefits; however, student workers are covered by Worker's Compensation for injuries or

death incurred while performing services for the District. Student workers are limited to work a

maximum of 195 days per fiscal year. Student workers must be at least 18 years of age to be employed

by the District.A student employed by the college on a part-time basis and meeting the relevant enrollment

criteria below is defined as a student worker. Student workers shall not be part of the classified service and do

not earn benefits; however, student workers are covered by Worker's Compensation for injuries or death

incurred while performing services for the District. Student workers are limited to work a maximum of 195 days

per fiscal year. Student workers must be at least 18 years of age to be employed by the District.

Fall and Spring Semester EmploymentFall and Spring Semester Employment

In order to be employed as a student worker during the fall and/or spring semester(s), a student must

be enrolled at least half time (six units). Enrolled student workers may work up to 19.5 hours per week

in all combined assignments, except as outlined below.In order to be employed as a student worker during

the fall and/or spring semester(s), a student must be enrolled at least half time (six units). Enrolled student

workers may work up to 19.5 hours per week in all combined assignments, except as outlined below.
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enrolled at least half time for the spring semester and have an enrollment record for at least half

time for the summer session or fall semester, whichever occurs next on the calendar. Depending

on the funding source, some student workers not enrolled for summer classes may be permitted

to work up to 40 hours per week; however, federal work-study students must be enrolledSummer

Employment

District-funded student workers may continue employment in the summer if they have been enrolled at

least half time for the spring semester and have an enrollment record for at least half time for the summer

session or fall semester, whichever occurs next on the calendar. Depending on the funding source, some

student workers not enrolled for summer classes may be permitted to work up to 40 hours per week;

however, federal work-study students must be enrolled

A. Intersession Employment

Student workers may be permitted to work up to 40 hours per week when classes are not in

session as follows:Intersession Employment

Student workers may be permitted to work up to 40 hours per week when classes are not in session as

follows:

1. Between spring semester and summer session, if enrolled at least half time during the spring

semester and for the summer session. (Note: To be considered half time for a nonstandard

term, such as summer session, generally requires an enrollment period of at least six weeks

and at least two units.)Between spring semester and summer session, if enrolled at least half time

during the spring semester and for the summer session. (Note: To be considered half time for a

nonstandard term, such as summer session, generally requires an enrollment period of at least six

weeks and at least two units.)

2. Between summer session and fall semester, if enrolled at least half time during the spring

semester or the summer session and enrolled at least half time for the fall semester.Between

summer session and fall semester, if enrolled at least half time during the spring semester or the

summer session and enrolled at least half time for the fall semester.

3. Between fall and spring semesters, if enrolled at least half time during both the fall and spring

semester.Between fall and spring semesters, if enrolled at least half time during both the fall and

A student employed by the college on a part-time basis and meeting the relevant enrollment criteria

below is defined as a student worker. Student workers shall not be part of the classified service and do

not earn benefits; however, student workers are covered by Worker's Compensation for injuries or

death incurred while performing services for the District. Student workers are limited to work a

maximum of 195 days per fiscal year. Student workers must be at least 18 years of age to be employed

by the District.A student employed by the college on a part-time basis and meeting the relevant enrollment

criteria below is defined as a student worker. Student workers shall not be part of the classified service and do

not earn benefits; however, student workers are covered by Worker's Compensation for injuries or death

incurred while performing services for the District. Student workers are limited to work a maximum of 195 days

per fiscal year. Student workers must be at least 18 years of age to be employed by the District.

Fall and Spring Semester EmploymentFall and Spring Semester Employment

In order to be employed as a student worker during the fall and/or spring semester(s), a student must

be enrolled at least half time (six units). Enrolled student workers may work up to 19.5 hours per week

in all combined assignments, except as outlined below.In order to be employed as a student worker during

the fall and/or spring semester(s), a student must be enrolled at least half time (six units). Enrolled student

workers may work up to 19.5 hours per week in all combined assignments, except as outlined below.
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spring semester.

4. During spring break, if enrolled at least half time during the spring semester.During spring

break, if enrolled at least half time during the spring semester.

B. Summer Employment

District-funded student workers may continue employment in the summer if they have been

enrolled at least half time for the spring semester and have an enrollment record for at least half

time for the summer session or fall semester, whichever occurs next on the calendar. Depending

on the funding source, some student workers not enrolled for summer classes may be permitted

to work up to 40 hours per week; however, federal work-study students must be enrolled at least

half time during summer session and may begin summer employment no earlier than July 1.

Additional policies and regulations apply and should be obtained from the appropriate office

(financial aid, CalWORKs, Institute for International Perspectives, veterans, etc.)Summer

Employment

District-funded student workers may continue employment in the summer if they have been enrolled at

least half time for the spring semester and have an enrollment record for at least half time for the summer

session or fall semester, whichever occurs next on the calendar. Depending on the funding source, some

student workers not enrolled for summer classes may be permitted to work up to 40 hours per week;

however, federal work-study students must be enrolled at least half time during summer session and may

begin summer employment no earlier than July 1. Additional policies and regulations apply and should be

obtained from the appropriate office (financial aid, CalWORKs, Institute for International Perspectives,

veterans, etc.)

C. New Students

Students newly enrolled at the college may begin their work assignment two weeks prior to the

start of the semester for training purposes. (Flex week signifies the start of each semester.)New

Students

Students newly enrolled at the college may begin their work assignment two weeks prior to the start of the

semester for training purposes. (Flex week signifies the start of each semester.)

D. Pre-hire Requirements

In order for student workers to be paid, they must complete hire forms in the Career Center before

beginning their work assignment. If the student worker is to be paid by the District, the supervisor

must forward a completed personnel requisition to Human Resources before the student worker

begins the work assignment.Pre-hire Requirements

In order for student workers to be paid, they must complete hire forms in the Career Center before

beginning their work assignment. If the student worker is to be paid by the District, the supervisor must

forward a completed personnel requisition to Human Resources before the student worker begins the

work assignment.

E. Breaks

Student workers may not work for longer than 5.5 hours without an unpaid lunch break of at least

30 minutes. Student workers are also entitled to one ten minute break after four hours of work, up

to a maximum of two breaks in an eight-hour period.Breaks

Student workers may not work for longer than 5.5 hours without an unpaid lunch break of at least 30

minutes. Student workers are also entitled to one ten minute break after four hours of work, up to a

maximum of two breaks in an eight-hour period.

F. Time Cards

Time cards must be completed at the end of each month, signed by both the student worker and
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the supervisor, and submitted to the Payroll Department by the fifth of the month.Time Cards

Time cards must be completed at the end of each month, signed by both the student worker and the

supervisor, and submitted to the Payroll Department by the fifth of the month.

G. Other Funding Sources and Student Populations

Regulations may vary depending on the funding source or student program (i.e. federal work-

study, CalWORKs, veterans, international students). Please contact the appropriate program staff

for the most up-to-date information.Other Funding Sources and Student Populations

Regulations may vary depending on the funding source or student program (i.e. federal work-study,

CalWORKs, veterans, international students). Please contact the appropriate program staff for the most

up-to-date information.

1. The Student Employment Categories are:The Student Employment Categories are:

a. Student EmployeesStudent Employees

b. Federal College Work-Study Program Student EmployeesFederal College Work-Study Program

Student Employees

c. EOPS Work-Study Program Student EmployeesEOPS Work-Study Program Student Employees

d. Disabled Student EmployeesDisabled Student Employees

e. Student Education Program EmployeesStudent Education Program Employees

2. A student enrolled in 6 or more units per semester may work part-time as a student employee for

no more than 25 hours per week and no more than 194 working days in an academic year.A

student enrolled in 6 or more units per semester may work part-time as a student employee for no more

than 25 hours per week and no more than 194 working days in an academic year.

3. Students may work up to 37.5 hours per week or 7.5 hours per day when District classes are not in

session or during a summer break, but they remain student employees and may not be employed

as short-term employees.Students may work up to 37.5 hours per week or 7.5 hours per day when

District classes are not in session or during a summer break, but they remain student employees and may

not be employed as short-term employees.

4. In no case will a student perform services which supplant work being accomplished by any

member of the classified service or which impair aw existing contracts for service. Student jobs

must be reviewed by Human Resources to assure that they do not duplicate classified jobs and

that the duties involve closer supervision than do duties performed by classified employees.In no

case will a student perform services which supplant work being accomplished by any member of the

classified service or which impair aw existing contracts for service. Student jobs must be reviewed by

Human Resources to assure that they do not duplicate classified jobs and that the duties involve closer

supervision than do duties performed by classified employees.

5. Any student dropping below the required units per semester shall be disqualified from student

employment for the remainder of the semesterAny student dropping below the required units per

semester shall be disqualified from student employment for the remainder of the semester

6. No student may be allowed to begin work prior to the completion and approval of the Personnel

Action Form, and completion of the employee's pre-employment processingNo student may be

Sample from another districtSample from another district

Education Code Section 88003 allows part-time employment of students outside the classified

service.Education Code Section 88003 allows part-time employment of students outside the classified service.
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allowed to begin work prior to the completion and approval of the Personnel Action Form, and completion

of the employee's pre-employment processing

7. Hourly pay rates for student employees shall be determined by the Human Resources

Office.Hourly pay rates for student employees shall be determined by the Human Resources Office.

• From current SBCCD AP 7240 titled Student EmployeesFrom current SBCCD AP 7240 titled Student

Employees

EMPLOYMENT OPPORTUNITIES

A. Definition

Students may be hired as Student Employees or as Short-Term Employees. Student Employees

and Short-Term Employees week under different authorization, different working requirements

and limitations, and different budget allocations. Students shall not be shifted from one category

of employment to the other without authorization.Definition

Students may be hired as Student Employees or as Short-Term Employees. Student Employees and

Short-Term Employees week under different authorization, different working requirements and limitations,

and different budget allocations. Students shall not be shifted from one category of employment to the

other without authorization.

B. Enrollment

A student must be continuously enrolled in six (6) or more units of credit classes during a regular

session, or three (3) or more units during a summer session in a college of the Ddistrict in order

to qualify for employment. Enrollment must be maintained at or above the minimum level

throughout the period of employment. Units that are "challenged" for credit do not count toward

meeting the minimum.Enrollment

A student must be continuously enrolled in six (6) or more units of credit classes during a regular session,

or three (3) or more units during a summer session in a college of the Ddistrict in order to qualify for

employment. Enrollment must be maintained at or above the minimum level throughout the period of

employment. Units that are "challenged" for credit do not count toward meeting the minimum.

C. Authorization

The Chancellor or his/her designee must approve student employment before any pay warrant is

issued. Authorization for employment is obtained through the Career Center at SBVC and the

Federal Work-Study ProgramFederal Work-Study Program

The Federal Work-Study Program is for students who have been determined, through the Financial Aid

application process, to have financial eligibility and who are in need of earnings to pursue a course of

study at the District. A secondary purpose of the program is intended to broaden the range of

worthwhile job opportunities for qualified students.The Federal Work-Study Program is for students who

have been determined, through the Financial Aid application process, to have financial eligibility and who are

in need of earnings to pursue a course of study at the District. A secondary purpose of the program is intended

to broaden the range of worthwhile job opportunities for qualified students.

EMPLOYMENT OPPORTUNITIES

The District provides employment opportunities for its students through various federal, state, and

locally funded programs (i.e., College Work Study, EOPS, Disabled Students).The District provides

employment opportunities for its students through various federal, state, and locally funded programs (i.e.,

College Work Study, EOPS, Disabled Students).
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Campus Business Office at CHC. All authorizations expire at the end of the fiscal year on June 30

and must be renewed if the student works into the new fiscal year.Authorization

The Chancellor or his/her designee must approve student employment before any pay warrant is issued.

Authorization for employment is obtained through the Career Center at SBVC and the Campus Business

Office at CHC. All authorizations expire at the end of the fiscal year on June 30 and must be renewed if

the student works into the new fiscal year.

D. Limits

A student employed under this policy is limited to a maximum of fifteen (15) hours of employment

per week in the Ddistrict exclusive of recesses when classes are not in session. A student may

work for only one department at a time.Limits

A student employed under this policy is limited to a maximum of fifteen (15) hours of employment per

week in the Ddistrict exclusive of recesses when classes are not in session. A student may work for only

one department at a time.

E. Benefits

Student employees do not qualify for Ddistrict-paid health and welfare benefits, social security,

Medicare, or retirement benefits, nor are they paid a shift differential.Benefits

Student employees do not qualify for Ddistrict-paid health and welfare benefits, social security, Medicare,

or retirement benefits, nor are they paid a shift differential.

F. Rates of Pay

The Human Resources Office shall maintain a list of Board approved positions and rates of

pay.Rates of Pay

The Human Resources Office shall maintain a list of Board approved positions and rates of pay.

CALWORKS STUDENTS

A. Definition

CalWORKs students are required, by the county, to participate in a combination of school and

work related activities totaling up to thirty-two (32) hours per week.Definition

CalWORKs students are required, by the county, to participate in a combination of school and work

related activities totaling up to thirty-two (32) hours per week.

B. Authorization

The Chancellor or his/her designee must approve CalWORKs employment before any pay warrant

is issued. Authorization for employment is obtained through the Career Center at SBVC and the

Campus Business Office at CHC. All authorizations expire at the end of the fiscal year on June 30

and must be renewed if the student works into the new fiscal year.Authorization

The Chancellor or his/her designee must approve CalWORKs employment before any pay warrant is

issued. Authorization for employment is obtained through the Career Center at SBVC and the Campus

Business Office at CHC. All authorizations expire at the end of the fiscal year on June 30 and must be

renewed if the student works into the new fiscal year.

C. Limits

A CalWORKs student may be employed on work-study for as many hours a week as is needed to

meet their weekly work requirement as determined by the County Welfare Office.Limits

A CalWORKs student may be employed on work-study for as many hours a week as is needed to meet

their weekly work requirement as determined by the County Welfare Office.

CALWORKS STUDENTS
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D. Benefits

Student employees do not qualify for district-paid health and welfare benefits, social security,

Medicare, or retirement benefits, nor are they paid a shift differential.Benefits

Student employees do not qualify for district-paid health and welfare benefits, social security, Medicare, or

retirement benefits, nor are they paid a shift differential.

E. Rates of Pay

The Human Resources Office shall maintain a list of Board approved positions and rates of

pay.Rates of Pay

The Human Resources Office shall maintain a list of Board approved positions and rates of pay.

References:
References:

Attachments:

Education Code Sections 69960(f) and 88003Education Code Sections 69960(f) and 88003
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(Replaces current SBCCD BP 7240)

The District shall provide employment opportunities for its students through various federal, state, and locally

funded programs.

Education Code Sections 69960(f) and 88003Education Code Sections 69960(f) and 88003
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AP 7348 Accommodations

References:

• qualified individuals with disabilities, both applicants and employees, to enable them to perform essential

job functions;

• employees with conditions related to pregnancy, childbirth, or a related medical condition, if she so

requests, and with the advice of her health care provider;

• employee victims of domestic violence, sexual assault, or stalking to promote the safety of the employee

victim while at work; and

• employees who request reasonable accommodation to address a conflict between religious belief or

observance and any employment requirement.

29 U.S. Code Section 207(r);

42 U.S. Code Sections 12101 et seq.;

42 U.S. Code Sections 2000e et seq.;

29 Code of Federal Regulations Parts 1605.1 et seq.;

Government Code Sections 12926, 12940, and 12945;

Labor Code Sections 230 and 1030 et seq.;

Title 2 Sections 11040 et seq., 11050, et seq., and 11060 et seq.

NOTE: A procedure on the District's obligation to accommodate employees and applicants is suggested as

good practice. Insert local practice. The following is suggested language.

Absent undue hardship or direct threats to the health and safety of employee(s), the District provides

employment-related reasonable accommodations to:

For Disabilities:For Disabilities:

The District has an affirmative duty to provide reasonable accommodations to applicants or employees with

disabilities unless the timely, good faith interactive process reveals that there is no reasonable accommodation

that will allow the applicant or employee to perform essential job functions without causing the agency undue

hardship or without presenting a direct threat to the health and safety of himself/herself or others. The District

has an affirmative duty to provide reasonable accommodations to applicants or employees with disabilities

unless the timely, good faith interactive process reveals that there is no reasonable accommodation that will

allow the applicant or employee to perform essential job functions without causing the agency undue hardship

or without presenting a direct threat to the health and safety of himself/herself or others.

For Pregnancy and Related Medical Conditions:

The District must provide an interactive process to assess reasonable accommodations, in addition to leave
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• Potential Accommodations for Religious Creed, Religious Dress Practice, or Religious Grooming

PracticePotential Accommodations for Religious Creed, Religious Dress Practice, or Religious Grooming

Practice

rights, to employees disabled by pregnancy and related medical conditions.For Pregnancy and Related

Medical Conditions:

The District must provide an interactive process to assess reasonable accommodations, in addition to leave

rights, to employees disabled by pregnancy and related medical conditions.

For Victims of Domestic Violence, Sexual Assault, or Stalking:

Effective January 1, 2014, the District also has an affirmative duty to provide reasonable accommodations to

employee-victims of domestic violence, sexual assault, or stalking, that would protect the safety of the

employee-victim while at work. As is the case with disability-related accommodations, the law requires a

timely, good faith interactive process. The goal is to identify safety-related accommodations that do not cause

undue hardship and that do not compromise the safety and health of all employees. Like the interactive

process for disabilities, the agency has the duty to restart the interactive process if the employee requests new

accommodation(s) due to changed circumstances.For Victims of Domestic Violence, Sexual Assault, or

Stalking:

Effective January 1, 2014, the District also has an affirmative duty to provide reasonable accommodations to

employee-victims of domestic violence, sexual assault, or stalking, that would protect the safety of the

employee-victim while at work. As is the case with disability-related accommodations, the law requires a

timely, good faith interactive process. The goal is to identify safety-related accommodations that do not cause

undue hardship and that do not compromise the safety and health of all employees. Like the interactive

process for disabilities, the agency has the duty to restart the interactive process if the employee requests new

accommodation(s) due to changed circumstances.

For Religious Belief or Observance:

Unlike the other categories identified above, there is no legal requirement that the employer must use an

interactive process to analyze potential reasonable accommodations of an employee's religious beliefs or

observance, including religious dress or grooming practices. Accommodation for religious belief is included

here because the law does require an employer to provide a reasonable accommodation unless the agency

can prove an undue hardship. In addition, the employer is required to prove that it has explored any available

reasonable alternative means of accommodating the religious belief or observance. Though an interactive

process is not legally mandated for religious accommodation, an interactive process meeting suggested as

good practice and is an effective way for an employer to prove that it explored any available reasonable

alternative means of accommodating the religious belief or observance.For Religious Belief or Observance:

Unlike the other categories identified above, there is no legal requirement that the employer must use an

interactive process to analyze potential reasonable accommodations of an employee's religious beliefs or

observance, including religious dress or grooming practices. Accommodation for religious belief is included

here because the law does require an employer to provide a reasonable accommodation unless the agency

can prove an undue hardship. In addition, the employer is required to prove that it has explored any available

reasonable alternative means of accommodating the religious belief or observance. Though an interactive

process is not legally mandated for religious accommodation, an interactive process meeting suggested as

good practice and is an effective way for an employer to prove that it explored any available reasonable

alternative means of accommodating the religious belief or observance.

Local practice may be inserted below and should address:Local practice may be inserted below and should

address:
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NOTE: "Religious creed," "religion," "religious observance," "religious belief," and "creed" include all

aspects of religious belief, observance, and practice, including religious dress and grooming practices.

"Religious dress practice" is construed broadly to include the wearing or carrying of religious clothing,

head or face coverings, jewelry, artifacts, and any other item that is part of the observance by an

individual of his or her religious creed. "Religious grooming practice" is construed broadly to include all

forms of head, facial, and body hair that are part of the observance by an individual of his/her religious

creed.

"Religious creed," "religion," "religious observance," "religious belief," and "creed" include all aspects of

religious belief, observance, and practice, including religious dress and grooming practices. "Religious

dress practice" is construed broadly to include the wearing or carrying of religious clothing, head or face

coverings, jewelry, artifacts, and any other item that is part of the observance by an individual of his or her

religious creed. "Religious grooming practice" is construed broadly to include all forms of head, facial, and

body hair that are part of the observance by an individual of his/her religious creed.

• Disability AccommodationDisability Accommodation

• Supporting Documentation or CertificationSupporting Documentation or Certification

• Reasonable Medical Documentation of DisabilityReasonable Medical Documentation of Disability

NOTE: The District is entitled to request reasonable documentation confirming the existence of a

disability, the need for a reasonable accommodation, and the functional limitations or work restrictions

that apply to the employee's ability to perform the essential functions of the job. If an employee or

applicant provides documentation that does not confirm the existence of a disability, the need for a

reasonable accommodation, or his/her functional limitations in performing essential job functions, then the

District should explain why the documentation is insufficient and allow the applicant or employee to

provide a timely supplement.

The District is entitled to request reasonable documentation confirming the existence of a disability, the

need for a reasonable accommodation, and the functional limitations or work restrictions that apply to the

employee's ability to perform the essential functions of the job. If an employee or applicant provides

documentation that does not confirm the existence of a disability, the need for a reasonable

accommodation, or his/her functional limitations in performing essential job functions, then the District

should explain why the documentation is insufficient and allow the applicant or employee to provide a

timely supplement.

• Interactive Communication or Interactive ProcessInteractive Communication or Interactive Process

NOTE: Employers must also be able to prove they acted with good faith during the interactive process.

The District should create and maintain written documentation of its interactive process communications,

including: letters to medical providers; letters to the employee to recap interactive process meetings; and

notes to file regarding any analyses or consultations with experts as to potential accommodations. The

documentation should be detailed and include: that the employee had the option to be represented and

whether the representative attended the meetings; that the employer was flexible in scheduling the time

and location of the meetings; whether the meeting was recorded; the accommodations that were

suggested by the employer and the employee; the responses each party had to the suggested

accommodations; and whether the interactive process meeting resulted in any agreements.

Employers must also be able to prove they acted with good faith during the interactive process. The

District should create and maintain written documentation of its interactive process communications,

including: letters to medical providers; letters to the employee to recap interactive process meetings; and

notes to file regarding any analyses or consultations with experts as to potential accommodations. The

documentation should be detailed and include: that the employee had the option to be represented and
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whether the representative attended the meetings; that the employer was flexible in scheduling the time

and location of the meetings; whether the meeting was recorded; the accommodations that were

suggested by the employer and the employee; the responses each party had to the suggested

accommodations; and whether the interactive process meeting resulted in any agreements.

• Potential Accommodations for Applicants or Employees with DisabilitiesPotential Accommodations for

Applicants or Employees with Disabilities

• Potential Accommodations for Employees Affected by Pregnancy and Related Medical

ConditionsPotential Accommodations for Employees Affected by Pregnancy and Related Medical

Conditions

• Determination Regarding AccommodationDetermination Regarding Accommodation

• Certification of Victim StatusCertification of Victim Status

NOTE: The District may require a victim of domestic violence, sexual assault, or stalking and who

requests an accommodation to provide for his/her safety at work, to provide a written statement regarding

the need for the accommodation, and a certification of his/her status as a victim of domestic violence,

sexual assault, or stalking. In addition, the District may to request recertification of the documentation

every six months. If circumstances change and the employee needs a new accommodation, the employer

must restart the certification and interactive process. The District may require a victim of domestic

violence, sexual assault, or stalking and who requests an accommodation to provide for his/her safety at

work, to provide a written statement regarding the need for the accommodation, and a certification of his/

her status as a victim of domestic violence, sexual assault, or stalking. In addition, the District may to

request recertification of the documentation every six months. If circumstances change and the employee

needs a new accommodation, the employer must restart the certification and interactive process.

Lactation Accommodation

Lactation Accommodation

NOTE: Federal law requires employers of 50 or more to provide lactation accommodation to overtime-eligible

employees.

An overtime-eligible employee who wishes to express breast milk for her infant child during her scheduled

work hours will receive additional unpaid time beyond the 15-minute compensated rest period. Employees

desiring to take a lactation break must notify a supervisor prior to taking such a break. Breaks may be

reasonably delayed if they would seriously disrupt operations. Once a lactation break has been approved, the

break should not be interrupted except for emergency or exigent circumstances.

The District will make reasonable efforts to accommodate employees by providing an appropriate location to

express milk in private. The District will attempt to find a location in close proximity to the employee's work

area, and the location will be other than a toilet stall. Employees occupying such private areas shall either

secure the door or otherwise make it clear to others through signage that the area is occupied and should not

be disturbed. All other employees should avoid interrupting an employee during an authorized break under this

section, except to announce an emergency or other urgent circumstance.

NOTE: The following is suggested as good practice.

Any employee storing expressed milk in any authorized refrigerated area within the work area shall clearly

label it as such. No expressed milk shall be stored at the work area beyond the employee's workday.
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