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Palomar Community College District Procedure CCLC No. 6100

Finance and Administrative Services
DRAFT as of 10/19/07

AP 6100 DELEGATION OF AUTHORITY

References:
Education Code Sections 70902(d), 81644, 81655, and 81656;
Public Contract Code Sections 20651, 20658, and 20659

The Superintendent/President delegates the authority to the Chief Business Officer to
supervise budget preparation and management; oversee fiscal management of the
District; and contract for, purchase, sell, lease, or license real and personal property, in
accordance with Board Policy and law. Responsibility for the development of internal
policies and procedures consistent with the provision of this regulation remains with the
Chief Business Officer. This delegated authority is subject to the condition that certain
of these transactions be submitted to the Superintendent/President for review and
approval from time to time as determined by the Superintendent/President.

When transactions do not exceed the dollar limits established in the Public Contract
Code, the Education Code, or other laws pertaining to the taking of competitive bids, the
Director of Business Services may contract for goods, services, equipment and rental of
facilities so long as the transactions comply with law and any limitations or requirements
set forth therein. Furthermore, the Director of Business Services may amend the terms
and conditions of any contractual arrangement so long as the total expenditure of funds
and period of contract do not exceed the limitations set forth in applicable law or

reqgulation.

Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. This procedure is legally advised. The language in green ink reflects revisions/additions
made at the November 17, 2006 Policy and Procedure Task Force Meeting. This procedure was also
reviewed at the October 19, 2007 Policy and Procedure Task Force Meeting.

Date Approved:
(This is a new procedure recommended by the
CC League and the League’s legal counsel)



Palomar Community College District Procedure CCLC No. 6150

Finance and Administrative Services
DRAFT as of 10/19/07

AP 6150 DESIGNATION OF AUTHORIZED SIGNATURES

References:
Education Code Sections 85232 and 85233

The Chief Business Officer is hereby designated as the District officer authorized to sign
warrants on behalf of the District. In addition, an authorized list of signatures is
presented to the Governing Board on an annual basis for its approval.

Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. This procedure is legally advised. This procedure was reviewed at the November 17, 2006
and October 19, 2007 Policy and Procedure Task Force Meetings.

Date Approved:
(This is a new procedure recommended by the
CC League and the League’s legal counsel)



Palomar Community College District Procedure CCLC No. 6200

Finance and Administrative Services
DRAFT as of 2/22/08

AP 6200 BUDGET PREPARATION

References:
Accreditation Standard III.D;
Education Code Section 70902(b)(5);
Title 5 Sections 58300 et seq.

The Chief Business Officer_is responsible for the budget preparation process which
includes establishing quidelines and timelines for the preparation of budgets. The
budget preparation process at Palomar College includes, but is not limited to, the
following:

e A statement of philosophy that includes that budget planning supports
institutional goals and is linked to other institutional planning efforts.

e A budget calendar that includes presentation of the tentative and adopted
budgets. The tentative budget shall be presented no later than July 1 (Title 5
Section 58305(a)), and the adopted budget no later than September 15 (Title 5
Section 58305(c)). A public hearing on the adopted budget shall be held on or
before September 15 (Title 5 Section 58301).

e Submission of one copy of the adopted budget to the California_ Community
Colleges Chancellor's Office_on_or before September 30 (Title 5 Section
58305(d)).

e Budget development processes, including consultation with appropriate groups

e Criteria and institutional guidelines for the financial planning and budgeting.

The above deadline dates must be met unless an extension is granted by the California
Community Colleges Chancellor’'s Office under the authority of Title 5 Sections 58305
and 58306.

% From current Palomar College AP 521.2 titled Budget Timetable




Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in red ink is legally recommended by the Community College League and legal
counsel (Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including
in this procedure. The information in black ink is current Palomar College AP 521.2 titled Budget
Timetable with no date. The language in green ink reflects suggested revisions from the Palomar College
Vice President of Finance and Administrative Services' Office. This procedure is legally required.
Additional language in green ink reflects revisions/additions made at the November 17, 2006 Policy and
Procedure Task Force Meeting. This procedure was also reviewed at the October 19, 2007 and February
22, 2008 Policy and Procedure Task Force Meetings.

Date Approved:
(Replaces current Palomar College Procedure
521.2)



Palomar Community College District Procedure CCLC No. 6250

Finance and Administrative Services
DRAFT as of 2/22/08

AP 6250 BUDGET MANAGEMENT

References:
Title 5 Sections 58305, 58307, and 58308

The Chief Business Officer is responsible for ensuring the budget management process
conforms to the Title 5 requlations. Title 5 requires that budget management conforms
to the following minimum standards:

e Total amounts budgeted as the proposed expenditure for each major
classification of expenditures shall _be the maximum expended for that
classification for the academic year, except as specifically authorized by the
Governing Board

e Transfers may be made from the Governing Board Reserve to any expenditure
classification by written resolution of the Governing Board and must be approved
by a two-thirds vote of the members of the Governing Board

e Transfers may be made between expenditure classifications by written resolution
of the Governing Board and may be approved by a majority of the members of
the Governing Board

e Excess funds must be added to the general reserve of the District and are not
available for appropriation except by resolution of the Governing Board setting
forth the need according to major classification

Transfers may not be made from the Restricted Reserve to any other reserve.

Transfers from the Designated Reserve to the Unrestricted General Reserve or the
Other Reserves require written resolution of the Governing Board and shall be approved
by a majority of the members of the Governing Board.

In addition, the California Community Colleges Chancellor's Office requires budget and
financial reporting which includes the submission of appropriate forms (e.qg. CCFS 311)
according to established deadlines.

« From current Palomar College BP 520 titled Management of Funds




% From current Palomar College BP 523 titled State and Federal Financial
Assistance

Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. The information in black ink is current Palomar College BP 520 titled Management of Funds
with no date, Palomar College BP 521 titled Budget with no date, Palomar College BP 521.1 titled Budget
Transfers with no date, Palomar College BP 522 General Reserve and Undistributed Reserve with no
date, and Palomar College BP 523 titled State and Federal Financial Assistance with no date. The
language in green ink reflects suggested revisions from the Palomar College Vice President of Finance and
Administrative Services’ Office. This procedure is legally required. This procedure was reviewed at the
December 15, 2006, October 19, 2007, and February 22, 2008 Policy and Procedure Task Force
Meetings.

Date Approved:
(Replaces current Palomar College Policies
520, 521, 521.1, and 523)



Palomar Community College District Procedure CCLC No. 6275

Finance and Administrative Services
DRAFT as of 12/15/06

AP 6275 INCENTIVE COST-SAVINGS PROGRAM

Reference:

Task Force Members recommended deletion of this procedure. (December 15, 2006)

% From current Palomar College AP 513 titled Incentive Cost-Savings
Program




NOTE: The information in black ink is current Palomar College AP 513 titled Incentive Cost-Savings
Program dated 11-17-98. This procedure was reviewed at the December 15, 2006 Policy and Procedure
Task Force Meeting.

Date Approved:
(This is current Palomar College Procedure
513)



Palomar Community College District Procedure CCLC No. 6300

Finance and Administrative Services
DRAFT as of 2/14/08

AP 6300 FISCAL MANAGEMENT

References:

Education Code Section 84040(c);

Title 5 Section 58311;

Accreditation Standard Il1.D.2;

California. Community Colleges Budget and Accounting Manual (BAM)

The Chief Business Officer is responsible for ensuring that the District complies with

sound fiscal management procedures which include:

Providing for responsible stewardship of available resources

Providing for safeguarding and managing District assets to _ensure ongoing
effective_operations; maintenance of adequate cash reserves; implementation
and maintenance of effective internal controls; determination of sources of
revenues prior to making short-term and long-term commitments; establishment
of a plan for the repair and replacement of equipment and facilities

Providing for an organizational structure that incorporates a clear delineation of
fiscal responsibilities and staff accountability

Providing that appropriate_administrators keep the Governing Board current on
the fiscal condition of the District as an integral part of policy and decision-
making

Providing for development and communication of fiscal policies, objectives, and
constraints to the Governing Board, staff, and students

Providing for an adequate _management information system that gives timely,
accurate, and reliable fiscal information for planning, decision making, and
budgetary control

Providing for appropriate fiscal policies and procedures and adequate controls to
ensure that established fiscal objectives are met

Providing a process to evaluate significant changes in the fiscal environment and
make necessary and timely adjustments

Providing both short term and long term goals and objectives and broad based
input coordinated with District educational planning

The Chief Business Officer is responsible for creating, maintaining, and communicating

the contents of the Finance and Administrative Services Handbook(s).




Board

Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. The information in black ink is from current Palomar College BP 526 titled Revolving Cash
Fund (82-9620) dated 6-28-83 and current Palomar College BP 529 titled Cash Receipts and Deposits
with no date as well as current Palomar College AP 507.5 titled Reports to the Governing Board with no
date. The green ink reflects revisions suggested by the Palomar Vice President of Finance and
Administrative Services’ Office. This procedure is legally required. This procedure was reviewed at the
December 15, 2006, October 19, 2007, and February 22, 2008 Policy and Procedure Task Force
Meetings.

Date Approved:
(Replaces current Palomar College Policies
526 and 529 as well as Procedure 507.5)



Palomar Community College District Procedure CCLC No. 6305

Finance and Administrative Services
DRAFT as of 2/22/08

AP 6305 RESERVES

Reference:
Budget and Accounting Manual, Chapter 5

On 2/14/08, the Finance and Administrative Services Office recommended deletion of
AP 6305 because it is addressed in BP/AP 6200 and BP/AP 6250.

« From current Palomar College BP 522 titled General Reserve and
Undistributed Reserve

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The information in black ink is current Palomar College BP 522 General
Reserve and Undistributed Reserve with no date. This procedure is suggested as good practice. This
policy was reviewed at the December 15, 2006, October 19, 2007, and February 22, 2008 Policy and
Procedure Task Force Meetings.

Date Approved:
(Replaces current Palomar College Policy
522)



Palomar Community College District Procedure CCLC No. 6310

Finance and Administrative Services
DRAFT as of 10/19/07

AP 6310 ACCOUNTING

References:

« From current Palomar College BP 524 titled Fiscal Accounting

NOTE: The language in black ink is from current Palomar College BP 524 titled Fiscal Accounting with
no date. The Palomar Vice President of Finance and Administrative Services’ Office recommended the
policy be placed in this procedure. This procedure was reviewed at the December 15, 2006 and October
19, 2007 Policy and Procedure Task Force Meetings.

Date Approved:
(This is current Palomar College Policy 524)



Palomar Community College District Procedure CCLC No. 6315

Finance and Administrative Services
DRAFT as of 10/19/07

AP 6315 WARRANTS

References:
Education Code Sections 85230 et seq.

Task Force Members recommended deletion of this procedure. (October 19, 2007)

< From current Palomar College AP 528 titled Payroll




NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The information in black ink is current Palomar College AP 528 titled
Payroll with no date. This procedure is suggested as good practice. This procedure was reviewed at
the December 15, 2006 and October 19, 2007 Policy and Procedure Task Force Meetings.

Date Approved:
(Replaces current Palomar College Procedure
528)



Palomar Community College District Procedure CCLC No. 6320

Finance and Administrative Services
DRAFT as of 10/19/07

AP 6320 INVESTMENTS

References:
Government Code Sections 16429.1 - 16429.3, 16430, and 53600 et seq.

The Chief Business Officer is responsible for investing the funds of the District that are
not required for the immediate needs of the District. Funds so invested shall follow the
investment policy approved by the Governing Board in accordance with the Government
Code Sections cited above and the following:

e Funds which are not required for the immediate needs of the District shall be
prudently invested in order to earn a return on such investment.

e The preservation of principal is of primary importance. Each transaction shall
seek to ensure that capital losses are avoided, whether from securities or erosion
of market value.

e The investment program should remain sufficiently flexible to enable the District
to_meet all operating requirements that may be reasonably anticipated in _any
fund. After preservation of principal, liquidity is the objective.

¢ |In managing District investments, District officials should avoid any transactions
that might impair public confidence.

¢ |nvestments should be made with precision and care, considering the probable
safety of the capital as well as the probable income to be derived. (See
Government Code Section 53600.6 regarding solvency and creditworthiness)

Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. The green ink reflects revisions suggested by the Palomar Vice President of Finance and
Administrative Services’ Office. This procedure is legally required. This procedure was reviewed at the
December 15, 2006 and October 19, 2007 Policy and Procedure Task Force Meetings.

Date Approved:
(This is a new procedure recommended by the
CC League and the League’s legal counsel)



Palomar Community College District Procedure CCLC No. 6325

Finance and Administrative Services
DRAFT as of 10/19/07

AP 6325 PAYROLL

Task Force Members recommended deletion of this procedure. (December 15, 2006)

o,

% From current Palomar College AP 528 titled Payroll




NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The information in black ink is current Palomar College AP 528 titled
Payroll with no date. This procedure is suggested as good practice. This procedure was reviewed at
the December 15, 2006 and October 19, 2007 Policy and Procedure Task Force Meetings.

Date Approved:
(Replaces current Palomar College Procedure
528)



Palomar Community College District Procedure CCLC No. 6330

Finance and Administrative Services
DRAFT as of 10/19/07

AP 6330 PURCHASING

Task Force Members recommended deletion of this procedure. (October 19, 2007)

« From current Palomar College AP 541.1 titled Requisitions

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The information in black ink is current Palomar College AP 541.1 titled
Requisitions with no date. This procedure is suggested as good practice. This procedure was
reviewed at the December 15, 2006 and October 19, 2007 Policy and Procedure Task Force Meetings.

Date Approved:
(Replaces current District Procedure 541.1)



Palomar Community College District Procedure CCLC No. 6340

Finance and Administrative Services
DRAFT as of 11/9/07

AP 6340 BIDS AND CONTRACTS
References:

Education Code Sections 81641 et seq.;
Public Contract Code Sections 20112, 22000 et seq., and 20650 et seq.

The Chief Business Officer is responsible for Bids and Contracts.

Limits
Bids or guotes shall be secured as may be necessary to obtain the lowest possible
prices as follows:
e Purchase of goods or services up to the limit set out in the Public Contract Code
will require documented quotes
e Purchase of goods or services in excess of the limit set out in the Public Contract
Code will require formal advertised bids

Contracts involving expenditures that require competitive bidding require approval by
the Governing Board prior to award.

The current bid minimum can be found on the Palomar College Business Services web
page.

Bid Specifications

Bid specifications shall include a definite, complete statement of what is required and,
insofar_as practical, shall include pertinent details of size, composition, construction,
and/or_texture of what is specified and minimum_standards of efficiency, durability,
and/or utility required of what is specified.

Notice Calling for Formal Advertised Bids

The District shall publish at least once a week for two weeks in a newspaper of general
circulation circulated within the District or if there is no such paper, then in_some
newspaper of general circulation, circulated in the county, and may post on the District's
web site or through an electronic portal, a notice calling for bids or proposals, stating the
materials or supplies to be furnished and the time and place when bids will be opened.
The District may accept a bid that was submitted either electronically or on paper.

Bid and contract forms shall be prepared and maintained by Business Services. All
applicable statutory provisions and Board Policies shall be observed in preparation of
the forms.




Business Services shall be responsible for ensuring that the bid specifications are
sufficiently broad to encourage and promote open competitive bidding.

All bid notices for work to be done shall contain_an affirmative statement requiring
compliance with California Labor Code Sections 1775 and 1776 governing payment of
prevailing wages and California Labor Code Section 1777.5 governing employment of
apprentices. All bid submissions shall contain_all documents necessary to assure
compliance with these California Labor Code Sections. Failure to provide such
documentation shall cause any such bid to be deemed incomplete.

When required or determined to be appropriate, bids shall be accompanied by a
certified or cashier's check or bid bond, in the amount specified in the bid form, as a
guarantee that the bidder will enter into contract and furnish the required contract
bonds. When no longer required for the protection of the District, any certified or
cashier's check received shall be returned to the respective bidder.

Business Services shall make available to the prospective bidders bid forms with sets of
specifications and drawings and shall provide a convenient place where bidders,
subcontractors, and materiel personnel may examine the specifications and drawings.

A deposit for sets of plans and specifications may be required and may be refunded
when such documents are returned.

Awarding of Bids and Contracts Awards
The awarding of bids and contracts shall be subject to the following conditions:

e Any and all bids and contract proposals may be rejected by the District for good
and sufficient reason.

e All bids shall be opened publicly and bidder shall be given the opportunity to
make record of the bids received.

e Bid and contract award recommendations to the Governing Board shall show a
tabulation of the bids received in reasonable detail.

e Bid and contract awards shall be made to the lowest responsible bidder
substantially _meeting the requirements of the specifications. The District
reserves the right to make its selection of materials or services purchased based
on _its best judgment as to which bid substantially complies with the quality
required by the specifications.

Purchase without Advertising for Bids
The Chief Business Officer is authorized to make purchases from firms holding county
contracts without calling for bids where it appears advantageous to do so.

The Chief Business Officer may, without advertising for bids within the same county,
purchase or lease from other public agencies materials or services by authorization of
contract or purchase order.




The Chief Business Officer may make purchases through the State of California
Cooperative Purchasing Program operated by the Department of General Services.

Duration of Continuing Contracts for Services and Supplies
Continuing contracts for work or services furnished to the District are not to exceed five

years.

Contracts for materials and supplies are not to exceed three years.

Emergency Repair Contracts without Bid

When emergency repairs or alterations are necessary to continue existing classes or to
avoid danger of life_or property, the Chief Business Officer may make a contract on
behalf of the District for labor, materials, and supplies without advertising for or inviting
bids, subiject to ratification by the Governing Board.

Unlawful to Split Bids

It shall be unlawful to split or separate into smaller work orders or projects any project
for the purpose of evading the provisions of the Public Contract Code requiring work to
be done by contract after competitive bidding.

Office of Primary Responsibility: Business Services

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. This procedure is legally required. This procedure was reviewed at the December 15, 2006
and November 9, 2007 Policy and Procedure Task Force Meetings.

Date Approved:
(This is a new procedure recommended by the
CC League and the League’s legal counsel)



Palomar Community College District Procedure CCLC No. 6350

Finance and Administrative Services
DRAFT as of 11/9/07

AP 6350 CONTRACTS — CONSTRUCTION
References:

Education Code Section 81800;
Public Contract Code Sections 20650 et seq. and 22000 et seq.

The Facilities Office shall be responsible for the planning and programming of new
construction, alterations and repairs _of existing plants, and leasing of facilities that
require state approval. This includes the planning and programming of District-initiated
new _construction, additions to _existing plants, and major_alterations and repairs of
buildings and grounds.

The Facilities Office shall be responsible for preparation of drawings and specifications
for new buildings, leased facilities, additions, major alterations and improvements of
buildings and grounds together with estimates of costs.

The preliminary drawings, which shall cover all proposed facilities together with
construction cost estimates, shall be submitted to the Governing Board for approval and
authorization to proceed with the working drawings and specifications.  Upon
completion, the working drawings, specifications, and revised cost estimates, if any, will
be submitted for approval to the California Community Colleges Chancellor's Office and
the State Department of General Services as required by statute in the name of the
Governing Board.

The final working drawings and specifications, approved by the State Department of
General Services and the California Community Colleges Chancellor's Office, together
with revised estimates, if any, shall then be submitted to the Governing Board for

adoption.

The letting of contracts for construction shall comply with procedures of the District
regarding contracts that exceed the statutory minimums for competitive bidding. (See
AP 6340 titled Bids and Contracts)

Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this



procedure. This procedure is legally advised. This procedure was reviewed at the December 15, 2006
and November 9, 2007 Policy and Procedure Task Force Meetings.

Date Approved:
(This is a new procedure recommended by the
CC League and the League’s legal counsel)



Palomar Community College District Procedure CCLC No. 6360

Finance and Administrative Services
DRAFT as of 11/9/07

AP 6360 CONTRACTS — ELECTRONIC SYSTEMS AND MATERIALS
References:

Education Code Sections 81641 et seq. and 81651;
Public Contract Code Sections 20651 et seq.

The District may contract with any vendor who has submitted one of the three lowest
responsible competitive proposals or competitive bids for the purchase or maintenance
of electronic_data-processing systems and equipment, electronic telecommunication
equipment, supporting software, and related material, goods, and services.

Except as otherwise stated here, bids shall be solicited and contracts shall be awarded
in accordance with AP 6340 titled Bids and Contracts.

Criteria to determine what constitutes a responsive bid shall be established by Business
Services.

Supplemental instructional software packages may be purchased without taking
estimates or advertising for bids.

Sale and leaseback of data-processing equipment or another major item of equipment
is permissible if the purchaser agrees to lease the item back to the District for use by
the District following the sale. The Governing Board shall first adopt a resolution finding
that the sale or leaseback is the most economical means for providing electronic data-
processing equipment or other major items of equipment to the District.

Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. This procedure is legally advised. This procedure was reviewed at the December 15, 2006
and November 9, 2007 Policy and Procedure Task Force Meetings.

Date Approved:
(This is a new procedure recommended by the
CC League and the League’s legal counsel)



Palomar Community College District Procedure CCLC No. 6365

Finance and Administrative Services
DRAFT as of 11/9/07

AP 6365 CONTRACTS -- ACCESSIBILITY OF INFORMATION
TECHNOLOGY

References:
Section 508 of the Rehabilitation Act of 1973 (29 U.S.C. Section 794d);
36 CFR Sections1194.1 et seq.;
Government Code Section 11135;
Title 5 Sections 59300 et seq.

Whenever the District _enters into _a contract for the purchase, development,
procurement, maintenance or _use of any electronic or_information technology, the
vendor shall certify that it complies with the requirements of Section 508 of the
Rehabilitation Act of 1973 and its related requlations. This requirement shall apply to
software applications, operating systems, web-based intranet and internet information
and applications, telecommunications products, video or multimedia products, self-
contained closed products such as copiers, and desktop and portable computers.

Each contract with such a vendor shall contain the following provision:

"The vendor hereby warrants that the products or services to be provided
under this agreement comply with the accessibility requirements of
Section 508 of the Rehabilitation Act of 1973, as amended, and its
implementing_regulations. Vendor_agrees to respond promptly to and
resolve any complaints regarding accessibility of its products or services
that are brought to its attention. Vendor further agrees to indemnify and
hold harmless the District from and against any claim arising out of its
failure to comply with these requirements. Failure to comply with these
requirements shall constitute a breach and be grounds for termination of
this agreement.”

Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. This procedure is legally required. This procedure was reviewed at the December 15, 2006
and November 9, 2007 Policy and Procedure Task Force Meetings.

Date Approved:



(This is a new procedure recommended by the
CC League and the League’s legal counsel)



Palomar Community College District Procedure CCLC No. 6370

Finance and Administrative Services
DRAFT as of 11/9/07

AP 6370 CONTRACTS — PERSONAL SERVICES (PROFESSIONAL

EXPERTS, INDEPENDENT CONTRACTORS, AND
CONSULTANTS)

References:

Education Code Section 88003.1;
Government Code Section 53060

Personal services contracts are permissible when any one of the following conditions is

met:

The contract is for new functions mandated or authorized by the Legislature to be
performed by independent contractors

The services are not available within the District or cannot be satisfactorily
performed by District employees

The services are incidental to a purchase or lease contract

The policy, administrative, or legal goals and purposes of the District cannot be
accomplished through the regular or ordinary hiring process

The work meets the criteria for emergency appointment

Equipment, materials, facilities, or support services could not feasibly be
provided by the District

The services are of an urgent, temporary, or occasional nature

The District may enter into personal services contracts to achieve cost savings when

each of the following conditions is met:

It can be clearly demonstrated that the proposed contract will result in actual
overall cost savings to the District

The contractor's wages are at the industry's level and do not undercut District
pay rates

The contract does not cause the displacement of District employees

The savings are large enough to ensure that employees will not be eliminated by
private _sector_and District cost fluctuations that could normally be expected
during the contracting period

The amount of savings clearly justifies the size and duration of the contracting
agreement

The contract is awarded through a publicized, competitive bidding process

The contract includes specific_provisions pertaining to the gqualifications of the
staff that will perform the work under the contract as well as assurance that the
contractor's hiring practices meet applicable nondiscrimination standards




e The potential for future economic risk to the District from potential contractor rate
increases is minimal

e The potential economic advantage of contracting is not outweighed by the
public's interest in having a particular function performed directly by the District

The following represent types of personal services contracts the District may enter into:

Professional Experts

Contracts for the services of persons who qualify as professional experts may be let
without competitive bidding. Professional experts are persons specially qualified to
provide services and advise in financial, economic, accounting, engineering, legal, or
administrative matters. They must be specially trained, experienced, and competent to
perform the services required. Compensation for special services and advice from
professional experts may be paid from available funds in the amounts deemed proper
for the services rendered.

Independent Contractors
To be an independent contractor, substantial conformance with the following conditions
must exist:
e The contractor controls the way in which work is performed
e The contractor sets his or her own hours
e The contractor is not restricted from taking jobs from other businesses at the
same time that they are doing work for the District
No District employees have duties similar to the independent contractor
The District does not provide assistants to the contractor
The duration of employment is for a specific job, not for a specified period of time
The District does not furnish tools, training, or equipment to the contractor.
Contractors should be able to perform their services without the District’s facilities
(e.q., equipment, office furniture, machinery)
e The contractor's investment in_his or her trade must be real, essential, and
adequate
e The contractor has employer identification humbers with the Internal Revenue
Service for reporting
e The individual is not presently employed by the District to do the same type of
work
e Contractors are hired to provide a result and usually have the right to hire others
to do the actual work
e Contractors are hired for the final result, and therefore should not be asked for
progress or interim reports
e Contractors are generally responsible for their incidental expenses
e Contractors should be able to make a profit or a loss. Five circumstances show
that a profit or loss is possible:
o If the contractor hires and pays assistants
o If the contractor has his own office, equipment, materials, or facilities
o If the contractor has continuing and reoccurring liabilities




o If the contractor has agreed to perform specific jobs for prices agreed
upon in advance and
o If the contractor's services affect his own business reputation
Contractors can't be fired so long as they produce a result that meets the
contract specifications
Contractors are responsible for the satisfactory completion of a job or they may
be legally obligated to compensate the hiring firm for failure to complete

Consultants
Consulting services contracts refer to all services that:

are of an advisory nature

provide a recommended course of action or personal expertise

have an end product which is basically a transmittal of information either written

or verbal

are obtained by awarding a procurement-type contract, a grant, or any other

payment of funds for services of the above type

The product may include anything from answers to specific questions to design of a

system or plan, and includes workshops, seminars, retreats, and conferences for which

paid expertise is retained by contract.

Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. This procedure is legally required. This procedure was reviewed at the December 15, 2006
November 9, 2007 Policy and Procedure Task Force Meetings.

Date Approved:
(This is a new procedure recommended by the
CC League and the League’s legal counsel)



Palomar Community College District Procedure CCLC No. 6400

Finance and Administrative Services
DRAFT as of 11/9/07

AP 6400 AUDITS

References:
Education Code Sections 84040(b) and 81644

The Chief Business Officer shall be responsible for the selection of auditors who shall
be certified public accountants licensed by the California State Board of Accountancy.

An auditing firm’s contract shall be for no longer than five years. The audit shall include
all funds under the control or jurisdiction of the District. The audit shall identify all
expenditures by source of funds and shall contain:
e a statement that the audit was conducted pursuant to standards and procedures
developed in accordance with Education Code Section 84040.5 and
e asummary of audit exceptions and management recommendations

Audit reports for the preceding fiscal year must be presented to the Governing Board
and submitted to the California Community Colleges Chancellor’'s Office by December
31.

Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. This procedure is legally required. This procedure was reviewed at the December 15, 2006
and November 9, 2007 Policy and Procedure Task Force Meetings.

Date Approved:
(This is a new procedure recommended by the
CC League and the League’s legal counsel)



Palomar Community College District Procedure CCLC No. 6500

Finance and Administrative Services
DRAFT as of 12/14/07

AP 6500 MANAGEMENT OF REAL PROPERTY

References:
Education Code Sections 70902 and 81300 et seq.

The Chief Business Officer shall be responsible for supervising acquisitions of real
property, including appraisals and valuations of real property and improvements;
securing title insurance policies; dedications or conveyance of easements; vacation of
streets _and alleys, street lighting, and other special assessments; and the
condemnation of real property.

Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. This procedure is suggested as good practice.

Date Approved:
(This is a new procedure recommended by the
CC League and the League’s legal counsel)



Palomar Community College District Procedure CCLC No. 6520

Finance and Administrative Services
DRAFT as of 12/14/07

AP 6520 SECURITY FOR DISTRICT PROPERTY

Reference:
Accreditation Standard [11.B.1

The Chief Business Officer shall be responsible for creating, maintaining, and
communicating the contents of Finance and Administrative Services Handbook(s).

« From current Palomar College AP 552 titled Fixed Asset Inventory

% From current Palomar College AP 552.1 titled Work Order Requests for
Maintenance and Custodial Work

To request repair of existing building and non-instructional equipment:
Call Facilities to report the problem. No further action is required. Facilities will fund the
repairs.



To request repair of instructional equipment:




Office of Primary Responsibility: Facilities Office

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. The information in black ink is from the first half of current Palomar College AP 552 titled
Fixed Asset Inventory with no date, AP 552.1 titled Work Order Requests for Maintenance and Custodial
Work with no date, and AP 553 titled Keys with no date. The language in green ink indicates suggested
revisions/updates from the Palomar Facilities Office. This procedure is suggested as good practice.

Date Approved:
(Replaces current Palomar College
Procedures 552, 552.1, and 553)



Palomar Community College District Procedure CCLC No. 6530

Finance and Administrative Services
DRAFT as of 12/14/07

AP 6530 DISTRICT VEHICLES

Reference:
Title 13 California Code of Requlations, Division 1, Chapter 1

« From current Palomar College Policy #554.1 titled Responsibility

The Superintendent/President _shall delegate the authority and the Administrative
Services-shall-have-complete-authority-in-the supervision of the use of Gellege District
vehicles to the Chief Business Officer. Any violations concerning the use of Cellege
District vehicles shall be handled by the Chief Business Officer Viee—Presidentfor
Finance and Administrative Services.

The Chief Business Officer shall be responsible for creating, maintaining, and
communicating information in the Finance and Administrative Services Handbook(s)
regarding use of District Vehicles.

+ From current Palomar College AP 507.22 titled Use of College Vehicles




Also see BP/AP 7400 titled Travel for further details reqgarding off-campus travel.

« From current Palomar College AP 554 titled Vehicles




Office of Primary Responsibility: Facilities Office

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. The information in black ink is from current Palomar College BP 554.1 titled Responsibility
with no date, AP 507.22 titled Use of College Vehicles with no date, and AP 554 titled Vehicles with no
date. The language in green ink indicates suggested revisions/updates from the Palomar Facilities
Office. This procedure is legally advised.

Date Approved:
(Replaces current Palomar College Policy
554.1 and Procedures 507.22 and 554)



Palomar Community College District Procedure CCLC No. 6535

Finance and Administrative Services
DRAFT as of 12/14/07

AP 6535 USE OF DISTRICT EQUIPMENT

Reference:
Education Code Section 70902

The Superintendent/President shall delegate the authority and the supervision of the
use of equipment to the Chief Business Officer.

The Chief Business Officer shall be responsible for creating, maintaining, and
communicating information in the Finance and Administrative Services Handbook(s)
regarding use of equipment.

Office of Primary Responsibility: Facilities Office

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. The language in green ink indicates suggested revisions/updates from the Palomar Facilities
Office. This procedure is suggested as good practice.

Date Approved:
(This is a new procedure recommended by the
CC League and the League’s legal counsel)



Palomar Community College District Procedure CCLC No. 6536

Finance and Administrative Services
DRAFT as of 12/14/07

AP 6536 EQUIPMENT REPLACEMENT

Reference:
Accreditation Standard 111.B.1

The Superintendent/President shall delegate the authority and the supervision of
equipment replacement to the Chief Business Officer.

The Chief Business Officer shall be responsible for creating, maintaining, and
communicating information in the Finance and Administrative Services Handbook(s)
regarding equipment replacement.

« From current Palomar College AP 6536 titled Equipment Replacement




Office of Primary Responsibility: Finance and Administrative Services

NOTE: The information in black ink is current Palomar College AP 6536 titled Equipment Replacement with
no date. The wording in blue ink is additional language to consider including in this procedure.

Date Approved:
(This is current Palomar College Procedure
6536)



Palomar Community College District Procedure CCLC No. 6540

Finance and Administrative Services
DRAFT as of 12/14/07

AP 6540 INSURANCE

References:
Education Code Sections 70902, 72502, 72506, and 81601 et seq.

The Chief Business Officer is responsible for securing the appropriate insurance in
accordance with law and the District's Risk Management Program.

Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. This procedure is legally required.

Date Approved:
(This is a new procedure recommended by the
CC League and the League’s legal counsel)



Palomar Community College District Procedure CCLC No. 6545

Finance and Administrative Services
DRAFT as of 12/14/07

AP 6545 STUDENT ACCIDENT INSURANCE

Reference:
Education Code Section 72506

Business Services is responsible for ensuring that all officially enrolled students and
children who are enrolled in a District childcare facility will be covered by District student
accident insurance.

Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in green ink is recommended by Student Services. The wording in blue ink is
additional language to consider including in this procedure.

Date Approved:
(This is a new procedure recommended by
Palomar Health Services)



Palomar Community College District Procedure CCLC No. 6550

Finance and Administrative Services
DRAFT as of 12/14/07

AP 6550 DISPOSAL OF DISTRICT PERSONAL (LISTED) PROPERTY

References:
Education Code Section 70902(b)(6), 81383, 81384, and 81450 et seq.

The Superintendent/President shall delegate the authority and the supervision of
disposal of District personal (listed) property to the Chief Business Officer.

The Chief Business Officer shall be responsible for creating, maintaining, and
communicating information in the Finance and Administrative Services Handbook(s)
regarding disposal of District personal (listed) property.

% From current Palomar College AP 552 titled Fixed Asset Inventory







Office of Primary Responsibility: Facilities Office

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. The language in green ink indicates suggested revisions/updates from the Palomar Facilities
Office. The information in black ink is from the second half of current Palomar College AP 552 titled
Fixed Asset Inventory with no date. This procedure is legally advised.



Date Approved:
(Replaces current Palomar College Procedure
552)



Palomar Community College District Procedure CCLC No. 6555

Finance and Administrative Services
DRAFT as of 11/9/07

AP 6555 SALE OF PERSONAL PROPERTY FABRICATED BY
STUDENTS

Reference:
No reference

THE FINANCE AND ADMINISTRATIVE SERVICES OFFICE RECOMMENDS
DELETION OF THIS CURRENT PALOMAR PROCEDURE

s From current Palomar College AP 510 titled Sale of Personal Property
Fabricated by Students

NOTE: This is current Palomar College AP 510 titled Sale of Personal Property Fabricated by Students with
no date Task Force Meeting. This procedure was reviewed at the November 9, 2007 Task Force Meeting.

Date Approved:
(This is current Palomar College Procedure
510)



Palomar Community College District Procedure CCLC No. 6600

Finance and Administrative Services
DRAFT as of 12/14/07

AP 6600 CAPITAL CONSTRUCTION
References:

Education Code Section 81820;
Title 5 Sections 57150 et seq.

The Chief Business Officer shall ensure that the Five-Year Capital Outlay Program is
filed with the California_ Community Colleges Chancellor's Office. The program will
consist of the plans of the District concerning its future academic and student service
programs, and the effects of such programs on construction needs as required by the
California. Community Colleges Chancellor’s Office.

Construction contracts will be awarded in accordance with AP 6350 titled Contracts —
Construction and will comply with applicable laws relating to public works.

Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. This procedure is legally required.

Date Approved:
(This is a new procedure recommended by the
CC League and the League’s legal counsel)



Palomar Community College District Procedure CCLC No. 6700

Finance and Administrative Services
DRAFT as of 12/14/07

AP 6700 OTHER FACILITIES USE (CIVIC CENTER ACT)

References:
Education Code Sections 82537 and 82542;
Public Resources Code Section 42648.3

General Provisions

District facilities are available for community use when such use does not conflict with
District programs _and operations. Facility use shall be limited to places and time
identified by the Chief Business Officer. Except as provided in these regulations, no
organizations shall be denied the use of District facilities because of the content of the
speech to be undertaken during the use.

The Chief Business Officer is responsible for the coordination and implementation of
these procedures. The Chief Business Officer shall determine all applicable fees to be

charged.

All user _groups shall be required to provide the District with a hold harmless and
indemnification agreement _acknowledging that they will be financially responsible for
any losses, damages, or injuries incurred by any person as a result of their use of the
facilities. All user groups shall also be required to provide a certificate of insurance with
limits acceptable to the District and/or other proof of financial responsibility acceptable
to the District.

Civic Centers

Eligible persons or groups may use District buildings or grounds for public, literary,
scientific, recreational, or educational meetings, or for discussion of matters of general
or public interest, subject to these rules and regulations.

The groups identified in Education Code Section 82542(a) will be permitted to use
District facilities upon payment of the following:

e the cost of opening and closing the facilities, if no District employees would
otherwise be available to perform that function as a part of their normal duties;

e the cost of a District employee’s presence during the organization’s use of the
facilities if it is determined that the supervision is needed, and if that employee
would not otherwise be present as part of his or her normal duties;

e the cost of custodial services, if the services are necessary and would not have
otherwise been performed as part of the custodian’s normal duties; and




e the cost of utilities directly attributable to the organization’s use of the facilities.

Except as provided herein, other groups shall be charged an amount not to exceed the
direct costs of District facilities. Direct costs shall include costs of supplies, utilities,
janitorial services, services of any other District employees, and salaries paid District
employees necessitated by the organization’s use of District facilities.

The following shall be charged fair rental value for the use of District facilities:

e Any church or religious organization for the conduct of religious services for
temporary periods where the church or organization has no suitable meeting
place for the conduct of such services.

e Entertainments or meetings where admission fees are charged or contributions
are solicited and the net receipts of the admission fees or contributions are not
expended for the welfare of the students of the District or for charitable purposes.

The American Red Cross or other public agencies may use District facilities, grounds,
and equipment for mass care and welfare shelters during disasters or other
emergencies affect the public health and welfare, and the District will cooperate with
these agencies in furnishing and maintaining services mutually deemed necessary to
meet the needs of the community.

Rules for Facilities Use

Requests for use of District facilities must be made at least thirty (30) days in advance
of the first date of use being requested. Regquests shall be on forms provided by the
District. Permission to use facilities shall be granted by the Chief Business Officer.

Permission to use District facilities shall not be granted for a period to exceed one fiscal
year. No person or organization may be granted a monopoly on any facility.

All charges for the use of District facilities will be billed accordingly after the conclusion
of the event.

Any persons applying for use of District property on behalf of any groups shall be a
member of the groups and, unless he or she is an officer of the group, must present
written authorization to represent the group. Each person signing an application shall,
as a condition of use, agree to be held financially responsible in the case of loss or
damage to District property.

The District may require security personnel as a condition of use whenever it is deemed
to be in the District’s best interests.

No person applying for use of District property shall be issued a key to District facilities.

Future facility requests may be denied on grounds including, but not limited to, abuse or
misuse of District property and failure to pay promptly for any damage to District

property.




No alcoholic beverages, intoxicants, controlled substances, or tobacco in any forms
shall be brought onto the property of the District. Persons under the influence of
alcohol, intoxicants, or controlled substances shall be denied participation in any

activity.

No structures, electrical modifications, or mechanical apparatus may be erected or
installed on District property without specific written approval by the Chief Business
Officer.

Recycling (Education Code Section 82542(a))
The Palomar Community College District provides its own campus recycling services
through the Facilities Office. Contact that office for further details.

Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. The language in green ink indicates suggested revisions/updates from the Palomar Facilities
Office. This procedure is legally required except where otherwise noted.

Date Approved:
(This is a new procedure recommended by the
CC League and the League’s legal counsel)



Palomar Community College District Procedure CCLC No. 6740

Finance and Administrative Services
DRAFT as of 2/22/08

AP 6740 CITIZENS BOND OVERSIGHT COMMITTEE

References:
Education Code Sections 15264 et seq.,15278, 15280, and 15282

A Citizens’ Bond Oversight Committee (the “Committee”) must be established pursuant
to the requirements in Proposition 39, chaptered as the Strict Accountability in Local
School Construction Bonds Act of 2000 (the “Act”) (Education Code Sections 15264 et

seq.).

The Committee shall operate pursuant to the Bylaws approved by the Governing Board.
The Committee shall have only those responsibilities granted to them in the Act and in
the Bylaws as established by the Governing Board.

Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. This procedure is legally required if the District has passed a local bond measure under the
Proposition 39 requirements.

Date Approved:
(This is a new procedure recommended by the
CC League and the League’s legal counsel)



Palomar Community College District Procedure CCLC No. 6750

Finance and Administrative Services
DRAFT as of 2/22/07

AP 6750 PARKING

References:
Education Code Section 76360;
Vehicle Code Section 21113

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

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

Parking of motor vehicles is limited to specially designated areas. Parking permits are
required and must be properly displayed. Vehicles parked in violation of the provisions
of this code are subject to fines, towing, or impoundment.

All persons who enter on District property are charged with knowledge of the provisions
of this procedure and are subject to the penalties for violations of such provisions.

« From current Palomar College BP 30 titled Parking Policy




Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. The information in black ink is from current Palomar College AP 30 titled Parking Procedure
(#00-20425) with no date. The language in green ink indicates suggested revisions/updates from the
Palomar Facilities Office. This procedure is legally required except where otherwise noted.

Date Approved:
(Replaces current Palomar College Procedure
30)



Palomar Community College District Procedure CCLC No. 6800

Finance and Administrative Services
DRAFT as of 2/22/07

AP 6800 OCCUPATIONAL HEALTH AND SAFETY

References:
Cal/OSHA; Labor Code Sections 6300 et seq.;
Title 8 Sections 340 et seq. and 3203;
Code of Civil Procedure Section 527.8;
Penal Code Sections 273.6, 626.9, 626.10, and 12021

The Chief Business Officer shall be responsible for creating, maintaining, and
communicating information and procedures related to occupational health and safety
issues in the Finance and Administrative Services Handbook(s).

Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. The language in green ink indicates suggested revisions/updates from the Palomar Facilities
Office. This procedure is legally required. Safety conditions of employment are a mandatory subject of
bargaining and may be more specific than the procedure language cited above, which are minimum
standards to cover students and unrepresented employees. AP 3510 titled Workplace Violence Plan
covers many of the same requirements and some districts prefer to not include a similar procedure here.

Date Approved:
(This is a new procedure recommended by the
CC League and the League’s legal counsel)



Palomar Community College District Procedure CCLC No. 6975

Finance and Administrative Services
DRAFT as of 2/22/08

AP 6975 BOOKSTORE AND FOOD SERVICES

Reference:
Education Code Section 81676

If qualified vendors are to provide bookstore and food services, the Director of Business
Services is responsible to act as liaison between the vendors and the student, faculty,
and staff constituencies represented on the Bookstore Advisory Committee and the
Food Services Advisory Committee. The committees will review the quality of services
and make recommendations to the vendor for changes and improvement in services to
students, faculty, and staff. A quarterly report shall be provided to the Chief Business
Officer on service and quality of operations.

The Chief Business Officer shall be responsible for creating, maintaining, and
communicating information and procedures related to bookstore and food services
issues in the Finance and Administrative Services Handbook(s).

« From current Palomar Procedure 560 titled Palomar College Bookstore










Office of Primary Responsibility: Finance and Administrative Services

NOTE: The language in red ink is recommended by the Community College League and legal counsel
(Liebert Cassidy Whitmore). The wording in blue ink is additional language to consider including in this
procedure. The information in black ink is from current Palomar AP 560 titled Palomar College
Bookstore with no date. The language in green ink indicates suggested revisions/updates from Student
Services. This procedure is suggested as good practice. This procedure was reviewed at the
September 14, 2007 Policy and Procedure Task Force Meeting.

Date Approved:
(Replaces current Palomar College Procedure
560)
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