
 

  
 
  

 
 
 
CHAIR:   Deegan 
MEMBERS:  Barton, Brannick, Claypool, Cuaron, Dowd, Duran, Frederick, Gowen, Gropen, Halttunen, 
Hoffmann, Hogan‐Egkan, Japtok, Jennum, Kovrig, Lienhart, Madrigal, McCluskey, Owens, Sheahan, 
Talmo, Titus, Tortarolo, von Son  
RECORDER:  Ashour 
                   Attachments    Time 
         

A.  MINUTES      5 min.   
  1.  Approve minutes of October 21, 2008 
             
B.  ACTION ITEMS/FIRST READING        0 min. 
  1.   Governance Structure of the    Exhibit B1 
    Instructional Planning Council 
  2.  Chapter 7 Board Policies: BP 7230, 7260    Exhibit B2 
    7270, 7335, 7340, 7385 
    Chapter 7 Board Procedures: AP7212, 
    7216, 7234, 7235, 7270, 7337, 7340 
    7343, 7344, 7346, 7375, 7500 
     
C.  INFORMATION/DISCUSSION      15 min 
  1.  Revisiting the 'Review and Approve    Exhibit C1 
     Purchases for Prior Sixty Days' item 
     on the Board Agenda 
  2.  Planning Agenda Item on Shared Governance 
    Decision Making Processes 
 
D.  REPORTS OF PLANNING COUNCILS      15 min. 
  1.  Finance & Administrative Services Planning Council – Bonnie Ann Dowd 
  2.  Human Resource Services Planning Council – John Tortarolo 
  3.  Instructional Planning Council – Berta Cuaron 
  4.  Student Services Planning Council – Joe Madrigal 
 
E.  REPORT FROM ACCREDITATION SELF‐STUDY      5 min 
 
F.  REPORT FROM BUDGET COMMITTEE    Exhibit F1, F2  10 min 
   
G.  REPORTS OF CONSTITUENCIES        15min. 
  1.  Administrative Association – Laura Gropen 
  2.  Associated Student Government – Robert Frederick 
  3.  Confidential/Supervisory Team – Lee Hoffmann 
  4.  CCE/AFT – Neill Kovrig 
  5.  Faculty Senate – Monika Brannick 
  6.  PFF/AFT – Shannon Lienhart 
 
H.  OTHER ITEMS 

STRATEGIC PLANNING COUNCIL 
AGENDA 

Date:              November 4, 2008 
Starting Time:                 2:00 p.m. 
Ending Time:                 4:00 p.m. 
Place:                                             SU‐18



 

 
 
 
 
A regular meeting of the Palomar College Strategic Planning Council scheduled for November 4, 2008, was held in SU‐
18.  President Robert Deegan called the meeting to order at 2:00 p.m. 
 
ROLL CALL 
Members Present:  Barton, Brannick, Claypool, Cuaron, Deegan, Duran, Gowen, Gropen, Halttunen, Hoffmann, 

Japtok, Kelly, Kovrig, Lienhart, Madrigal, McCluskey, Titus, Tortarolo, Vernoy 
Recorder:      Cheryl Ashour 
Members Absent:  Dowd, Frederick, Jennum, Talmo, von Son 
Guests:  Jayne Conway, Ken Jay for Bonnie Dowd, Teri Safranek, Chris Wick 
 
A.  MINUTES 

1.  Approve Minutes of October 21, 2008 
MSC (Gowen/Duran) to approve the Minutes of October 21, 2008 as presented 
 

B.  ACTION ITEMS/FIRST READING  
1.  Governance Structure of the Instructional Planning Council 

Berta Cuaron discussed the revisions to the Instructional Planning Council Governance Structure.  (Exhibit B1) 
Laura Gropen requested that an Administrative Association member be added to the membership.  Ms. Gropen 
will attend the next IPC meeting to discuss the request.  This item will return in two weeks for action/second 
reading. 

 
2.  Chapter 7 Board Policies and Procedures 

John Tortarolo reviewed the following Board Policies and Procedures: BP 7230, 7260, 7270, 7335, 7340, 7385 
and AP 7212, 7216, 7234, 7235, 7270, 7337, 7340, 7343, 7344, 7346, 7375, and 7500.  (Exhibit B2) Discussion 
ensued.  This item will return in two weeks for action/second reading. 
 

C.  DISCUSSION/INFORMATION ITEMS 
1.  Revisiting the Review and Approve Purchases for Prior Sixty Days’ Item on the Board Agenda 

Shannon Lienhart distributed and discussed a document comparing the 60‐days reports on the Governing Board 
agenda in fiscal years 2003 and 2008.  (Exhibit C1) She requested that all 60‐days reports include exhibits; that 
the advertising/increases heading be listed separately; and, if a purchase order is over $50,000, that it be listed 
in detail directly below the 60‐days report.  Ken Jay will speak to Fiscal and report back to SPC.  
 
Teri Safranek discussed how contracts in Workforce and Community Development are developed.  Monika 
Brannick stated that the Faculty Senate is forming an advisory group to communicate with Workforce and 
Community Development. 
 

2.  Planning Agenda Item on Shared Governance Decision Making Processes 
Robert Deegan asked SPC members if they wanted to have a meeting on shared governance decision 
making within a regular SPC meeting or at a special meeting.  After discussion it was decided that a three‐
hour meeting on a Friday will be scheduled.  There was discussion on what to include on the agenda.   
 

D.  REPORTS FROM PLANNING COUNCILS 
1.  Finance & Administrative Services Planning Council  

Ken Jay reported that FASPC met on October 30.  It considered and approved recommendations from the 
Emergency Preparedness Work Group and reviewed the first reading of the Bookstore Committee and Food 
Service Committee Governance Structures. 
 
Ken Jay distributed a document showing the detail, broken out by departments, areas, and then by funds, 
for Independent Contractors and Personal and Consulting Services FY 2007‐08.   
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2.  Human Resource Services Planning Council 
John Tortarolo reported that HRSPC met two weeks ago and discussed “branding” – having the advertising 
and application material reflect Palomar College’s culture.  The EEO Plan and employee hiring were 
discussed.  HRSPC received standing reports from SPC and Team Life. 
 

3.  Instructional Planning Council 
Berta Cuaron reported that IPC met on October 22 and discussed its 2008‐2009 goals and the need to begin 
working on the Educational and Facilities Master Plan for Escondido and Fallbrook.  IPC discussed the 
acceptance of the Emergency Preparedness Plan by SPC and the faculty hiring priority list. 
 

4.  Student Services Planning Council  
Joe Madrigal reported that SSPC met on October 22 and discussed the formation of a Veterans Services 
Advisory Group.  SSPC received the Annual Campus Security Report from Campus Police.  The information 
will be posted on the Campus Police website. 
 

E.   REPORT FROM ACCREDITATION SELF‐STUDY  
Berta Cuaron reported that the Accreditation Self‐Study is going to the Governing Board next Tuesday. 

 
F.  REPORT FROM BUDGET COMMITTEE 

Ken Jay reported that the Budget Committee met on October 28.  Dr. Dowd presented budget information from 
the Community College League of California.  (Exhibit F1) A PowerPoint presentation was given on Perkins 
funding.  Discussion continued regarding the update to the last fiscal plan published in 2005.  
 
Mr. Jay distributed a copy of a glossary of the budget terms that had been distributed to the Budget Committee. 
(Exhibit F2) 
 

G.  REPORTS OF CONSTITUENCIES 
1.  Administrative Association 

Laura Gropen reported that the Administrative Association Executive Council will meet on Friday. 
 
2.  Associated Student Government 

Claudia Duran reported that ASG now has a full Board and seven delegates.  Over 900 students registered to 
vote on campus.  The Halloween Escape event was very successful.  ASG endorsed the Latino graduation and 
will be assisting MECHA with their planning.  The ASG is also supporting the proposal for the professional 
development grant that will provide support to the library staff to help students overcome library anxiety.  
The Mission to Be Clean and Green at Palomar is doing very well with teams from most of the clubs.  ASG will 
be supporting the Veterans Club’s Veterans Day event on November 12 at noon in front of the flag pole. Phi 
Theta Kappa thanked everyone for their support of the recycling event.  ASG will be participating in the High 
School Counselor Conference on November 12.  They are working on organizing the Great American Smoke 
Out on November 20.  Nine students attended the Student Senate Conference, where Region 10 also had its 
meeting. The next Region 10 meeting will be at Mira Costa College on November 21. 
 

3.  Confidential/Supervisory Team – no report 
 
4.  CCE/AFT – no report 
 
5.  Faculty Senate 

Monika Brannick reported that the Faculty Senate opened committee service to part time faculty about two 
years ago.  Now, the Senate just supported the PD Advisory Board’s recommendation that part time faculty 
serving on councils and committees may use PD hours for their service. 
 

6.  PFF/AFT – no report 
 

H.  ADJOURNMENT 
There being no remaining items, the meeting was adjourned at 4:00 p.m. 

 



 

GOVERNANCE STRUCTURE GROUP REQUEST

 
Request submitted by  
Berta Cuaron 

Date 
4/2/02 (rev. 4/16/02, 5/7/02, 9/16/03, 10/7/03, 
10/13/04, 1/25/06, 1/27/06, 2/8/06, 10/22/08) 

Proposed Name of Requested Group 
Instructional Planning Council 

X Council  Committee X Subcommittee  Task Force
Action Requested:
  

 Add  Delete X   Change 

Role, Products, Reporting Relationships: 
Role:  

• Develops, implements, evaluates and revises Instruction’s plans and initiatives, both short- and long term.   
• Develops, reviews, and updates the process (qualitative and quantitative elements and instrument) and 

establishes the timeline for the 2-year Institutional Program Review and Planning (IPR&P) cycle for 
Instruction. 

• Reviews and summarizes IPR&P documents and utilizes them to develop and guide recommendations for 
priorities for Instruction, including budget, staffing needs, equipment, technology, facilities, and other 
resources essential to support instruction and the success of students.  

• Utilizes the District’s Strategic Plan and the Annual Implementation Plan to guide and outline its goals, tasks 
and actions to be accomplished in the academic year. 

• Make recommendations relevant to any matters or issues that affect Instruction and/or by request from SPC. 
• Convenes the subcommittee to review and update the process (qualitative and quantitative elements and 

instrument) and timeline for requesting full-time faculty positions and to prioritize each year’s list of full-
time faculty positions for discussion and endorsement by IPC, forwarding the recommendation to SPC as 
information.    

Products:   
• Institutional Program Review and Planning documents, summaries and recommendations, including budget, 

staffing needs, equipment, technology, and facilities priorities  
• Progress report on Strategic Plan and AIP 
• Annual goals and accomplishments 
• Full-time Faculty Position Priority Recommendation   

Reporting Relationship:  Strategic Planning Council 

Meeting Schedule: 
Second and Fourth Wednesdays, 2:30 to 4:00 p.m. 

Chair: *Vice President, Instruction 

Members: 
*Five instructional deans 
 Director of Extended Education 
*Seven Faculty Members (one each from the five instructional divisions, library, and student services 
appointed by Faculty   Senate) 
*One Faculty Member who is also on the Faculty Senate appointed by the Faculty Senate 
 Two Classified Unit Employees appointed by CCE/AFT (one from Instruction area) 
 One Student appointed by ASG 
 Director of Occupational and Non-Credit Programs 
 Research Analyst 
 One CAST Member appointed by CAST 
*The Faculty Position Priority Subcommittee membership includes asterisked members plus two (2) faculty appointed 
by the Faculty Senate. 
 
If change is requested, attach current structure and list proposed changes. 
Reviewed by Strategic Planning Council:  Comments: 



9/16/03  First Reading 
10/7/03  Approved 
03/06/06 Revisions Approved     Approved by PAC:  10/2/01 



 
Proposed Palomar Community College District Procedure CCLC No. 7212
  

Human Resources 
DRAFT as of 10/17/08 

 
AP 7212 TEMPORARY FACULTY 
 
References: 

Education Code Sections 87481, 87482, 87482.5, and 87482.8 
 
 
The District may employ any qualified individual as a temporary faculty member for a complete 
academic year, but not less than one semester or quarter during an academic year unless the 
date of rendering first paid service begins during the second semester or third quarter and prior 
to March 15th.  The employment of these persons shall be based upon the need for additional 
faculty during a particular semester, quarter, or year because a faculty member has been 
granted leave for a semester, quarter, or year, or is experiencing long-term illness, and shall be 
limited, in number of persons so employed, to that need. 
 
The District may employ any qualified individual as a temporary faculty member for a complete 
academic year but not less than a complete semester or quarter during an academic year.  The 
employment of those persons shall be based upon the need for additional faculty during a 
particular semester or quarter because of the higher enrollment of students during that semester 
or quarter as compared to the other semester or quarter in the academic year or because a 
faculty member has been granted leave for a semester, quarter, or year, or is experiencing long-
term illness, and shall be limited, in number of persons so employed, to that need.  Such 
employment may be pursuant to contract fixing a salary for the entire semester or quarter.  No 
person, other than a person serving as clinical nursing faculty, shall be so employed for more 
than two semesters or three quarters within any period of three consecutive years. 
 
A person serving as clinical nursing faculty may be employed for up to four semesters or six 
quarters within any period of three consecutive years between July 1, 2007 and June 30, 2014, 
as long as the hiring of that person does not result in an increase in the ratio of part-time to full-
time nursing faculty in the District. 
 
Any person who is employed to teach classes for not more than 67 percent of the hours per 
week that are considered a full-time assignment for regular employees having comparable 
duties shall be classified as a temporary employee, and shall not become a contract employee.  
Service as a substitute on a day-to-day basis shall not be used for purposes of calculating 
eligibility for contract or regular status. 
 
Screening for temporary faculty shall, insofar as possible, be conducted in accordance with 
District practices and procedures for employment of regular faculty.  In particular, there shall be 
consideration given to principles of selection that assure the greatest opportunity for 
participation by underrepresented groups as required by Board Policies and Administrative 
Procedures. 
 
Also see AP 7120 titled Recruitment and Hiring 
 
Office of Primary Responsibility:  Human Resource Services 
 
 
NOTE:  This procedure is legally advised.  The language in red type is recommended from the 
Community College League and legal counsel (Liebert Cassidy Whitmore).  The information in 



blue type is additional language to consider including in this procedure.  The language in green 
ink reflects revisions/additions made by Human Resource Services.  This procedure was 
reviewed on September 12, 2008 and October 17, 2008 by the Policy and Procedure Task 
Force. 

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

 

 



 
Proposed Palomar Community College District Procedure CCLC No. 7216
  

Human Resources 
DRAFT as of 10/17/08 

 
AP 7216 EMPLOYEE GRIEVANCE/COMPLAINT PROCEDURES 
 
Reference: 

Education Code Section 87610.1; 
Faculty Senate Website 

 
 
Procedures for resolution of grievances or complaints involving contractual issues are contained in 
the applicable collective bargaining agreement or employee handbook. 
 
Complaints regarding non-contractual issues which may involve faculty members, administrative 
staff, classified staff, and/or students may be addressed utilizing the guidelines for the Faculty 
Senate’s Academic Due Process Procedure. 
 
 

 From current Palomar College Policy 3.06 titled Questions of Conduct or 
Grievance (93-16519) 

 
In questions of conduct or grievance, a faculty member uses the guidelines for Academic Due 
Process. 
GB Rev. 6-28-94 
 
Also see BP 7361 titled Academic Due Process 
 
Office of Primary Responsibility:  Human Resource Services 
 
 
NOTE:  This procedure is legally required.  The language in red type is recommended from 
the Community College League and legal counsel (Liebert Cassidy Whitmore).  The information 
in blue type is additional language to consider including in this procedure.  The information in 
black ink is current Palomar Policy 3.06 titled Questions of Conduct or Grievance adopted on 
6-28-94.  The language in green ink reflects revisions/additions made by Human Resource 
Services.  This procedure was reviewed on September 12, 2008 and October 17, 2008 by the 
Policy and Procedure Task Force. 

 
Date Approved:   
(Replaces current Palomar Policy 3.06)  
 
 



 
Proposed Palomar Community College District Procedure CCLC No. 7234
  

Human Resources 
DRAFT as of 10/17/08 

 
AP 7234 CLASSIFIED EMPLOYEE OVERTIME 
 
References: 

Education Code Sections 88027, 88028, 88029, and 88030 
 
 
Overtime is defined to include any time required to be worked in excess of eight hours in any 
one day and in excess of 40 hours in any calendar week.  If the Governing Board establishes a 
workday of less than eight hours but seven hours or more and a workweek of less than 40 hours 
but 35 hours or more for all of its classified positions or for certain classes of classified positions, 
all time worked in excess of the established workday and workweek shall be deemed to be 
overtime. 
 
The foregoing provisions do not apply to: 

• classified positions for which a workday of fewer than seven hours and a workweek of 
fewer than 35 hours has been established 

• positions for which a workday of eight hours and a workweek of 40 hours has been 
established, but in which positions employees are temporarily assigned to work fewer 
than eight hours per day or 40 hours per week when such reduction in hours is 
necessary to avoid layoffs for lack of work or lack of funds and the consent of the 
majority of affected employees to such reduction in hours has been first obtained 

 
For the purpose of computing the number of hours worked, time during which an employee is 
excused from work because of holidays, sick leave, vacation, compensatory time off, or other 
paid leave of absence shall be considered as time worked by the employee. 
 
When compensatory time off is authorized in lieu of cash compensation, such compensatory 
time off shall be granted within 12 calendar months following the month in which the overtime 
was worked and without impairing the services rendered by the District. 
 
An employee having an average workday of four hours or more during the workweek shall, for 
any work required to be performed on the sixth or seventh day following commencement of the 
workweek, be compensated at a rate equal to 1 1/2 times the regular rate of pay of the 
employee designated and authorized to perform the work. 
 
An employee having an average workday of less than four hours during a workweek shall, for 
any work required to be performed on the seventh day following the commencement of his or 
her workweek, be compensated for at a rate equal to 1 1/2 times the regular rate of pay of the 
employee designated and authorized to perform the work. 
 
Persons serving in supervisory, administrative, or executive positions that are classified as 
administrators shall be excluded from these procedures regarding overtime. 
 
Also refer to the applicable collective bargaining agreement or employee handbook 
 
Office of Primary Responsibility:  Human Resource Services 
 
 



NOTE:  This procedure is legally required.  The language in red type is recommended from 
the Community College League and legal counsel (Liebert Cassidy Whitmore).  The information 
in blue type is additional language to consider including in this procedure.  The language in 
green ink reflects revisions/additions made by Human Resource Services.  This procedure was 
reviewed on October 17, 2008 by the Policy and Procedure Task Force. 

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

 

 



Human Resources 
DRAFT as of 10/17/08 

 
AP 7235 PROBATIONARY PERIOD:  CLASSIFIED EMPLOYEES 
 
Reference: 

Education Code Section 88013 
 
 
Subject to provisions in the applicable collective bargaining agreement or employee handbook, 
the Governing Board establishes a probationary period of one year as permitted by statute. 
 
Office of Primary Responsibility:  Human Resource Services 
 
 
NOTE:  This procedure is suggested as good practice.  The language in red type is 
recommended from the Community College League and legal counsel (Liebert Cassidy 
Whitmore).  The information in blue type is additional language to consider including in this 
procedure.  The language in green ink reflects revisions/additions made by Human Resource 
Services.  This procedure was reviewed on September 12, 2008 and October 17, 2008 by the 
Policy and Procedure Task Force. 

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

 

 



 
Proposed Palomar Community College District Procedure CCLC No. 7270
  

Human Resources 
DRAFT as of 10/17/08 

 
AP 7270 STUDENT WORKERS 
 
References: 

Education Code Sections 69960(f) and 88003 
 
 
Only enrolled Palomar College students 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 Palomar College students 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 Palomar College Short-Term and Student Employee 
Information Booklet available on the Human Resource Services website. 
 
Office of Primary Responsibility:  Human Resource Services 
 
 
NOTE:  This procedure is suggested as good practice.  The language in red type is 
recommended from the Community College League and legal counsel (Liebert Cassidy 
Whitmore).  The information in blue type is additional language to consider including in this 
procedure.  The language in green ink reflects revisions/additions made by Human Resource 
Services.  This procedure was reviewed on October 17, 2008 by the Policy and Procedure Task 
Force. 

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

 

 



 
Proposed Palomar Community College District Procedure CCLC No. 7337
  

Human Resources 
DRAFT as of 10/17/08 

 
AP 7337 FINGERPRINTING 
 
References: 

Education Code Sections 87013 and 88024; 
Penal Code Section 11077.1 

 
 
All academic, classified, and contract employees shall be required to have fingerprints taken via 
Live Scan ten (10) working days prior to the date of employment.  The electronic fingerprints 
and applicable fees will be forwarded to the Department of Justice to ascertain if the applicant or 
employee has any record of previous arrests or convictions.  The Department of Justice will 
forward any findings to the Human Resource Services Office.  Human Resource Services will 
evaluate findings to ensure all criminal activity was reported and that no offense would disqualify 
the applicant from employment. 
 
Student workers, substitute, and temporary employees employed for less than an academic 
year may be exempted from this procedure.  All workers or volunteers in the Child Development 
Center and in other programs requiring fingerprinting must submit to Live Scan fingerprinting.  
The costs of Live Scan fingerprinting are the sole responsibility of the applicant. 
 
Also see AP 7126 titled Background Investigations and AP 7127 titled Restrictions Governing the 
Employment of Applicants with Criminal Records. 
 
Office of Primary Responsibility:  Human Resource Services 
 
 
NOTE:  This procedure is legally required.  The language in red type is recommended from 
the Community College League and legal counsel (Liebert Cassidy Whitmore).  The information 
in blue type is additional language to consider including in this procedure.  The language in 
green ink reflects revisions/additions made by Human Resource Services.  This procedure was 
reviewed on September 12, 2008 and October 17, 2008 by the Policy and Procedure Task 
Force. 

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

 

  
 
 



 
Proposed Palomar Community College District Procedure CCLC No. 7340
  

Human Resources 
DRAFT as of 10/17/08 

 
AP 7340 LEAVES 
 
References: 

Education Code Sections 87763 et seq. and 88190 et seq.; 
Labor Code Section 234 

 
 
The District recognizes several different forms of leave for employees as delineated in the 
collective bargaining agreements and employee handbooks.  Employees are responsible for 
completing and filing appropriate leave forms at the earliest possible date.  Information relative to 
absences and leaves exclusive of medical information shall be made a matter of record included in 
the employee’s personnel file. 
 
 

 From current Palomar Policy 156 titled Absences and Leaves 
 
Absences and Leaves 
Leaves of absence may be granted academic personnel under contract with the College for 
reasons other than those stipulated in the College's Sabbatical Leave Policy.  The granting of 
such leaves shall comply with the rules and regulations set forth in Section 87763-87789 of the 
Education Code. 
 
 

 From current Palomar Policy 156.1 titled Reporting Absences 
 
Reporting Absences 
An instructor who must be absent from class must notify the Office of the Assistant 
Superintendent/Vice President for Instruction.  It is the responsibility of the department 
chairperson to make arrangements for classes of absent instructors insofar as possible. 
Instructors are expected to notify their department chairperson if they are to be absent for more 
than one day. 
 
Also see AP 7344 titled Notifying District of Illness 
 

 From current Palomar Policy 156.2 titled Sick Leave 
 
All academic employees on ten-month contracts are entitled to ten (10) days’ leave of absence 
for illness or injury with full pay for each year of service.  Academic employees on contracts 
longer than ten months are given an additional day for each extra month of contract service. 
 
Every person employed five days a week by a school District in an academic position shall be 
entitled to ten (10) days’ leave of absence for illness or injury and such additional days in 
addition thereto as the Governing Board may allow for illness or injury, exclusive of all days 
he/she is not required to render service to the District, with full pay for a school year of service.  
An academic employee employed for less than five school days a week shall be entitled, for a 
school year of service, to that proportion of ten (10) days' leave of absence for illness or injury 
as the number of days he/she is employed per week bears to five (5) and is entitled to such 
additional days in addition thereto as the Governing Board may allow for illness or injury to 
academic employees employed for less than five (5) school days a week; pay for any day of 



such absence shall be the same as the pay which would have been received had the employee 
served during the day.  Credit for leave of absence need not be accrued prior to taking such 
leave by the employee and such leave of absence may be taken at any time during the school 
year. 
 
If such employee does not take the full amount of leave allowed in any school year under this 
section, the amount not taken shall be accumulated from year to year with such additional days 
as the Governing Board may allow. 
EC 87781, 87765 
 
 

 From current Palomar Policy 156.22 titled Accumulation of Sick Leave – Adjunct 
Faculty (82-9509) 

 
Accumulation of Sick Leave - Adjunct Faculty 
Adjunct (hourly) faculty will earn sick-leave benefits at the rate of 0.056 hours of sick leave for 
each hour of service rendered.  The employee will be paid one hour of earned sick-leave 
benefits for each hour of absence for injury or illness. If the employee does not take the full 
amount of earned sick leave allowed in any semester, the amount not taken shall be 
accumulated from semester to semester and from year to year. 
GB 4-26-83 
 
 

 From current Palomar Policy 156.23 titled Verification of Illness 
 
Verification of Illness 
Proof of illness or injury which has resulted in the absence from duty of any employee may be 
required by the Governing Board or administration.  Such proof shall be obtained from a 
licensed physician or Christian Science practitioner. 
EC 87781, 88191; 1957 County Counsel Opinion/1964 Attorney General Opinion 
 
 
 

 From current Palomar Policy 156.3 titled Other Leaves of Absence 
 
Other Leaves of Absence 
All leaves of absence will be granted in accordance with one of the following: 

a) leave of absence with pay and with fringe benefits 
b) leave of absence without pay but with fringe benefits; and 
c) leave of absence without pay and without fringe benefits. 

 
Benefits referred to are medical, dental, vision, life, and long-term disability insurance. 
Whenever possible, leaves of absence are to start on the first of the month. 
 
 

 From current Palomar Policy 156.31 titled Leave of Absence for Any Reason 
 
Leave of Absence for Any Reason 
In conformity with Section 87764 of the Education Code, the following rules and regulations 
have been adopted for the granting of leaves of absence for any reason to employees under 
contract in academic positions. 
Conditions governing the granting of leave of absence under this policy: 
A. The leave of absence for any reason shall be with or without pay or other benefits except as 
expressed herein, and may be granted for a period of either 1) one semester, 2) one college 



year, 3) two semesters, or 4) equivalent, each occurring in separate college years, within a six-
year period. 
B. A leave of absence under this policy may be granted to any academic employee regardless 
of number of years of service. 
C. The granting of a leave of absence under this policy is contingent upon the availability of a 
suitable replacement for the position to be vacated by the employee requesting the leave of 
absence, if necessary. 
D. The employee on a leave of absence under this policy shall notify the Assistant 
Superintendent/Vice President for Instruction in writing no later than November 15 of the fall 
semester, or March 15 of the spring semester, whichever is the concluding semester of the 
leave, of intention to terminate employment. 
E. The employee's rights shall remain in force during a leave of absence and the position on the 
salary schedule will remain constant.  By law, the year of the leave may not be counted toward 
retirement. 
F. For a part-time leave of absence for medical reasons or pregnancy, a letter from a licensed 
physician releasing the employee for work must be on file in the Office of Human Resource 
Services. 
EC 87764 
 
 

 From current Palomar Policy 156.32 titled Jury Duty 
 
Jury Duty 
An academic staff member shall receive regular earnings while serving on jury duty, and any 
jury fees will be relinquished to the District. 
 
All instructors are asked to notify the office of the Assistant Superintendent/Vice President for 
Instruction in advance when they are notified of pending jury duty service. 
 
 

 From current Palomar Policy 156.33 titled Pregnancy Leave 
 
Pregnancy Leave 
In conformity with Section 87766 of the Education Code, the following rules and regulations 
have been adopted for leave of absence for pregnancy for employees, who so desire, under 
contract for positions requiring certification qualification.  Conditions for granting a leave of 
absence under this policy: 
A. The Governing Board shall grant a leave of absence for any academic employee who is 
required to be absent from duties because of pregnancy, miscarriage, childbirth, and recovery 
therefrom. 
B. The length of the leave of absence, including the date on which the leave shall commence 
and the date on which the employee shall resume duties, shall be determined by the employee 
and the employee's physician. 
C. An extension of the leave of absence for pregnancy for reason of complications or other 
factors resulting from pregnancy or delivery may be granted by the Governing Board, but only 
upon the advice, presented in writing, of a licensed medical practitioner. 
D. Nothing in this policy shall be construed to deprive the employee of the right to the use of 
accumulated sick leave for absences due to illness or injury resulting from pregnancy. 
E. A leave of absence under this policy is in addition to any other leave to which the employee 
may be entitled by law. The employee's rights shall remain in force during the leave of absence. 
F. For a part-time leave of absence for medical or maternity purposes, a letter from a licensed 
physician or medical practitioner releasing the employee for work must be on file in the Office of 
Human Resource Services. 
EC 87766 
 



 
 From current Palomar Policy 156.35 titled Accident, Illness, or Quarantine Leave 

 
Accident, Illness, or Quarantine Leave 
In conformity with Section 87765 of the Education Code, the following rules and regulations 
have been adopted for accident, illness, or quarantine leaves of absence for employees under 
contract for academic positions: 
A. The Governing Board may, at its discretion, grant a leave of absence without pay, for 
reasons of accident, illness, or quarantine for a period of time commencing with the termination 
of the employee's accumulated sick leave up to one year from the beginning of the employee's 
absence from his/her duties due to the condition of injury, illness, or quarantine.  If, at the end of 
that period of time, the employee is unable to resume his/her duties, the Governing Board may, 
at its discretion, extend the leave of absence to either 1) the end of the current semester, or 2) 
the end of the current school year. 
B. The employee or a bonafide representative, shall initiate the request for the leave of absence 
under this policy prior to the termination of the employee's accumulated sick leave, and he/she 
shall initiate the request for an extension of the leave of absence prior to the termination of the 
original leave. 
C. Proof of illness, injury, or quarantine which results in a request for a leave of absence or an 
extension of a leave of absence under this policy may be required by the Governing Board or 
the administration.  Such proof shall be obtained by the employee from a competent medical 
authority at the District's expense in accordance with the employee's religious beliefs. 
EC 87765 
 
Also see AP 7343 titled Industrial Accidents and Illness 
 
 

 From current Palomar Policy 156.36 titled Bereavement Leave 
 
Bereavement Leave 
In conformity with Section 87788, as amended, of the Education Code, every person employed 
by a school District in an academic position is entitled to a leave of absence not to exceed three 
days, or five days if out-of-state travel is required, on account of death of any member of his/her 
immediate family.  No deduction is made from the salary of the employee nor is such leave 
deducted from other leave granted under the law or regulations of this Board. Members of the 
immediate family mean the mother, father, grandmother, grandfather, or grandchild of the 
employee or of the spouse of the employee; son, son-in-law, daughter, daughter-in-law, brother 
or sister of the employee.  The above-mentioned are in addition to the spouse.  The Governing 
Board may enlarge the benefit of membership. 
EC 87788 
 
 

 From current Palomar Policy 156.37 titled Personal Necessity Leave 
 
Personal Necessity Leave 
Any days of leave of absence for illness or injury allowed pursuant to Section 87781 may be 
used by the employee, at his/her election, in cases of personal necessity including any of the 
following: 
A. Death or serious illness of a member of his/her immediate family 
B. Accident involving his/her person or property, or the person or property of a member of 
his/her immediate family 
C. Appearance in court as a litigant or as a witness under an official order 
D. In cases of compelling personal importance. 
 



No such accumulated leave in excess of six days may be used in any school year for the 
purposes enumerated in this section. 
EC 87784 
 
 

 From current Palomar Policy 156.371 titled Personal Business Leave 
 
Personal Business Leave 
Academic employees working on a contract basis may be excused from duty with verbal 
permission from the department chairperson/director or other supervisor, without loss of pay, for 
a period of not more than two (2) hours, not to exceed four (4) two-hour periods in any one 
school year. Valid reasons for and conditions of personal leave include, but are not limited to: 
A. Death or illness in immediate family 
B. Unavoidable transportation delay 
C. Legal matters 
D. Attendance at graduation ceremonies (immediate family) 
E. Participation in college graduation ceremonies 
F. Funeral attendance 
G. Emergency child-care problems 
H. Taking examinations. 
Leaves are not granted to extend a vacation period or provide additional days off immediately 
preceding or following a holiday.  Leaves are not granted for attendance at grade-school 
graduation ceremonies. 
 
Report of these leaves must be filed with the Office of Instruction on the form, "Leave for 
Personal Business."  Such report is to be filed on the day of the absence, or not later than the 
following business day. 
 
 

 From current Palomar Policy 170 titled Reduced Workload (80-8013) 
 
Reduced Workload 
The Governing Board authorizes participation in the State Teachers' Retirement System (STRS) 
academic reduced workload program. 
EC 22724, 44922, 87483, 89516; 
GB 7-22-80 
 
 

 From current Palomar Policy 171 titled Early Retirement (80-8013) 
 
Early Retirement 
The Governing Board authorizes participation in the State Teachers' Retirement System (STRS) 
Optional Retirement Plan (early full-time retirement). 
EC 24210; 
GB 7-22-80 
 
 

 From current Palomar Policy 172 titled Vacation (88-12639) 
 
Vacation 
This section applies to only twelve-month educational administrators. 
 
 

 From current Palomar Policy 172.1 titled Entitlement 
 



Entitlement 
A.  Each member of executive administration, senior administration, and administration 
appointed on a 12-month basis is entitled to 22 working days of vacation with pay annually, 
accrued at the rate of 1.834 working days per month. 
B.  Eligible employees who are employed in restricted programs in specially funded positions 
are subject to any special provisions contained in such restricted programs and are not eligible 
to use accrued vacation beyond the duration of the funded program. Vacation accruals not used 
within the time frame allowed are forfeited. 
C.  Each part-time member of executive administration, senior administration, and 
administration appointed on a 12-month basis is entitled to accrue vacation leave at a rate 
consistent with the percentage of time worked. 
 
 

 From current Palomar Policy 172.2 titled Use of Vacation 
 
Use of Vacation 
A.  Accrued vacation must be taken within the year it is earned or during the next accrual year. 
 
Vacation days earned and not used may be accumulated up to a maximum of 30 days that may 
be carried over from year to year.  Accrued vacation beyond 30 days not used in the current or 
succeeding accrual year will be lost and no compensation shall be paid to employees who fail to 
use their vacation entitlement. 
B.  Employees eligible for the special provisions in 172.6. a. and 172.6. b. may carry over 44 
accrued vacation days from year to year.  Accrued vacation beyond 44 days not used in the 
current or succeeding accrual year will be lost, and no compensation shall be paid to employees 
who fail to use their vacation entitlement. 
 
That is, an eligible employee may have a "reserve" of 30 or 44 vacation days that he/she may 
elect to use or to be paid for at termination, resignation, or retirement. On-going accruals must 
be used in the year in which they are earned or in the following year, or they are forfeited 
without pay. 
C.  Vacation may be taken in advance under extenuating circumstances upon recommendation 
of the appropriate vice president and authorization of the Superintendent/President. 
 
 

 From current Palomar Policy 172.3 titled Changes in Appointment 
 
Changes in Appointment 
A.  Twelve-month employees accepting appointments to positions which are not eligible for 
accrual of vacation shall use all accrued vacation leave prior to the effective date of the new 
appointment. 
 
If it is not possible to use the accrued leave prior to the effective date of the new appointment, a 
maximum of 30 days unused accrued vacation may be paid to the employee before beginning 
the new assignment (except that 44 days would be paid per section 172.6, Special Provisions). 
 
B.  Employees accepting a position which is eligible for accrual of vacation shall begin accruing 
vacation as described in the policy effective at the beginning date of the appointment. 
 
C.  The accrued vacation of an employee accepting an assignment to a position which is eligible 
for accrual of vacation shall be transferred to the department to which he/she is transferred or 
reassigned and the vacation accrual becomes the obligation of the new department. 
 
 

 From current Palomar Policy 172.4 titled Payment of Unused Vacation 



 
Payment of Unused Vacation 
A.  Upon termination, retirement or resignation from the District, employees are entitled to be 
paid for unused vacation earned in the current or previous accrual year up to a maximum of 30 
days at their current rate of pay (except that 44 days would be paid per 172.6, Special 
Provisions). 
 
B.  The value of unused vacation credits up to a maximum of thirty (30) days earned in the 
current and previous accrual year by an employee who dies in District service will be paid to the 
employee's estate (except that 44 days would be paid per 172.6, Special Provisions). 
 
 

 From current Palomar Policy 172.5 titled Other 
 
Other 
A.  Employees are not entitled to accrue vacation while on leave without pay, during a break in 
service, or after the last day that service is performed. 
B.  Holidays which occur during vacation periods will not be charged to vacation. 
 
 
 

 From current Palomar Policy 172.6 titled Special Provisions 
 
Special Provisions 
A.  Classified employees employed prior to July 1, 1988, are subject to the following: 
1.  A maximum of 44 days of earned vacation may be accrued and used anytime upon approval.  
Upon termination, retirement, or resignation from the District, such employees shall be eligible 
to be paid for a maximum of 44 days accrued vacation at their current rate of pay. 
2.  Employees who have accumulated in excess of 44 days shall be required to use all excess 
vacation by December 31, 1994.  One-sixth of such excess days should be used each year in 
addition to the yearly accrual during each year.  Any unused days in excess of 44 will be 
forfeited on December 31, 1994, with no compensation paid to the employee for those forfeited 
days. 
B.  By previous agreement, twelve-month (12) academic employees employed prior to July 1, 
1985, are subject to the following provisions: 
1.  A maximum of 44 days of earned vacation may be accrued and used anytime upon approval.  
Upon termination, retirement, or resignation from the District, such employees shall be paid for a 
maximum of 44 days accumulated vacation at their current rate of pay. 
2.  Employees who prior to July 1, 1985, have accumulated in excess of 44 days shall be 
required to use all excess vacation by June 30, 1991. It is recommended that a minimum of 
one-sixth of such excess vacation days be used each fiscal year. Deviations from this 
recommended minimum must be agreed upon by the employee and the employee's supervisor 
and with the concurrence of the Superintendent/President.  Any unused days in excess of 44 
will be forfeited as of June 30, 1991. 
GB 8-31-88 
 
 

 From current Palomar Procedure 156 titled Absences and Leaves 
 
Absences and Leaves 
Leaves of absence may be granted academic personnel under contract with the College for 
reasons other than those stipulated in the College's Sabbatical Leave Policy.  The granting of 
such leaves shall comply with the rules and regulations set forth in Section 87763-87789 of the 
Education Code. 
 



 
 From current Palomar Procedure 156.1 titled Reporting Absences 

 
Reporting Absences 
Faculty members are responsible for recording absences on their monthly Employee Absence 
Report and returning the report to Payroll Services. 
 
In the event that a faculty member is absent he/she will contact the following people in the 
following order until he/she has reported his/her absence: 

• Academic Department Office 
• Office of the Director/Manager of the Palomar College Escondido Center, or 

Palomar College site (only if the class is offered at a site other than the San 
Marcos Campus) 

• Office of the Division Dean 
• Office of the Asst. Superintendent/Vice President for Instruction 
• Campus Police 

 
Posting Classes 
Once notified by the faculty member, the person contacted will be responsible for posting the 
official notice on the appropriate classroom door(s). 
03-08-05 
 
 

 From current Palomar Procedure 156.2 titled Sick Leave 
 
Sick Leave 
Sick leave may be used whenever faculty are unable to perform their duties because of 
temporary disability caused by illness, injury, pregnancy, and/or childbirth.  Sick leave may also 
be used for medical, psychological, dental, or optical examinations or treatment. 
 
All instructors teaching on an hourly basis shall accrue sick leave for all hours taught.  Sick 
leave will be accrued by part-time faculty members teaching hourly during the summer, fall, and 
spring semesters; sick leave will be accrued by contract faculty members teaching hourly as 
paid overload during the summer, fall, and spring semesters. 
 
Hours accrued for sick leave by contract faculty teaching an overload on an hourly basis must 
be recorded separately from days accrued on contract work.  State Teachers' Retirement 
System mandates that these accruals may not be commingled.  Hours accrued on hourly work 
may not be used as credit toward retirement, whereas days accrued on contract work may. 
 
 

 From current Palomar Procedure 156.3 titled Other Leaves of Absence 
 
Other Leaves of Absence 
Methods of obtaining a leave of absence for reasons other than Sabbatical Leave or exchange 
participation: 

A. The employee shall obtain an "Application for Leave of Absence" from the Human 
Resource Services Office, secure the endorsements of the department 
chairperson/director and the appropriate division dean, and/or Vice President, and 
submit the completed form to the Office of Instruction for endorsement.  All 
endorsements, whether favorable or unfavorable, shall be shown in writing on the 
application.  The completed application shall be submitted to the 
Superintendent/President's Office for final action by the Governing Board. 

B. There shall be no priority of consideration established by the date on which the 
application is filed with the Assistant Superintendent/Vice President for Instruction. 



C. Compliance with these requirements does not imply an automatic granting of leave of 
absence under this policy. 

 
 

 From current Palomar Procedure 156.32 titled Jury Duty 
 
Jury Duty 
When a faculty member is called for jury duty, an attempt shall be made by the department or 
instructional area to cover the instructor's classes from within the department or discipline.  The 
substitute will be paid on an hourly basis.  If classes cannot be covered from within the College, 
an effort shall be made to find qualified instructors outside the institution to cover classes.  Jury 
duty leave is reported on the Academic Absence Report. 
 
 

 From current Palomar Procedure 156.36 titled Bereavement Leave 
 
Bereavement Leave 
Bereavement leave, including the relationship of the deceased, is reported on the Academic 
Absence Report. 
 
 

 From current Palomar Procedure 156.37 titled Personal Necessity Leave 
 
Personal Necessity Leave 
Personal necessity leave, including the reason for the leave, is reported on the Academic 
Absence Report. 
 
 

 From current Palomar Procedure 156.371 titled Personal Business Leave 
 
Personal Business Leave 
Personal business leave is reported on the Academic Absence Report. 
 
 

 From current Palomar Procedure 172 titled Vacation 
 
Vacation 
This section refers to 12-month administrators.  For other procedures, refer to the Administrative 
Team Handbook. 
 
Also see AP 7347 titled Family Medical Leave 
 
Office of Primary Responsibility:  Human Resource Services 
 
 
NOTE:  This procedure is suggested as good practice.  The language in red type is 
recommended from the Community College League and legal counsel (Liebert Cassidy 
Whitmore).  The information in blue type is additional language to consider including in this 
procedure.  The language in black type is current Palomar Policies 156 titled Absences and 
Leaves with no adoption date, 156.1 titled Reporting Absences with no adoption date, 156.2 
titled Sick Leave with no adoption date, 156.22 titled Accumulation of Sick Leave – Adjunct 
Faculty (82-9509) adopted on 4-26-83, 156.23 titled Verification of Illness with no adoption date, 
156.3 titled Other Leaves of Absence with no adoption date, 156.31 titled Leave of Absence for 
Any Reason with no adoption date, 156.32 titled Jury Duty with no adoption date, 156.33 titled 
Pregnancy Leave with no adoption date, 156.35 titled Accident, Illness, or Quarantine Leave 



with no adoption date, 156.36 titled Bereavement Leave with no adoption date, 156.37 titled 
Personal Necessity Leave with no adoption date, 156.371 titled Personal Business Leave with 
no adoption date, 170 titled Reduced Workload adopted on 7-22-80, 171 titled Early Retirement 
adopted on 7-22-80, 172 titled Vacation with no adoption date, 172.1 titled Entitlement with no 
adoption date, 172.2 titled Use of Vacation with no adoption date, 172.3 titled Changes in 
Appointment with no adoption date, 172.4 titled Payment of Unused Vacation with no adoption 
date, 172.5 titled Other with no adoption date, and 172.6 titled Special Provisions adopted on 8-
31-88.  Additional language in black type includes current Palomar Procedures 156 titled 
Absences and Leaves with no date, 156.1 titled Reporting Absences dated 3-8-05, 156.2 titled 
Sick Leave with no date, 156.3 titled Other Leaves of Absence with no date, 156.31 titled Jury 
Duty with no date, 156.36 titled Bereavement Leave with no date, 156.37 titled Personal 
Necessity Leave with no date, 156.371 titled Personal Business Leave with no date, and 172 
titled Vacation with no date.  The language in green ink reflects revisions/additions made by 
Human Resource Services.  This procedure was reviewed on October 17, 2008 by the Policy 
and Procedure Task Force. 

 
Date Approved:   
(Replaces current Palomar Policies 156, 
156.1, 156.2, 156.22, 156.23, 156.3, 156.31, 
156.32, 156.33, 156.35, 156.36, 156.37, 
156.371, 170, 171, 172, 172.1, 172.2, 172.3, 
172.4, 172.5, and 172.6 as well as Palomar 
Procedures 156, 156.1, 156.2, 156.3, 156.31, 
156.36, 156.37, 156.371, and 172) 
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AP 7343 INDUSTRIAL ACCIDENTS AND ILLNESS 
 
References: 

Education Code Sections 87787 and 88192 
 
 
The specific procedures for industrial accident leaves of absence are contained in the appropriate 
collective bargaining agreement and employee handbooks. 
 
Academic Employees 
Academic employees shall be entitled to not less than 60 days leave on account of an industrial 
accident or illness in any one fiscal year for the same accident. 
 
Allowable leave shall not be accumulated from year to year. 
 
Industrial accident or illness leave shall commence on the first day of absence. 
 
When an academic employee is absent from his or her duties on account of an industrial 
accident or illness, the employee shall be paid the portion of the salary due him or her for any 
month in which the absence occurs as, when added to his or her temporary disability indemnity 
under the Labor Code, will result in a payment to the employee of not more than his or her full 
salary.  “Full salary," shall be computed so that it shall not be less than the employee's "average 
weekly earnings" as that phrase is used in Section 4453 of the Labor Code.  For purposes of 
this section, however, the maximum and minimum average weekly earnings set forth in Section 
4453 of the Labor Code shall otherwise not be deemed applicable. 
 
Industrial accident or illness leave shall be reduced by one day for each day of authorized 
absence regardless of a temporary disability indemnity award. 
 
When an industrial accident or illness leave overlaps into the next fiscal year, the employee 
shall be entitled to only the amount of unused leave due him or her for the same illness or injury. 
 
Upon termination of the industrial accident or illness leave, the employee shall be entitled to the 
benefits provided in Education Code Sections 87780, 87781, and 87786, and, for the purposes 
of each of these sections, his or her absence shall be deemed to have commenced on the date 
of termination of the industrial accident or illness leave.  However, if the employee continues to 
receive temporary disability indemnity, he or she may elect to take as much of his or her 
accumulated sick leave which, when added to his or her temporary disability indemnity, will 
result in a payment to the employee of not more than his or her full salary. 
 
During any paid leave of absence, the employee may endorse to the District the temporary 
disability indemnity checks received on account of his or her industrial accident or illness.  The 
District shall issue the employee appropriate salary warrants for payment of the employee's 
salary and shall deduct normal retirement, other authorized contributions, and the temporary 
disability indemnity, if any, actually paid to and retained by the employee for periods covered by 
the salary warrants. 
 



Any employee receiving benefits as a result of this section, during periods of injury or illness, 
shall remain within the State of California unless the Governing Board authorizes travel outside 
the state. 
 
Classified Employees 
Classified employees shall be entitled to not less than 60 days leave on account of an industrial 
accident or illness, in any one fiscal year for the same accident. 
 
Allowable leave shall not be accumulative from year to year. 
 
Industrial accident or illness leave of absence will commence on the first day of absence. 
 
Payment for wages lost on any day shall not, when added to an award granted the employee 
under the workers' compensation laws of this state, exceed the normal wage for the day. 
 
Industrial accident leave will be reduced by one day for each day of authorized absence 
regardless of a compensation award made under workers' compensation. 
 
When an industrial accident or illness occurs at a time when the full 60 days will overlap into the 
next fiscal year, the employee shall be entitled to only that amount remaining at the end of the 
fiscal year in which the injury or illness occurred, for the same illness or injury. 
 
The industrial accident or illness leave of absence is to be used in lieu of entitlement acquired 
under Education Code Section 88191.  When entitlement to industrial accident or illness leave 
has been exhausted, entitlement to other sick leave will then be used; but if an employee is 
receiving workers' compensation, the person shall be entitled to use only so much of the 
person's accumulated or available sick leave, accumulated compensating time, vacation or 
other available leave which, when added to the workers' compensation award, provide for a full 
day's wage or salary. 
 
Periods of leave of absence, paid or unpaid, shall not be considered to be a break in service of 
the employee. 
 
During all paid leaves of absence, whether industrial accident leave as provided in this 
procedure, sick leave, vacation, compensated time off, or other available leave provided by law 
or the action of the District, the employee shall endorse to the District wage loss benefit checks 
received under the workers' compensation laws of this state.  The District, in turn, shall issue the 
employee appropriate warrants for payment of wages or salary and shall deduct normal 
retirement and other authorized contributions.  Reduction of entitlement to leave shall be made 
only in accordance with this procedure. 
 
When all available leaves of absence, paid or unpaid, have been exhausted and if the employee 
is not medically able to assume the duties of the person's position, the person, if not placed in 
another position, shall be placed on a reemployment list for a period of 39 months.  When 
available, during the 39-month period, the person shall be employed in a vacant position in the 
class of the person's previous assignment over all other available candidates except for a 
reemployment list established because of lack of work or lack of funds, in which case the person 
shall be listed in accordance with appropriate seniority regulations. 
 
Any employee receiving benefits as a result of this section shall, during periods of injury or 
illness, remain within the State of California unless the Governing Board authorizes travel 
outside the state. 
 



An employee who has been placed on a reemployment list, as provided above, who has been 
medically released for return to duty and who fails to accept an appropriate assignment, shall be 
dismissed. 
 
 

 From current Palomar Policy 156.34 titled Industrial Accident or Illness Leave 
 
In conformity with Section 87787 of the Education Code, the following regulations for industrial 
accident or illness leaves of absence for academic employees have been adopted: 

A. Allowable leave shall be for not less than sixty (60) days during which the schools of the 
District are required to be in session or when the employee would otherwise have been 
performing work for the District in any one fiscal year for the same accident. 

B. Allowable leave shall not be accumulated from year to year. 
C. Industrial accident or illness leave shall commence on the first day of absence. 
D. When an academic employee is absent from his/her duties on account of an industrial 

accident or illness, the employee shall be paid such portion of the salary due him/her for 
any month in which the absence occurs as, when added to his/her temporary disability 
indemnity under Division 4 or Division 4.5 of the Labor Code, will result in a payment to 
him/her of not more than his/her full salary. 

E. Industrial accident or illness leave shall be reduced by one day for each day of 
authorized absence regardless of a temporary disability indemnity award. 

F. When an industrial accident or illness leave overlaps into the next fiscal year, the 
employee shall be entitled to only the amount of unused leave due him/her for the same 
illness or injury. 

G. Upon termination of the industrial accident or illness leave, the employee shall be 
entitled to the benefits provided in Sections 87780, 87781, and 87786, and for the 
purposes of each of these sections his/her absence shall be deemed to have 
commenced on the date of termination of the industrial accident or illness leave, 
provided that if the employee continues to receive temporary disability indemnity, he/she 
may elect to take as much of his/her accumulated sick leave which, when added to 
his/her temporary disability indemnity, will result in a payment to the employee of not 
more than his/her full salary. 

H. During any paid leave of absence, the employee may endorse to the District the 
temporary disability indemnity checks received on account of his/her industrial accident 
or illness.  The District, in turn, shall issue the employee appropriate salary warrants for 
payment of the employee's salary and shall deduct normal retirement, other authorized 
contributions, and the temporary disability indemnity, if any, actually paid to and retained 
by the employee for periods covered by such warrants. 

I. Any employee receiving benefits as a result of this section shall, during periods of injury 
or illness, remain within the State of California unless the Governing Board authorizes 
travel outside the state. 

EC 87765, 87787 
 
Office of Primary Responsibility:  Human Resource Services 
 
NOTE:  This procedure is legally required.  The language in red type is recommended from 
the Community College League and legal counsel (Liebert Cassidy Whitmore).  The information 
in blue type is additional language to consider including in this procedure.  The information in 
black ink is current Palomar Policy 156.34 titled Industrial Accident or Illness Leave with no 
adoption date.  The language in green ink reflects revisions/additions made by Human 
Resource Services.  This procedure was reviewed on October 17, 2008 by the Policy and 
Procedure Task Force. 
 
Date Approved:   
(Replaces current Palomar Policy 156.34)  



 
Proposed Palomar Community College District Procedure CCLC No. 7344
 
 

Human Resources 
DRAFT as of 10/17/08 

 
AP 7344 NOTIFYING DISTRICT OF ILLNESS 
 
Reference: 

Education Code Section 88191 
 
 
Procedures for notification of employee illness are delineated in the applicable collective 
bargaining agreement or employee handbook. 
 
Office of Primary Responsibility:  Human Resource Services 
 
 
NOTE:  The language in red ink is recommended by the Community College League and the legal 
firm of Liebert Cassidy Whitmore.  This procedure is suggested as good practice.  The 
information in blue type is additional language to consider including in this procedure.  This 
procedure was reviewed on October 17, 2008 by the Policy and Procedure Task Force. 

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

 

 
  
 



 
Proposed Palomar Community College District Procedure CCLC No. 7346
  

Human Resources 
DRAFT as of 10/17/08 

 
AP 7346 EMPLOYEES CALLED TO MILITARY DUTY 
 
References: 

Military and Veteran’s Code Sections 389 et seq.; 
Education Code Sections 87018, 87700, 87832, and 88116; 
Government Code Sections 19775 et seq.; 
38 U.S. Code Sections 4301 et seq. 

 
 
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. 
 
Leave 
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. 
 
Salary 
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: 

• The difference between the amount of his or 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 or she would have received had he or 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 
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 18 months. 
 



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. 
 
Vacation and Sick Leave 
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. 
 
Reinstatement 
An employee on active duty military leave shall be entitled to return to the position held by him 
or her at the time of his or 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 acquisition 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 yet become a regular academic employee of the District, he or she is 
entitled to return to the position for the period of time his or 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. 
 
Office of Primary Responsibility:  Human Resource Services 
 
 
NOTE:  This procedure is legally advised.  The language in red type is recommended from the 
Community College League and legal counsel (Liebert Cassidy Whitmore).  The information in 
blue type is additional language to consider including in this procedure.  The language in green 
ink reflects revisions/additions made by Human Resource Services.  This procedure was 
reviewed on September 12, 2008 and October 17, 2008 by the Policy and Procedure Task 
Force. 

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

 

 



 
Proposed Palomar Community College District Procedure CCLC No. 7375
 

Human Resources 
DRAFT as of 10/17/08 

 
AP 7375 TAX-SHELTERED ANNUITIES/DEFFERED COMPENSATION PROGRAMS 
 
Reference: 
 No reference 
 
 

 From current Palomar Policy 528.2 title Tax-Sheltered Annuity Program 
(87-12287, 96-18068) 

 
With the exception of student workers employees and employees whose contributions would not 
exceed $200 per year and subject to applicable collective bargaining agreements or employee 
handbooks, the District authorizes the participation of District employees in tax-sheltered 
annuities and deferred compensation programs.  Detailed information regarding investment 
options and associated enrollment forms are available online via the Human Resource Services 
website. 
 
Also see BP 7130 titled Compensation and BP 7385 titled Salary Deductions 
 
Office of Primary Responsibility:  Human Resource Services 
 
 
----------------------------------------------------------------------------------------------------------- 
NOTE:  The wording in blue ink is additional language to consider including in this policy.  The 
information in black ink is current Palomar Policy 528.2 titled Tax-Sheltered Annuity Program 
dated 3-8-88 and revised on 1-14-97.  The language in green ink reflects revisions/additions 
made by Human Resource Services.  This procedure was reviewed on October 17, 2008 by the 
Policy and Procedure Task Force. 
 
Date Adopted:   
(This is Palomar Policy 528.2 just re- 
numbered) 

 

 



 
Proposed Palomar Community College District Procedure CCLC No. 7500
  

Human Resources 
DRAFT as of 10/17/08 

 
AP 7500 VOLUNTEERS AND INTERNS 
 
References: 

Education Code Sections 72401, 87009-87011, 87405, 88023 and 88249; 
Government Code Section 3119.5; 
Labor Code Section 3364.5 

 
 
Purpose and Scope 
The purpose of this procedure is to outline the District practice involving volunteers and interns.  
Each volunteer/intern is subject to the screening process set forth below, with the following 
exceptions: 

• Volunteers/interns serving in single day District events and 
• Individuals serving as volunteers/interns in the Associated Student Government (ASG) 

officer positions at the District.  ASG officers are not entitled to defense and indemnity by 
the District. 

 
The Chief Human Resources Officer or designee may authorize suspension of the screening 
process when he/she believes that this process is not necessary for the volunteers/interns 
serving in the particular event. 
 
General 
The District may enter into agreements with outside organizations to provide volunteers/interns 
to the District to work at college locations.  Such agreements will contain appropriate defense 
and indemnification language to protect the District from liability in connection with the 
volunteer’s/intern’s services. 
 
Volunteers/interns serve the District in an "at will" capacity.  The District may terminate a 
volunteer's/intern’s services for any reason or no reason at all. 
 
Pursuant to Government Code Section 3119.5, no person aged 60 years or older may be 
excluded from volunteer/intern service if the person is physically, mentally, and professionally 
capable of performing the services involved.  A person shall be deemed "professionally 
capable" if he/she can demonstrate reasonable proficiency or relevant certification and performs 
his/her professional duties in accordance with laws, regulations, or the technical standards that 
govern his/her area of volunteer/intern responsibility. 
 
Volunteers/interns may not be used in lieu of classified employees.  The District may not refuse 
to employ a person in a vacant classified position and use volunteers/interns instead, nor may it 
abolish any classified positions and use volunteers/interns instead. 
 
Screening 
The District shall use a written application form that requires, at a minimum, the 
volunteer's/intern’s name, address, phone number, and history of convictions. 
 
A volunteer's/intern’s service record shall be maintained by the District. 
 
Subject to the limitations of this procedure, employees assigned to other positions within the 
District may serve as volunteers/interns during off-hours. 



 
Fingerprints of each volunteer/intern may be required (see AP 7337 titled Fingerprinting) for the 
purpose of running a criminal background check. 
 
No person may serve as a volunteer/intern in the District if: 

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

• He/she has been convicted of a crime and the Chief Human Resources Officer or 
designee determines that:  the nature of the crime is too serious to serve as a 
volunteer/intern; the crime was too recent; and/or the crime is inconsistent with 
obligations in performing assigned duties as a volunteer/intern 

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

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

 
Expenses 
Persons serving without pay as volunteers/interns may receive reimbursement for incidental 
expenses. 
 
Benefits 
Volunteers/interns are employees of the District only for the purpose of worker's compensation 
benefits for injuries sustained while engaged in the performance of any service under the 
direction and control of the District.  With the exception of worker's compensation (Education 
Code Section 72401), volunteers/interns shall serve without any type of compensation or any 
other benefits granted to District employees.  Volunteers/interns shall not be entitled to defense 
and indemnity from the District. 
 
Office of Primary Responsibility: Human Resource Services 
 
 
NOTE:  This procedure is legally advised.  The language in red type is recommended from the 
Community College League and legal counsel (Liebert Cassidy Whitmore).  The information in 
blue type is additional language to consider including in this procedure.  The language in green 
ink reflects revisions/additions made by Human Resource Services.  This procedure was 
reviewed on October 17, 2008 by the Policy and Procedure Task Force. 

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

 

 
 



Proposed Palomar Community College District Policy CCLC No. 7230
  

Human Resources 
DRAFT as of 10/17/08 

 
BP 7230 CLASSIFIED EMPLOYEES 
 
References: 

Education Code Sections 88003, 88004, 88009, and 88013 
 
 
Classified employees are those who are employed in positions that are not academic positions.  
The employees and positions shall be known as the classified service.  Procedures specific to 
classified employees are delineated in the applicable collective bargaining agreement or 
employee handbook. 
 
The classified service does not include: 

• Substitute employees 
• Short-term employees who are employed and paid for less than 75 percent of the fiscal 

year 
• Professional experts employed on a temporary basis for a specific project, regardless of 

length of employment 
• Interns, full-time students employed part-time, and part-time students employed part-

time in any college work-study program or in a work experience education program 
conducted by the District 

 
The Governing Board shall fix and prescribe the duties of the members of the classified service.  
(See BP 7110 titled Delegation of Authority) 
 
The Superintendent/President shall establish procedures to assure that the requirements of 
state law and regulations regarding the classified service are met. 
 
The probationary period for classified employees shall be one year. 
 
See AP 7235 titled Probationary Period:  Classified Employed 
 
Office of Primary Responsibility:  Human Resource Services 
 
NOTE:  This policy is legally required/legally advised.  The language in red type is 
recommended by the Community College League and legal counsel (Liebert Cassidy 
Whitmore).  The information in blue type is additional language to consider including in this 
policy.  The language in green ink reflects revisions/additions made by Human Resource 
Services.  This policy was reviewed on October 17, 2008 by the Policy and Procedure Task 
Force. 

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



 
Proposed Palomar Community College District Policy CCLC No. 7260
  

Human Resources 
DRAFT as of 10/17/08 

 
BP 7260 CLASSIFIED ADMINISTRATORS AND SUPERVISORS 
 
References: 

Education Code Sections 72411 and 87002 (b) and (c); 
Government Code Sections 3540.1(g) and (m) 

 
 
Classified administrators are administrators who are not employed as educational 
administrators and who, regardless of job description, have significant responsibilities for 
formulating District policies or administering District programs other than the instructional or 
student services programs of the District. 
 
Classified supervisors are supervisors of classified employees not employed in academic 
positions. 
 
Classified administrators and supervisors, regardless of job description, have authority to hire, 
transfer, suspend, recall, promote, discharge, assign, reward, or discipline other classified 
employees, or have the responsibility to assign work to and direct them, adjust their grievances, 
or effectively recommend such action. 
 
Refer to the appropriate employee handbook for additional details regarding classified 
administrators and supervisors. 
 
Office of Primary Responsibility:  Human Resource Services 
 
 
NOTE:  This policy is legally required.  The language in red type is recommended by the 
Community College League and legal counsel (Liebert Cassidy Whitmore).  The information in 
blue type is additional language to consider including in this policy.  The language in green ink 
reflects revisions/additions made by Human Resource Services.  This policy was reviewed on 
October 17, 2008 by the Policy and Procedure Task Force. 

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

 

 



 
Proposed Palomar Community College District Policy CCLC No. 7270
  

Human Resources 
DRAFT as of 10/17/08 

 
BP 7270 STUDENT WORKERS 
 
References: 

Education Code Sections 69960(f) and 88003 
 
 
The District shall provide employment opportunities for its students through various local, state, 
and federally funded programs. 
 
Office of Primary Responsibility:  Human Resource Services 
 
 
NOTE:  This policy is suggested as good practice.  The language in red type is 
recommended by the Community College League and legal counsel (Liebert Cassidy 
Whitmore).  The information in blue type is additional language to consider including in this 
policy. The language in green ink reflects additions made by Human Resource Services.  This 
policy was reviewed on October 17, 2008 by the Policy and Procedure Task Force. 

 
Date Adopted:   
(This is a new policy recommended by Human 
Resource Services) 

 

 



 
Proposed Palomar Community College District Policy CCLC No. 7335
  

Human Resources 
DRAFT as of 10/17/08 

 
BP 7335 HEALTH EXAMINATIONS 
 
References: 

42 U.S. Code Section 12112; 
29 Code of Federal Regulations Part 1630; 
Government Code Section 12940 

 
 
The District may require medical examinations of candidates for appropriate positions, after a 
conditional offer of employment has been extended and prior to assuming the duties of the 
position.  Such pre-employment medical examinations shall be required of any candidate for a 
position for which a pre-employment medical examination has been deemed appropriate.  No 
candidate will be required to participate in such an examination solely on the basis of the 
candidate’s age or disability. 
 
The Governing Board authorizes the Superintendent/President or designee to require any 
employee to undergo a physical or mental examination at any time it appears to be in the 
District’s interest to obtain verification of an employee’s fitness for duty and where such a fitness 
for duty exam is job related and consistent with business necessity.  Such medical examinations 
will be at the District’s expense and will be conducted by a physician chosen by the District, 
subject to provisions in applicable collective bargaining agreements or employee handbooks. 
 
Office of Primary Responsibility:  Human Resource Services 
 
 
NOTE:  This policy is legally advised.  The language in red type is recommended by the 
Community College League and legal counsel (Liebert Cassidy Whitmore).  The information in 
blue type is additional language to consider including in this policy.  There does not appear to 
be a current policy that addresses this issue.  The language in green ink reflects 
revisions/additions made by Human Resource Services.  This policy was reviewed on October 
17, 2008 by the Policy and Procedure Task Force. 

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

 

 
 



 
Proposed Palomar Community College District Policy CCLC No. 7340
  

Human Resources 
DRAFT as of 10/17/08 

 
BP 7340 LEAVES 
 
References: 
 Education Code Sections 87763 et seq., 88190 et seq., and cites below 
 
 
The Superintendent/President shall establish procedures for employee leaves as authorized by 
law, by collective bargaining agreements, and by employee handbooks.  Such leaves shall 
include, but are not limited to: 

• illness leaves for all classes of permanent employees 
• vacation leave for members of the classified service, confidentials, administrators, 

supervisors, and managers 
• leave for service as an elected official of a community college district public employee 

organization, or of any statewide or national employee organization with which the local 
organization is affiliated (Education Code Sections 87768.5 and 88210) 

• leave of absence to serve as an elected member of the legislature (Education Code 
Section 87701) 

• family medical leave and pregnancy leave (Education Code Sections 87766 and 88193; 
Government Code Section 12945; See BP 7347 titled Family Medical Leave) 

• use of illness leave for personal necessity (Education Code Sections 87784 and 88207) 
• industrial accident leave (See BP/AP 7343 titled Industrial Accidents and Illness) 
• bereavement leave 
• jury service or appearance as a witness in court (Education Code Sections 87036 and 

87037) 
• military service (Education Code Section 87700) 
• sabbatical leaves and 
• load bank leaves (Education Code Section 87790) 

 
Vacation leave for members of the classified bargaining unit, confidential and supervisory team 
employees (CAST), and educational and classified administrators shall not accumulate beyond 
two times the annual leave accrual.  Employees shall be permitted to take vacation in a timely 
manner to avoid accumulation of excess vacation. 
 
In addition to these policies and collective bargaining agreements, the Governing Board retains 
the power to grant leaves with or without pay for other purposes or for other periods of time. 
 
Office of Primary Responsibility:  Human Resource Services 
 
 
----------------------------------------------------------------------------------------------------------- 
NOTE:  This policy is legally required.  The language in red type is recommended from the 
Community College League and legal counsel (Liebert Cassidy Whitmore).  The information in 
blue type is additional language to consider including in this policy.  The language in green ink 
reflects revisions/additions made by Human Resource Services.  This policy was reviewed on 
October 17, 2008 by the Policy and Procedure Task Force. 
 
Date Adopted:    
(this is a new policy recommended by the CC League and the League’s legal counsel) 



 
Proposed Palomar Community College District Policy CCLC No. 7385
  

Human Resources 
DRAFT as of 10/17/08 

 
BP 7385 SALARY DEDUCTIONS 
 
References: 

Education Code Sections 87040, 87833, 87834, and 88167 
 
 
An employee may request reduction of his or her salary in any amount for any or all of the 
following purposes: 

• participation in a tax-sheltered annuity and/or deferred compensation program 
• paying premiums on any policy or certificate of group life insurance or disability 

insurance or legal expense insurance, or any of them 
• paying rates, dues, and/or fees 
• other periodic charges on any hospital service contract and/or 
• any voluntary deductions 

 
The request provided for above shall be revocable by the employee. 
 
Without charge to the employee, the District shall reduce the salary payment by the amount 
which the employee has authorized in writing for the purpose of paying his or her membership 
dues in any local, statewide, or other professional organization.  Revocation of such 
authorization shall be in writing and shall be effective beginning with the next pay period. 
 
Office of Primary Responsibility:  Human Resource Services 
 
 
NOTE:  This policy is legally required.  The language in red type is recommended by the 
Community College League and legal counsel (Liebert Cassidy Whitmore).  The information in 
blue type is additional language to consider including in this policy.  The language in green ink 
reflects revisions/additions made by Human Resource Services.  There does not appear to be a 
current policy that addresses this issue.  This policy was reviewed on October 17, 2008 by the 
Policy and Procedure Task Force. 

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