STRATEGIC PLANNING COUNCIL
rraen ne AGENDA

Date: March 17, 2009
Starting Time: 2:00 p.m.
Ending Time: 4:00 p.m.
CHAIR: Deegan Place: SU-18

MEMBERS: Barton, Brannick, Brockett, Claypool, Cuaron, Dowd, Duran, Frederick, Gowen, Halttunen,
Hoffmann, Japtok, Jennum, Kelly, Kovrig, Lienhart, Madrigal, McCluskey, Owens, Talmo, Titus, Tortarolo,
von Son

RECORDER: Ashour

Attachments Time
A. MINUTES 5 min.
1. Approve minutes of February 27, 2009
2. Approve minutes of March 3, 2009
B. ACTION ITEMS/SECOND READING 20 min.
1. Board Policies 3260, 3310, 7310, 7365, 7900 Exhibit B1
2. Board Procedures AP 3280, 7110, 7600 Exhibit B2
C. ACTION ITEMS/FIRST READING 20 min.
1. PC3H Governance Structure Exhibit C1
2. Board Policies 3100, 3810, 6450, 7120 Exhibit C2
3. Board Procedures 3100, 3310, 3810, 6450 Exhibit C3
D. INFORMATION/DISCUSSION 30 min
1. Accreditation Exit Report Exhibit D1
2. Budget Saving Ideas
E. 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

F. REPORT FROM ACCREDITATION SELF-STUDY 5 min
G. REPORT FROM BUDGET COMMITTEE 10 min
H. REPORTS OF CONSTITUENCIES 15min.

1. Administrative Association — Theo Brockett

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

I.  OTHERITEMS



STRATEGIC PLANNING COUNCIL
PALOMAR COLLEGE MEETING MINUTES
March 17, 2009

A regular meeting of the Palomar College Strategic Planning Council scheduled for March 17, 2009, was held in SU-18.
President Robert Deegan called the meeting to order at 2:00 p.m.

Roll Call

Members Present: Barton, Brannick, Brockett, Claypool, Cuaron, Deegan, Dowd, Duran, Gowen, Halttunen,
Hoffmann, Japtok, Kovrig, Laughlin, Lienhart, Madrigal, McCluskey, Owens, Talmo, Titus,
Tortarolo

Recorder: Cheryl Ashour

Members Absent: Frederick, Jennum

Guests: Jayne Conway

A. MINUTES

1. Approve Minutes of February 27, 2009

MSC (Kovrig/Duran) to approve the Minutes of February 27, 2009 as written

Approve Minutes of March 3, 2009
MSC (Lienhart/Gowen) to approve the Minutes of March 3, 2009 with revisions

ACTION ITEMS/SECOND READING

1.

Board Policies 3260, 3310, 7310, 7365 and 7900 (Exhibit B1)
Robert Deegan announced that CCE has requested to bargain items in Board Policies 3310, 7310, 7365 and 7900;
therefore, they are pulled from the agenda

MSC (Brannick/Cuaron) to approve BP 3260

Board Procedures AP 3280, 7110, and 7600 (Exhibit B2)

Robert Deegan announced that CCE has requested to bargain items in Board Procedure 7600; therefore, it is
pulled from the agenda. There was discussion on the wording of AP 3280. Changes were made to the
procedure.

MSC (Brannick/Cuaron) to approve AP 3280 as amended
MSC (Laughlin/Cuaron) to approve AP 7110

ACTION ITEMS/FIRST READING

1.

PC3H Governance Structure (Exhibit C1)
Discussion ensued on the name of the committee, the wording of the “Role” section, and membership. Many
revisions were made to the document and a new section, “Products”, was added.

MSC (Lienhart/Laughlin) to move to action: 11 ayes, 9 nays.
MSC (Brannick/Laughlin) to approve P3CH Governance Structure as amended: 14 ayes, 6 nays.

The nay votes are not on the basis of merit but because they did not want to proceed to action until they had a
chance to see the written revised P3CH Governance Structure because of the number of changes that were
made.

Board Policies 3100, 3810, 6450, and 7120 (Exhibit C2)
Robert Deegan announced that CCE has requested to bargain items in Board Policy 6450; therefore, it is pulled
from the agenda. Discussion of the rest of the policies has been postponed until the April 7, 2009 SPC meeting.

Board Procedures AP 3100, 3310, 3810, and 6450 (Exhibit C3)

Robert Deegan announced that CCE has requested to bargain items in Board Procedure 6450; therefore, it is
pulled from the agenda. Discussion of the rest of the procedures has been postponed until the April 7, 2009 SPC
meeting.
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D. INFORMATION/DISCUSSION
1. Accreditation Exit Report (Exhibit D1)
Berta Cuaron discussed the site team’s exit report. Notes taken during the meeting were distributed and
discussed. The writing team and/or person/group to work on each recommendation were identified.

E. ADJOURNMENT
The remaining agenda items are postponed until the April 7, 2009 SPC meeting because of time constraints. Meeting

adjourned 4:00 p.m.
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PALOMAR COTLEGE GOVERNANCE STRUCTURE GROUP REQUEST

Learning for Success

If change is requested, attach current structure and list proposed changes.

Request Submitted by Date: February 25, 2009
Monika Brannick

Proposed Name of Requested Group
Palomar College Committee to Combat Hate (PC3H)

Council X | Committee Subcommittee Task Force

Action Requested: Add Delete Change

Role, Products, Reporting Relationships:

Role:

We at Palomar celebrate differences and advocate the civil rights and safety of all members of our community. We
do not tolerate hate on campus, and we condemn in the strongest possible terms the abuse of those who are leshians,
gay, bisexual, or transgender. We are committed to, in compliance with the guidelines of AB 537, creating a safe,
secure environment where real and open communication, trust, and acceptance can begin to take root and grow. We
take pride in our sexual, religious, ethnic, and racial diversity.

Objectives:
* Raise awareness through communication, workshops, and forums.

¢ Work towards creating and maintaining a LGBT center.
¢ Encouraging support committees and clubs.

Reporting Relationship:
e Strategic Planning Council (SPC)

Meeting Schedule: TBA

Chair:
« Elected by the committee from its members

Members: at least one of the following
o Faculty representative appointed by Faculty Senate
Faculty representative appointed by PFF
Student representative appointed by ASG
Representative appointed by Administrative Association
Representative appointed by Confidential/Supervisory Team
Representative appointed by CCE/AFT
Administrator representative
Community members

Reviewed by Strategic Planning Council:
March 16, 2009 First Reading
Approved
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ACCREDITATION TEAM COMMENDATIONS/RECOMMENDATIONS
MARCH 12, 2009

COMMENDATIONS:

1. Support of technology systems: Support of staff training; the use of technology where
needed.

2. Institutional Research — will serve the institution in the future and today.

3. Facilities Planning-Environmental Health & Safety — Facilities Master Plan

4, Library Services, Tutoring, and support services — well developed web site support in

lieu of staffing shortages.

5. Language & Literature Division - Basic Skills Initiative/HSI Grant — will truly serve low
income students, under prepared.

6. Professional Development Program — variety of offerings, in person or on-line.

7. Student Services Support Services — comprehensive array of services; work closely with
other colleges in the area.

8. Student Services — Development of the Early Acceptance Program; should be shared
state-wide.
9. Commitment to provide services to all students — especially economically diverse

through programs such as TRIO, GEAR UP, Student Support Programs.

RECOMMENDATIONS:
1. Previous recommendations in the past report were partially implemented:
1) The College should carefully structure its employment procedures to ensure

recruitment and hiring efforts that result in further diversification of the staff with
an emphasis on full-time faculty in particular.

2) The College has not implemented the strategic planning process and the plans to
re-establish the institutional review process linking it to strategic planning and the
resource allocation process. The institutional review process was linked to the
strategic plan only once.

3) The College is encouraged to work on developing and measuring student
learning outcomes and should integrate into its formal method of review of
academic programs and certificates the creation and evaluation of student
learning outcomes on a course, program, and degree/certificate level. This has
not been implemented.



4) The College should develop mechanism to evaluate staff, administrators/
managers, and part-time faculty on a regular cycle with formal and timely follow-
up. Only 40-50% of evaluations have been completed regularly.

5) The college should ensure the planning and resource allocation process
effectively addresses the need for equipment replacement to meet the
educational and student services needs of the college. The College has
identified this recommendation in its planning agenda. (This relates to the need
to integrate planning and budgeting.)

6) Future retiree health benefits have not been identified and funded as a future
obligation.

The College needs to update and make changes to its mission statement to include its
diverse student population demographics of our student service area and its
commitment to achieving student learning.

The institution needs to integrate planning and resource allocation. Example:
Technology Master Plan was last updated in 2005; Facilities Master Plan; H.R. Plan.
The budget and model should connect strategies of plans to resource allocation.

Progress on Student Learning Outcomes has been slow. The College is in the
awareness stage. Continue to do your work, especially in the assessment component.

Several College constituency groups have not developed their code of ethics. This was
also noted in your planning agenda.

Program Review was tied to strategic planning one time and not tied to strategic
planning in future years and not to resource allocation.

The College needs to offer the same resources to Distance Learning students as it does
for on campus students. There should be no differences in the support services offered
to distance learning students versus those offered to on campus students. More robust
support services for Distance Learning students.

Update Technology Plan master plan; develop comprehensive technology security
program; and a disaster recovery plan for technology.

Policy of evaluating senior administrators by Faculty Senate need to be addressed. Itis
a violation by Faculty Senate doing them and discussing them with the Governing Board.
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Palomar Community College District Procedure CCLC No. 3100

General Institution
DRAFT as of 3/6/09

AP 3100 ORGANIZATIONAL STRUCTURE
References:

Education Code Section 72400;
Title 5 Section 53200

The District's _organizational charts reflecting the current organizational structure shall be
included in the Palomar College Governance and Administrative Structure posted on the
District's website.

Office of Primary Responsibility: Office of the President

NOTE: This procedure is legally advised. The red ink is language recommended by the Community
College League and legal counsel (Liebert Cassidy Whitmore). The green ink reflects language
recommended by Institutional Research and Planning. The information in blue ink is language to
consider including. This procedure was reviewed by the Task Force on 1-23-089. This procedure was
approved by the Policy and Procedure Task Force on March 6, 2009.

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. 3280

General Institution
DRAFT as of 2/20/09

AP 3280 GRANTS

Reference:
Education Code Section 70902(b)(10)

Applications for grants will be made with state, federal, and private agencies when the content
of these applications extends the resources available to the District in support of the purposes
and long-range plans of the District, its divisions, or departments. Funds sought may be utilized
for _staffing needs, equipment, materials, in-service education, travel, research and
development, facilities, instructional innovations, financial aid, or other provisions as authorized

in the grant.

The Superintendent/President or designee shall create, maintain, and communicate procedures
for the preparation, submission, and implementation of all applications for grant funding. Grant
applications which require_matching funds will be submitted insofar as matching funds are
identified and available within the budgeted resources of the District for the duration of the grant
award.

New, continuing, or renewing grant applications shall be scrutinized by the appropriate Vice
President(s) and require approval of the Superintendent/President and the Governing Board.
When notification of a grant award is received, the appropriate Vice President(s) shall prepare
an _agenda item for the Governing Board requesting acceptance of funding. Upon award
notification, the responsible Vice President(s) shall ensure that the appropriate staff are
assigned to manage and monitor the grant.

Office of Primary Responsibility: Office of the Superintendent/President







Palomar Community College District Procedure CCLC No. 3310

General Institution
DRAFT as of 3/6/09

AP 3310 RECORDS RETENTION AND DESTRUCTION

References:
Title 5 Sections 59020 et seq.;
Government Code Section 14756;
Federal Rules of Civil Procedure, Rules 16, 26, 33, 34, 37, and 45

The Superintendent/President or designee shall supervise the classification and destruction of
records and electronically stored information (ESI). An annual report shall be made to the
Governing Board regarding the classification and destruction of records and ESI.

The following documents are not "records” and may be destroyed at any time:
¢ Additional copies of documents beyond the original or one copy (a person receiving a
duplicated copy need not retain it)
e Correspondence between district employees that does not pertain to personnel matters
or constitute a student record
o Advertisements and other sales material received and
o Textbooks used for instruction, and other instructional materials, including library books,

pamphlets, and magazines

Classification of Records:

Except where other state or federal laws and/or requlations are controlling, records shall be
reviewed annually and classified consistent with Title 5 as either Class 1-Permanent, Class 2--
Optional, or Class 3-Disposable. Classification of records shall not occur during the academic
year in which the record was originated. Records of a continuing nature (i.e., active and useful
for administrative, legal, fiscal, or other purposes over a period of years) shall not be classified
until such usefulness has ceased. Unless otherwise indicated by law, all records not classified
prior to July 1, 1976 are subject to the Title 5 classifications. Reclassification of records and
record destruction requests require Governing Board approval.

In the event of a conflict of laws as to record retention periods or where the prescribed retention
calculations result in more than one reasonable timeframe, the District shall observe the longer
retention period.

Class 1 — Permanent Records:
Examples of documents in Class 1 —Permanent Records and primary responsibilities for
maintenance and retention are outlined in Table 1 below. The original of each of the following
records or one exact copy thereof when the original is required by law to be filed with another
agency, is a Class 1 —Permanent record and shall be retained indefinitely, unless copied or
reproduced in a manner consistent with the requirements of Title 5 Section 59022 (e):

¢ Annual Reports:

o Official budget

Financial report of all funds, including cafeteria and student body funds
Audit of all funds
Full-time equivalent student, including Period 1 and Period 2 reports and
QOther _major_annual reports, including: those relating to property, activities,
financial condition, or transactions: and those declared by Board minutes to be

permanent
o Official Actions:

000 0
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]

e}

Minutes of the Board or committees thereof, including the text of a rule,
regulation, policy, or resolution not set forth verbatim in_minutes but included
therein by reference only

Elections, including the call, if any, for and the result (but not including detail
documents, such as ballots) of an election called, conducted or canvassed by the
Governing Board for a Board member, the Board member's recall, issuance of
bonds, incurring any long-term liability, change in maximum tax rates,
reorganization, or any other purpose and

Records transmitted by another agency that pertain to that agency’s action with

respect to District reorganization

Personnel Records of Employees:

o

All detail records relating to employment, assignment, employee evaluations,
amounts and dates of service rendered, termination or dismissal of an employee
in_any position, sick leave record, rate of compensation, salaries or wages paid,
deductions or withholdings made and the person or agency to whom such
amounts were paid

= In lieu of the detail records, a complete proven summary payroll record for
every employee of the District containing the same data may be classified

as Class 1 — Permanent, and the detail records may then be classified as
Class 3 =Disposable

Student Records:

o

]

Records of enrollment and scholarship for each student, including but not limited
to: name of student; place of birth; name and address of a parent having custody
or a quardian (if the student is a minor); entering and leaving date for each

academic year and for any summer or other exira sessions: subjects taken
during each year, half year, summer session or semester; if grades or credits are

given, the grades and number of credits toward graduation allowed for work
taken

All records pertaining to any accident or injury involving a student for which a
claim for damages has been filed as required by law, including any policy of
liability insurance relating thereto (except that these records cease to be Class 1
—Permanent records, one year after the claims has been settled or after the
applicable statute of limitations has run)

Exceptions:

Property Records: All detail records relating to land, buildings, and equipment. In lieu of

such detail records, a complete property ledger may be classified as Class 1 —

Permanent, and the detail records may then be classified as Class 3 — Disposable, if the

property ledger includes:

Q
[®]
o]

All fixed assets

An equipment inventory and

For each unit of property, the date of acquisition or augmentation, the person
from whom acquired, an adequate description of identification, and the amount
paid, and comparable data if the unit is disposed of by sale, loss or otherwise






Table 1. Class 1 - Examples of Permanent Records and Responsible Parties.

Primary Responsibility for
Maintenance and Retention

Documents

Superintendent/President

Board documents: Board policies and procedures, minutes,
Board agendas.

Legal counsel opinions

Elections called by the Board and records of call and results

District organizations

Records relating to Board action, formation, naming,
boundaries, changes in boundaries, reorganizations.

District foundation: All documents of incorporation, governing by-
laws and amendments, and all state and federal exemption
designations, financial audits and corresponding regulations
governing operation of 501(c)(3) tax exempt non-profit
organizations.

Conflict of Interest Statements Form 700

Assistant Superintendent/
Vice-President of Finance
and Administrative Services

Administrative affairs: budgets, financial reports (quarterly and
annual), annual audit, budget allocation and planning review
committee minutes, apportionment notices and worksheets,
tentative budget, adopted/final budget, all worksheets and budget
change forms/transfers

Fixed assets and property records: (1) Buildings: working
drawings, blue prints and specifications of all structures, additions,
alternations, certificates of approval of completion and related
documents, change orders, contracts for construction, contractor
payment requests, and appraisals); (2) Equipment: All records
relating to model numbers, quantity, type, identification number
assigned, vendor, cost, date of acquisition and disposal.

Payroll records: Proven summary of payroll for every employee;
salary, wages, deductions and withholdings; absence records;
payroll register.

Risk management: Certificates of insurance and Worker’s
Compensation Insurance certificates from vendors.

Safety: Hazardous waste generator reports; hazardous bill of
lading, hazardous waste manifests

Assistant
Superintendent/Vice-
President Human Resource
Services

Personnel Records: Dates of service rendered; employment,
assignment and reassignment records, termination and dismissal
notices; evaluations; retirements; professional growth reports;
employee contracts; collective bargaining agreements/employee
handbooks; grievances; unfair labor practices.

Risk Management/ Employee Health Benefits: Health and
benefits contracts, District Worker's Compensation insurance
reports and claims files; liability claims files; insurance policies;
Insurance summary of loss runs; employee benefits/fringe
enrollment forms; OSHA logs; accident or injury reports.

Assistant
Superintendent/Vice-
President Instruction

Academic affairs: Catalog, class schedules, minutes of: advisory
committee meetings and academic senate meetings; accreditation
reports; faculty handbooks

Assistant
Superintendent/Vice-
President Student Services

Admissions and records: Attendance reports, class rosters,
instructor grade sheets, permanent transcripts, reports of degrees
and certificates, State 320 reports

Student governance minutes






Class 2 — Optional Records:

Any record worthy of further preservation but not classified as Class 1 — Permanent may be
classified as Class 2 — Optional and shall be retained until reclassified as Class 3 —Disposable.
If the Superintendent/President or designee determines that classification should not be made
at the time of annual document review, all records of the prior year may be classified as Class 2
—QOptional, pending further review and classification within one year. Details regarding specific
records falling within Class 2 — Optional records and associated retention periods can be found
in the appropriate departmental handbooks.

Class 3 — Disposable Records:

All records, other than continuing records, not classified as Class 1 — Permanent or Class 2 —
Optional shall be classified as Class 3 — Disposable. Unless otherwise specified by l[aw, Class 3
—Disposable Records shall be destroyed during the third college year after the college yvear in
which it originated.

Disposable records include, but are not limited to:

o Records basic to audit, including those related to attendance, full-time equivalent
student, or a business or financial transaction (purchase orders, invoices, warrants,
ledger sheets, cancelled checks and stubs, student body and cafeteria fund records),
and detail records used in the preparation of any other report

e Periodic reports, including daily, weekly and monthly reports, bulleting and instructions

A continuing record shall not be destroyed until the third yvear after it has been classified as
Class 3 —Disposable. Class 3 — Disposable records basic to an audit shall not be destroyed
until after the third July 1 succeeding the completion of an audit required by Education Code
Section 84040 or of any other legally required audit or that period specified by Title 5 Section
59118 or after the ending date of any retention period reguired by law, whichever date is later.
Details regarding specific records falling within Class 3 — Disposable records can be found in
the appropriate departmental handbooks.

Records Reproduction:
Whenever an original Class 1-Permanent record is photographed, micro-photographed or
otherwise reproduced on film or electronically, the copy thus made shall be classified as Class 1
— Permanent. The original record may be classified as Class 3 — Disposable if the following
conditions have been met:
e The reproduction is accurate in detail
e The Superintendent/President or designee has attached to or incorporated in the copy or
system a signed and dated certification of compliance with the provisions of California
Evidence Code Section 1531, stating in substance that the copy is a correct copy of the
original, or a specified part thereof, as the case may be
e The copy was placed in_an accessible location and provision was made for preserving
permanently, examining and using same
e |f the record is photographed or microfilmed, the reproduction must be on film of a type
approved for permanent, photographic records by the United States Bureau of
Standards

Records Classification and Retention Process and Timeframes:

Each fiscal year and before January 1, the Superintendent/President or designee shall classify
and review every record originated during the prior fiscal year. The retention period for Class 3
— Disposable Records shall be designated and such records shall be segregated according to
the fiscal year in which they are to be destroyed.

With respect to District records, the Superintendent/President or designee shall;
e Personally supervise the classification of records






e Use District approved, standard-sized record storage boxes with attached labels
indicating the classification, record title, and fiscal year in which the records originated.
For Class 3 — Disposable Records, the label shall also indicate the fiscal year in which
such records are to be destroyed

o Ensure records segregation by classification to avoid accidental destruction

Destruction of Records:

The Superintendent/President or designee shall submit to the Governing Board a list of records
recommended for destruction, and shall certify that no records are included in the list in conflict
with Title 5 or other applicable laws.

Upon order of the Governing Board, the Superintendent/President or designee shall supervise
the destruction of records, and such destruction shall be conducted by any method that ensures

the record is permanently destroyed, such as shredding, burning or pulping.

Storage and Retrieval of Stored Records:

To preserve available campus space., wherever practical and feasible, storage of Class 1 -
Permanent documents shall be via approved electronic reproduction techniques that satisfy title
5, Section 59022 requirements as outlined in the records reproduction section above. Baring
significant space and/or accessibility considerations or other practical necessities, Class 2 —
Optional and Class 3 - Disposable records shall not be converted to electronic formats. Specific
procedures for ES| are detailed in AP 3320 titled Electronically Stored Information.

Hard copy storage shall be in climate controlled locations and in District-approved boxes. which
shall include a standardized District records label indicating the records classification,
description of contents, year of document origination, and where appropriate, designated
destruction date.

All off-site_storage requests shall be via District-approved vendors. Records shall be stored in
District approved boxes, and shall include an appropriate Records Transmittal Form, indicating
the records classification, description of contents, year of document origination, and where
appropriate, designated destruction date.

Any hard copy records retrieved from storage require completion of a Storage Records Request
Form, which shall include the authorized party retrieving the records and an appropriate contact
number, the name(s) of the record(s) retrieved, the date of retrieval, the anticipated date of
record return.

Also see BP 5040 titled Student Records and Directory Information, AP 3320 titled Electronically
Stored Information, and BP/AP 3300 titled Public Records

Office of Primary Responsibility: Office of the President

NOTE: The red ink signifies legally required language recommended from the Community College
League and legal counsel (Liebert Cassidy Whitmore). The language in green ink is recommended by
Human Resource Services. The information in blue ink is additional language to consider including in
this procedure. This procedure was approved by the Policy and Procedure Task Force on 3-6-09.

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. 3810

General Institution
DRAFT as of 3/6/09

AP 3810 CLAIMS AGAINST THE DISTRICT
References:

Education Code Section 72502;
Government Code Sections 900 et seq.

Claims and Actions Against the District

Any and all claims for money or damages against the District must be presented to, and
acted upon, in accordance with the following procedures. Compliance with these
procedures is a prerequisite to any court action, unless the claim is governed by statutes or
regulations which expressly relieve the claimant from the obligation to comply with this policy
and the claims procedures set forth in Government Code Sections 900 et seq.

If a claim, amendment to a claim, or application for leave to present a late claim is presented
or sent by mail, or if any notice regarding a claim or application is given by mail, the claim,
amendment, or notice shall be deposited in the United States mail, in a sealed envelope,
properly addresses, with postage paid. Any period of notice, and any duty to respond after
receipt of service of a claim, amendment, application. or notice set forth in this Board Policy

is_extended five days upon service by mail, if the place of address is within the State of
California, ten days if the place of address is within the United States, and 20 days if the

place of address is outside the United States. Proof of mailing may be made in the manner
prescribed by Section 1013a of the Code of Civil Procedure. (Government Code Section

915.2)

Delivery and Form of Claim

A claim, any amendment thereto, or an application for leave to present a late claim shall be
deemed presented when delivered to the Office of the President, or deposited in a post
office, sub-post office, substation, or mail chute or other like facility maintained by the U.S.
Government in a sealed envelope properly addressed to the District with postage paid.
(Government Code Sections 915 and 915.2)

Claims shall be submitted on the District's approved claim form, which may be obtained in
the Business and Contract Services Office, shall provide all of the information required by
Government Code Section 910 and shall be signed by the claimant or a person acting on
the claimant’'s behalf. Any claim not presented using the form may be returned to the
person presenting it. A claim returned for failure for use the form may be resubmitted using
the appropriate form within the time in which a claim may be presented. (Government Code
Sections 910, 910.3, 910.4, and 911.2)

Time Limitations

Claims for money or damages relating to a cause of action for death, injury to a person or
personal property, or damage to growing crops, shall be presented to the Governing Board
not later than six months after the accrual of the cause of action. Claims for money or
damages relating to any other cause of action shall be filed not later than one year from the
date the cause of action accrues. (Government Code Sections 905, 911.2, and 935)

Late Claims
Claims for money or damages relating to a cause of action for death, injury to a person or
personal property, or damage to growing crops which are filed outside the specified time






limitation must be accompanied by an application to file a late claim. Such claim and
application to file a late claim must be filed not later than one vear after the accrual of the
cause of action. If such claim is filed later than six months after the accrual of the cause of
action and is not accompanied by the application, the Governing Board or Vice President,
Finance and Administrative Services, may within 45 days, give written notice that the claim
was not filed timely and that it is being returned without further action.

The application shall state the reason for the delay in presenting the claim. The Governing
Board shall grant or deny the application within 45 days after it is presented. By mutual
agreement of the claimant and the Governing Board, such 45 day period may be extended
by written agreement made before the expiration of such period. If the Governing Board
does not take action on the application within 45 days, it shall be deemed to have been
denied on the 45" day unless such time period has been extended. in which case it shall be
denied on the last day of the period specified in the extension agreement.

If the application to present the claim is denied, the claimant shall be given notice in the form
set forth in Government Code Section 911.8. The appropriate form may be obtained in the
Business and Contract Services Office. (Government Code Sections 911.3, 911.4, 911.6,
911.8,912.2, and 935)

Notice of Claim Insufficiency

The Vice President, Finance and Administrative Services, shall cause to have all claims
reviewed for sufficiency of information. The Vice President or designee may, within 20 days
of receipt of claim, either personally deliver or mail to claimant a notice stating deficiencies in
the claim presented. If such notice is delivered or sent to claimant, the Governing Board
shall not act upon the claim until at least 15 days after such notice is sent. (Government
Code Sections 910.8 and 915.4)

Amendments to Claim

Claims may be amended within the above limits or prior to final action by the Governing
Board, whichever is later, if the claim, as_amended, relates to the same transaction or
occurrence which gave rise to the original claim.

Action on Claim

Within 45 days after the presentation or amendment of a claim, the Governing Board shall
take action_on the claim. This time limit may be extended by written agreement before the
expiration of the 45 day period or before legal action is commenced or barred by legal
limitations. The Vice President, Finance and Administrative Services shall transmit to the
claimant a notice of action taken. If no action is taken by the Governing Board, the claim
shall be deemed to have been rejected. (Government Code Section 912.4)

Retroactivity
This procedure shall apply retroactively to any causes of action or claims for money or

damages that accrued prior to adoption of this procedure.

% From current Palomar Procedure 509 titied Claims Against the District

Office of Primary Responsibility: Business and Contract Services






NOTE: The red ink signifies suggested/recommended language by the Community College League
and legal counsel (Liebert Cassidy Whitmore). The language in green ink is recommended by Finance
and Administrative Services. The information in blue ink is additional language to consider including in
this procedure. The information in black ink is current Palomar College Procedure 509 titled Claims Against
the District with no date. This procedure was approved by the Policy and Procedure Task Force on 3-6-
09.

Date Approved:
(Replaces current Palomar College Procedure 509)






Palomar Community College District Procedure CCLC No. 6450

Finance and Administrative Services
DRAFT as of 3/6/09

AP 6450 CELLULAR OR WIRELESS PHONE/MOBILE DEVICE USE

References:
Vehicle Code, Sections 12810.3, 23123, and 23124;
Internal Revenue Code (I.R.C.), Sections 274(d)(4) and 280F(d)(4)

The Superintendent/President shall determine if it is in the best interests of the District to
provide a cellular or wireless phone/mobile device at District expense. Mobile devices do not
include laptop computers.

This procedure is subject to the applicable collective bargaining agreement or employee
handbook.

The Chief Business Officer shall be responsible for creating, maintaining, and communicating
information and operational guidelines related to cellular or wireless phones owned by the
District and for stipend allowances for usage of personal cellular or wireless phone/mobile
devices.

Cellular telephones owned by the District are classified by the Internal Revenue Service as

“listed property” and may be included as employee wages, unless they are used exclusively for

business purposes.

Emplovees provided a District owned cellular_or wireless phone shall maintain supporting
documentation regarding personal and business use, to permit the District to include a pro rata
share of the value of the phone and the monthly service charges for personal cellular or wireless
telephone usage. Failure to document such usage will result in the classification of the value of
the cellular or wireless telephone and the monthly service charges as employee income.

The District shall monitor the cellular or wireless phone usage records of the District-provided
cellular or wireless phones/mobile devices to ensure compliance with this procedure. These
rules do not apply to cellular or wireless phones/mobile devices owned by employvees. Any
reimbursements to employees for use of their own cellular or wireless phones/mabile devices
may be excluded from wages if the employee accounts for the expense pursuant to the Internal
Revenue Service accountable plan.

Motor vehicle drivers may not use cellular or wireless phones/mobile devices while operating
their vehicles without a hands-free listening device. Drivers may use a cellular or wireless
phone/mobile device to contact a law enforcement agency or public safety entity for emergency

purposes.

Office of Primary Responsibility: Finance and Administrative Services

NOTE: The red ink signifies language that is legally advised. This new procedure was recommended by
the CC League and the League’s legal counse! in Update #15 disseminated to districts in September 2008.
This procedure was created to address Internal Revenue Service (IRS) guidelines. The language in green
ink is recommended by Finance and Administrative Services. The information in blue ink is language to
consider including. This procedure was approved by the Policy and Procedure Task Force on 3-6-09.

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. 7110

Human Resources
DRAFT as of 5/16/08

AP 7110 DELEGATION OF AUTHORITY

Reference:
Education Code Section 70902(d)

The Chief Human Resources Officer is delegated responsibility from the
Superintendent/President to recommend employment, develop job responsibilities, and perform
other personnel actions provided that all federal and state laws and requlations, Board Policies,
and Administrative Procedures are followed.

Office of Primary Responsibility: Human Resource Services

NOTE: This procedure is legally advised. The language in red type /s recommended from the
Community College League and legal counsel (Liebert Cassidy Whitmore). The information in
blue type is additional fanguage fo consider including in this procedure. The language in green
ink reflects revisions/additions made by Human Resource Services. This procedure was
reviewed on April 18, 2008 and reviewed and approved on May 16, 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. 7600

Human Resources
DRAFT as of 5/16/08

AP 7600 COLLEGE POLICE DEPARTMENT

Reference:
Education Code Section 72330

District Police

The Chief Human Resources Officer is delegated the responsibility to establish minimum
qualifications of employment for the District Chief of Police including but not limited to the
conditions contained in Board Policy (see BP 7600 titled College Police Department).

Every member of the police department first employed by the District before July 1, 1999 must,
in_order to retain his/her employment, meet the requirements of Education Code Section
72330.2, including but not limited to:
e Submission of one copy of his/her fingerprints which shall be forwarded to the Federal
Bureau of Investigation
e A determination that the employee is not a person prohibited from employment by a
California community college district and
o |f the employee is required to carry a firearm, is not a person prohibited from possessing
a firearm

Every member of the District police shall be supplied with, and authorized to wear, a badge
bearing words "“Palomar Community College District Police.” Every member of the District
police shall be issued a suitable identification card.

In_additiocn, the minimum qualifications and other requirements for the Community Service
Officers in the Police Department prior to employment include:

¢ Equivalent to completion of the 12" grade

e Satisfactory passage of a physical examination

e Passage of a background investigation

» Possession of a valid Class “C” California driver's license

e Possession or willingness to obtain valid CPR and First Aid Certification and/or EMT

Certification

Salaries for District police shall be established after appropriate negotiations with their exclusive
representative.
This procedure is subject to the provisions in the applicable collective bargaining agreement or
employee handbooks. The Chief Human Resources Officer, in cooperation with the Chief of
Police shall issue other requlations as may be necessary for the administration of the District
police, including but not limited to:

¢ Schedules and shifts

e Call back procedures

e Weapons practices, especially drawing weapons

e Use of vehicles
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e Pursuit practices
¢ Discipline procedures

e Training

The District police shall cooperate with local law enforcement in accordance with an agreement
to be entered into in accordance with the requirements of Education Code Section 67381. The
agreement shall address, but not be limited to, the following:
e Operational responsibilities for investigations of the following violent crimes: willful
homicide, forcible rape, robbery, aggravated assault
e Geographical boundaries of the operational responsibilities and

e Mutual aid procedures

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 counse! (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 April 18, 2008 and reviewed and approved on May 16, 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)

11






Palomar Community College District Policy CCLC No. 3100

General Institution
DRAFT as of 3/6/09

BP 3100 ORGANIZATIONAL STRUCTURE

Reference:
Education Code Section 72400

The Superintendent/President shall ensure that an organizational structure is established that
delineates the lines of responsibility and prescribes the general duties of employees within the
District.

Office of Primary Responsibility: Office of the President

NOTE: The red ink signifies language that is legally required and recommended from the Community
College League and legal counsel (Liebert Cassidy Whitmore). The green ink reflects language
recommended by Institutional Research and Planning. This policy was reviewed by the Task Force on 1-
23-09 and approved on 3-6-09.

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






Palomar Community College District Policy CCLC No. 3260

General Institution
DRAFT as of 2/20/09

BP 3260 LEGAL OPINIONS/ASSISTANCE
References:

Education Code Sections 70902(b)(6) and 88003-88003.1:
Government Code Section 53060

s+ From current Palomar Policy 506 titled Legal Opinions/Assistance

All general administrative and Governing Board requests for legal advice and opinions from

Gounty—seounsel—er counsel shall be submitted in writing to the

epinions—from-—the
Superintendent/President or _designee, {erhisther—designee); who will then forward them to
counsel for action, or request an oral opinion if he/she feels they warrant legal interpretation.

Office of Primary Responsibility: Superintendent/President

NOTE: The information in black ink is current Palomar College Policy 506 titled Legal
Opinions/Assistance with no adoption date. The language in green ink is recommended by
Human Resource Services. This policy was reviewed and approved by the Task Force on
February 20, 2009.

Date Approved:
(Replaces current Palomar College Policy 506)






Palomar Community College District Policy CCLC No. 3310

General Institution
DRAFT as of 2/20/09

BP 3310 RECORDS RETENTION AND DESTRUCTION

References:
Title 5 Sections 59020 et seq.;
Federal Rules of Civil Procedure, Rules 16, 26, 33, 34, 37, and 45

The Superintendent/President shall establish administrative procedures to assure the retention
and destruction of all District records in accordance with Title 5 and applicable state and federal
laws, including electronically stored information (ESI) as defined by the Federal Rules of Civil
Procedure.

“Records” means all records, maps, books, papers, data processing output, and documents of

the District required by Title 5 to_be retained, including but not limited to records created
criginally by computer and ESI, as that term is defined by the Federal Rules of Civil Procedure.
Such records shall include but not be limited to student records, employment records, and
financial records.

NOTE: The red ink signifies language that is legally required and recommended from the
Community College League and legal counsel (Liebert Cassidy Whitmore). The language in
green ink is recommended by Human Resource Services. This policy was approved by the
Task Force on February 20, 2009.

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






Palomar Community College District Policy CCLC No. 3810

General Institution
DRAFT as of 3/6/09

BP 3810 CLAIMS AGAINST THE DISTRICT

References:
Education Code Section 72502;
Government Code Sections 900 et seq. and 910 et seq.

Any claims against the District for money or damages, which are not governed by any other
statutes or_requlations expressly relating thereto, shall be presented and acted upon in
accordance with Title |, Division 3.6, Part 3, Chapter 1 (commencing with Section 900) and
Chapter 2 (commencing with Section 910) of the California Government Code.

Claims must be presented according to this policy and related procedures as a prerequisite to
filing suit against the District.

Claims that are subject to the requirements of this policy include, but are not limited to, the

following:
o Claims by public entities: claims by the state or by a state departiment or agency or by

another public entity.
e Claims for fees, wages and allowances: claims for fees, salaries or wages, mileage, or
other expenses and allowances.

The designated place for service of claims, lawsuits or other types of legal process upon the
District is:

Office of the President
Palomar Community College District
1140 West Mission Road
San Marcos, CA 92069-1487

% From current Palomar Policy 509 titled Claims Against the District

NOTE: The red ink signifies language that is legally required. The information in black ink is
current Palomar College Policy 509 titled Claims Against the District with no adoption date. The
language in green ink is recommended by Finance and Administrative Services. This policy
was approved by the Policy and Procedure Task Force on 3-6-09.

Date Adopted:
(Replaces current Palomar College Policy 509)






Palomar Community College District Policy CCLC No. 6450

Finance and Administrative Services
DRAFT as of 3/6/09

BP 6450 CELLULAR OR WIRELESS PHONE/MOBILE DEVICE USE

References:
Vehicle Code Sections 12810.3, 23123, and 23124
Internal Revenue Code (I.R.C.) Sections 274(d)(4) and 280F(d)(4)

The Superintendent/President shall determine if it is in the best interests of the District to
provide/compensate employees for cellular or wireless phone/mobile devices at District
expense. Mobile devices do not include laptop computers.

This policy is subject to the applicable collective bargaining agreement or employee handbook.

The District will own and retain a limited number of cellular or wireless phones/mobile devices
for emergency/disaster recovery and working conditions usage. Employees assigned a District
owned phone shall be required to keep records to distinquish between business and personal
calls made. Cellular or wireless phones/mobile devices provided by the District are classified by
the Internal Revenue Service as ‘listed property” and may be included as employee wages,
unless they are used exclusively for business purposes.

In addition, employees determined as frequently needing to use a personal cellular or wireless
phone/mobile device to conduct legitimate District business in performance of their job duties
shall be provided a stipend allowance that will be reported via Payroll.

Motor vehicle drivers may not use cellular or wireless phone/mobile devices while operating
their vehicles without a hands-free listening device and shall comply with all requirements of
California law regarding the use of cellular or wireless phones/mobile devices in vehicles.

Office of Primary Responsibility: Finance and Administrative Services

NOTE: The red ink signifies language that is legally advised. This new policy was recommended by the
CC League and the League’s legal counsel in Update #15 disseminated to districts in September 2008. This
policy was created to address Internal Revenue Service (IRS) guidelines. The language in green ink is
recommended by Finance and Administrative Services. This policy was approved by the Policy and
Procedure Task Force on 3-6-09.

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. 7120

Human Resources
DRAFT as of 3/6/09

BP 7120 RECRUITMENT AND HIRING

References:
Education Code Sections 70902(d) and 87100 et seq.;

Title 5 Sections 53000 et seq.;
Accreditation Standard 111.1.A

The Superintendent/President shall establish procedures to recruit and select faculty, staff, and

administrators who have a clear understanding of and commitment to the mission, vision, and
values of the institution. In order to best promote student learning within a culture of inclusion,
successful candidates must be sensitive to, understand, and work well with individuals with a
broad range of backgrounds and needs, including but not limited to individuals with disabilities
and those with diverse academic, socioeconomic, cultural, and ethnic backgrounds. Academic
employees shall possess the minimum gualifications prescribed for their positions by the Board
of Governors. Classified employees shall possess minimum gualifications described by their

classification specification.

Faculty hiring procedures shall be established and implemented in accordance with Board
Policies and Administrative Procedures regarding the Faculty Senate's role in local decision-
making (see BP 2510 titled Participation in Local Decision-Making) as an academic and
professional matter.

Staff hiring procedures shall be established after first affording the staff constituent groups an
opportunity to participate in the formulation of staff hiring policies and procedures under the
Governing Board'’s policies regarding local decision-making.

Hiring procedures for administrative, confidential, and supervisory employees shall encourage
participation of executive and senior administrators, the Administrative Association, the
Confidential and Supervisory Team, faculty, and classified staff in all appropriate phases of the

process.






Also see BP 3410 titled Nondiscrimination and BP 3420 titled Equal Employment Opportunity

Office of Primary Responsibility: Human Resource Services

NOTE: The language in red type signifies legally required language 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 black ink reflects current Palomar College
Policy 7120 titled Recruitment and Selection adopted on 12-10-02. The language in green ink reflects
revisions/additions made by Human Resource Services. This policy was approved by the Task Force on

3-6-09.

Date Adopted:
(Replaces current Palomar Policy 7120)






Proposed Palomar Community College District Policy CCLC No. 7310

Human Resources
DRAFT as of 2/20/09

BP 7310 NEPOTISM

References:
Government Code Sections 1090 et seq. and 12920 et seq.;
Education Code Section 88194;
Family Code Sections 297 et seq.

The District will not discriminate in_favor of or against any job applicant because of an
immediate family member or domestic partner's employment in the District. Employees shall
not be assigned to_a position within the same department, division, or site as an employee's
immediate family member or domestic partner where either would be in a position to supervise
and/or reccmmend or influence personnel decisions with respect to the other. Any employee of
the District is also prohibited from making any admissions, financial aid, work-study, student
hourly employment, or internship decisions for student(s) who are immediate family members
and/or domestic partners.

This procedure is subject to the provisions in the applicable collective bargaining agreement or
employee handbooks.

Personnel decisions include appointment, reappointment, retention, evaluation, tenure, work
assignment, promotion, demaotion, termination, leaves, and salary decisions.

For purposes of this policy, immediate family means spouse, parents, grandparents, siblings,

children, grandchildren, and in-laws or any other relative living in the employee’s immediate

household. Domestic partners are as defined by Family Code Section 297. (Also see BP 7510
titted Domestic Partners)

The District will make reasonable efforts to assign job duties to minimize the potential for
creating an adverse impact on supervision, safety, security, or morale, or creating other
potential conflicts of interest.

Notwithstanding the above, the District retains the right, where such placement has the potential
for creating an adverse impact on supervision, safety, security, or morale, or involves other
potential conflicts of interest, to refuse to place spouses in the same department, division, or
facility. The District retains the right to reassign or transfer any person to eliminate the potential
for creating an adverse impact on supervision, safety, security, or morale, or to prevent other
potential conflicts of interest.

Prior to accepting any employment decisions, employees have the responsibility for full
disclosure in writing to the appropriate supervisor or administrator that a conflict of interest may
exist. All applicants have the responsibility for disclosing any immediate family members and/or
domestic partners employed by or affiliated with the District.






This policy applies to all types of employment including, but not limited to full-time. part-time,
temporary, and student hourly.

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. The language in black type
is current Palomar Policy 106 titled Nepotism adopted on 11-27-84. The language in green ink
reflects revisions/additions made by Human Resource Services. This policy was approved by
the Task Force on December 12, 2008 and confirmed approval with the added second paragraph
on February 20, 2009.

Date Adopted:
(Replaces current Palomar Policy 106)






Proposed Palomar Community College District Policy CCLC No. 7365

Human Resources
DRAFT as of 2/20/09

BP 7365 DISCIPLINE AND DISMISSAL - CLASSIFIED EMPLOYEES
References:

Education Code Section 88013;
Government Code Sections 3300-3313 (Peace Officers' Bill of Rights)

The Superintendent/President shall enact procedures for the disciplinary proceedings applicable
to_permanent classified employees of the District. Such procedures shall conform to the
requirements of the applicable law and are subject to the provision of the applicable collective
bargaining agreements or employee handbooks.

The District utilizes progressive discipline, which involves both informal and formal discipline.
Informal discipline is primarily corrective _in_nature, and does not _involve potential loss of
property interests. Informal discipline includes adverse or negative evaluations, warnings,
reprimands, directives and the denial of any leave. These actions may be used in attempts to
resolve problems informally prior to imposing formal disciplinary action.

Formal discipline refers to disciplinary actions, penalties, and/or settlements including dismissal,
suspension, or demotion without the classified employee’'s voluntary consent, and which are
subject to due process because of the potential deprivation of an employee’s property interest.
A permanent classified employee may be subject to formal discipline by the District for cause.
The Board's determination of the sufficiency of the cause for formal disciplinary action of a
classified employee shall be conclusive.

No disciplinary action shall be taken for any cause that arose prior to the employee becoming
permanent or for any cause that arose more than two years preceding the date of the filing of
any charge against the employee, unless the cause was concealed or not disclosed by the
employee when it could be reasonably assumed that the employee should have disclosed the
facts to the District.

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 at the
December 12, 2008 and approved at the February 20, 2009 Task Force Meeting.

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. 7900

Human Resources
DRAFT as of 2/20/09

BP 7900 CONSULTANTS

References:
Education Code Sections 70902(b)(6) and 88003-88003.1;
Government Code Section 53060

< From current Palomar Policy 508 titled Consultants

Consultants shall exercise no administrative authority over the—werk—of District Gellege
employees, but shall act only as advisers in those fields in which they are qualified to offer
assistance. They shall be selected on a nondiscriminatory basis and without regard to such
matters as ethnic group identification, national origin, religion, age, sex, race, color, ancestry,
sexual orientation, or physical or mental disability.

The role of consultants is also addressed in AP 2712 titled Conflict of Interest Code

Office of Primary Responsibility: Finance and Administrative 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 508 titled Consultants with no adoption date.
The language in green ink reflects revisions/additions made by Human Resource Services.
The policy was approved by the Task Force on February 20, 2009.

Date Adopted:
(This policy is unique to Palomar College — there is no CC League recommended language.

Replaces current Palomar Policy 508)







