
 
 
  

 
 
 
CHAIR:   Deegan 
MEMBERS:  Barton, Brannick, Cater, Cerda, Claypool, Cuaron, Dowd, Halttunen, Hoffmann, Hogan‐
Egkan, Kelber, Kovrig, Laughlin, Lucero, Martinez, Maunu, Shattuck, Sivert, Talmo, Titus, Tortarolo, 
Vernoy, Wick  
RECORDER:  Ashour 
                   Attachments    Time 
         

A. MINUTES                      5 min 
1. Approve Minutes of February 1, 2011 

 
B.  ACTION ITEMS/SECOND READING                     20 min 
  1.  Board Policies 2720, 3050, 3410, 3420, 3505, 3600  Exhibit B1 
    3820, 4005, 4040, 4235, 4240, 7330 

2. Administrative Procedures 3050, 3505, 3820, 4023  Exhibit B2 
    4300, 4400, 7145 

 
C.  ACCREDITATION RECOMMENDATIONS AND PROGRESS    10 min 

1. Accrediting Commission Actions and Policy Updates  Exhibit C1 
       
D.  INTEGRATED PLANNING MODEL      60 min 

1.  SPC Timeline Check‐in 
2.  RAM/IPM Formative Evaluation Process 
3.  Goal 4 Obj 4.3: Staffing Plan ‐ brief progress report 
  on overall plan 
 

E.  INFORMATION/DISCUSSION      0 min 
  1.  March 1 SPC Meeting to possibly run 2:00 pm to 5:00 pm 
    And a possible meeting on Friday, March 11 
  2.  Carry over any remaining SPPF funds into next fiscal year? 
  3.  ARCC Report    Exhibit E3 
 
F.  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 – Mark Vernoy 
 
G.  REPORT FROM PC3H COMMITTEE      5 min 
   
H. OTHER ITEMS 

 

STRATEGIC PLANNING COUNCIL 
AGENDA 

Date:             February 15, 2011 
Starting Time:                2:00 p.m. 
Ending Time:                4:00 p.m. 
Place:                                           MB‐15



  
 
A regular meeting of the Palomar College Strategic Planning Council scheduled February 15, 2011, was held in 
MB‐15.  Vice President Berta Cuaron called the meeting to order at 2:05 p.m. 
 
ROLL CALL 
Present:  Barton, Brannick, Cater, Cuaron, Dowd, Halttunen, Kelber, Laughlin, Lucero, Maunu, Shattuck, Sivert, Talmo, 

Tortarolo, Vernoy, Wick 
Absent:  Cerda, Claypool, Deegan, Hoffmann, Hogan‐Egkan, Kovrig, Martinez, Titus 
Recorder:    Cheryl Ashour 
Guests:  Tony Cruz for Phil Cerda, Brent Gowen, Glynda Knighten, Michelle Tucker for Debbi Claypool 
 
A. MINUTES 

1. Approve Minutes of February 1, 2011 
Approval of the February 1 SPC Minutes was postponed until the March 1 SPC meeting. 
 

B. ACTION ITEMS/SECOND READING 
1. Board Policies 2720, 3050, 3410, 3420, 3505, 3600, 3820, 4005, 4040, 4235, 4240, 7330 (Exhibit B1) 

MSC (Vernoy/Barton) to approve the following Board Policies as written: 
BP 2720 Communications Among Governing Board Members 
BP 3050 Institutional Code of Ethics 
BP 3410 Nondiscrimination 
BP 3420 Equal Employment Opportunity 
BP 3505 Emergency Response Plan 
BP 3600 Auxiliary Organizations 
BP 3820 Gifts, Donations, and Bequests 
BP 4005 Formal Communication of Matters of Instruction 
BP 4040 Library and Other Instructional Support Services 
BP 4235 Credit by Examination 
BP 4240 Academic Renewal 
BP 7330 Communicable Disease 

 
2. Administrative Procedures 3050, 3505, 3820, 4023, 4300, 4400, 7145 (Exhibit B2) 

After discussion, it was decided to delete the words “nature contacting” in the second paragraph of AP 4400.   
 
MSC (Vernoy/Barton) to approve 

AP 4400 Community Services as revised above and at the February 1 SPC meeting 
the following Administrative Procedures as revised at the February 1 SPC meeting: 

AP 3505 Emergency Response Plan 
AP 3820 Gifts, Donations, and Bequests 

    the following Administrative Procedures as written: 
AP 3050 Institutional Code of Ethics 
AP 4023 Course Outline 
AP 4300 Field Trips and Excursions 
AP 7145 Personnel Files 

 
C. ACCREDITATION RECOMMENDATIONS AND PROGRESS 

1. Accrediting Commission Actions and Policy Updates 
Vice President Cuaron distributed and discussed policy additions and revisions by the Accrediting 
Commission at their January meeting.  (Exhibit C1) 
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2.  Follow‐Up Report 
Vice President Cuaron stated that the Follow‐Up Report continues to be fine‐tuned.  She discussed the 
feedback given by an outside reviewer; revisions are being made to the Follow‐Up Report as a result of the 
feedback.  Revisions include spelling out acronyms, giving examples of successes with the IPM and RAM 
process and allocations to Strategic Plan goals and objectives, and providing more information on the 
Staffing Plan. 

 
D.  INTEGRATED PLANNING MODEL 

1. SPC Timeline Check‐In 
Michelle Barton reviewed agenda items scheduled for the next few meetings. 
 

2. RAM/IPM Formative Evaluation Process 
Michelle Barton discussed the process for the RAM/IPM Formative Evaluation.  She reviewed the questions 
that will be asked in the evaluation, what documents SPC will review to complete the evaluation, and what 
SPC will do as a result of the formative evaluation.  Ms. Barton presented two approaches SPC could follow 
to complete the RAM/IPM Formative Evaluation: one follows the normal evaluation process scheduled 
through the end of the fiscal year; in the other approach, SPC conducts a formative review of the resource 
allocation separately and before the rest of the evaluation is completed.  Discussion ensued.  It was decided 
that SPC will summarize and evaluate the progress made up to this point and complete the full formative 
evaluation of the process and results of the process at the end of the semester. 
 

3. Goal 4 Obj. 4.3: Staffing Plan – brief progress report on overall plan 
Vice President Tortarolo distributed and discussed the first draft of the Staffing Plan 2016. The Staffing Plan 
will return for a first reading on March 1, which gives members a few weeks to read the document and be 
prepared to discuss it at that meeting.  Vice President Cuaron reminded members that the Staffing Plan is a 
“live” document that will have continuous revisions made to it on an annual basis. Vice President Dowd 
suggested that the forms in the Staffing Plan and other Plans be numbered.  Discussion ensued on how the 
staffing needs of each Division are determined. 

 
E.  INFORMATION/DISCUSSION 

1.  March 1 SPC Meeting Time and possible meeting on Friday, March 11 
Some SPC members are not able to meet on March 11; therefore, it was decided to extend the March 1 
meeting to four hours, from 1:00 p.m. to 5:00 p.m. 

 
2.  Carry over any remaining SPPF funds into the next fiscal year? 

Members agreed that funds that are allocated in this fiscal year for SPPF requests, but not spent by the end 
of the fiscal year, can be used during the next fiscal year to complete the request. 
 

3.  ARCC 
Michelle Barton distributed the ARCC 2011 Report from the Chancellor’s Office (Exhibit F3).  It is an annual 
report on a set of data regarding student outcome measures.  (Exhibit E3) She stated that the College is 
required to respond within 30 days with a 500‐word summary.  She is working with Monika Brannick and 
Berta Cuaron to write the response.  Ms. Barton reviewed the findings for Palomar College for the four major 
categories in the document:  

 Student Progress and Achievement – Degree/Certificate/Transfer 

 Student Progress and Achievement – Vocational/Occupational/Workforce Development 

 Pre‐Collegiate Improvement – Basic Skill and ESL 

 Participation Rates 
 

F.  REPORTS OF PLANNING COUNCILS 
1. Finance & Administrative Services Planning Council 

Vice President Dowd reported that FASPC met on February 10.  They had first readings on the F&AS Division 
Staffing Plan and the formative evaluation related to SP2013 goals and objectives assigned to FASPC. The 
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Facilities Review Committee reported action taken at their February 3 meeting regarding no‐smoking areas 
and the Child Development Center. 
 

2. Human Resource Services Planning Council  
Vice President Tortarolo reported that HRSPC met February 1.  They reviewed the EEO Plan they are 
developing; had a presentation/discussion of their PRPs, their accreditation planning relationships, and the 
draft outline of the program plan; and distributed a copy of the Staffing Plan for first reading.  A special 
HRSPC meeting was held on February 8 to review the Staffing Plan, and review and discuss the linkage 
between the IPM and their budget allocation process. 
 

3. Instructional Planning Council  
Vice President Cuaron reported that IPC met last week.  They approved minor revisions to the rationale form 
used for faculty position requests, reviewed data for their Staffing Plan, and discussed the process for 
allocating the funds received from the SPPF.  IPC then broke into working groups. 

 
4. Student Services Planning Council  

Vice President Vernoy reported that SSPC met February 9.  They completed the final review and 
prioritization of their equipment and technology requests. They began working on the finalization of their 
Staffing Plan priorities and their formative evaluation of IPM and RAM. 
 

G.  REPORT FROM PC3H COMMITTEE 
Monika Brannick reported that their first meeting is scheduled for tomorrow. 
 

H. OTHER ITEMS 
There were no items. 
 

I. ADJORNMENT 
The meeting adjourned at 3:55 p.m. 
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Proposed Palomar Community College District 
Procedure 


AP 3050


  
General Institution 


DRAFT as of 1/13/11 
 


AP 3050 INSTITUTIONAL CODE OF ETHICS 
 
Reference: 
 Accreditation Standard III.A.1.d 
 


The language highlighted in yellow reflects newly added language. 
 
Purpose 
The institution supports a written code of ethics for all of its personnel.  The District is 
committed to the highest ethical standards in furtherance of our mission of education 
and public service: 


 Excellence in teaching, learning, and service 
 Integrity as the foundation for all we do 
 Access to our programs and services 
 Equity and fair treatment of all in our daily interactions 
 Diversity in learning environments, philosophies, cultures, beliefs, and people 
 Inclusiveness of individual and collective viewpoints; 
 Mutual respect and trust through transparency, civility, and open 


communications 
 Creativity and innovation in engaging students, faculty, staff, and administrators 
 Physical presence and participation in the community 


 
Applicability 
This procedure is aspirational and intended to work with, and shall not supersede, 
existing standards and codes of conduct, as well as relevant provisions in applicable 
employee handbooks and collective bargaining agreements. 
 
 
Office of Primary Responsibility: Superintendent/President 
 
 
NOTE:  This procedure is legally required because of accreditation standards.  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 procedure.  The language 
in green ink reflects revisions/additions made by Human Resource Services. 
 
Date Approved:   
 








 
Palomar Community College District Procedure AP 3505
 


General Institution 
DRAFT as of 12/10/10 


 
AP 3505 EMERGENCY RESPONSE PLAN 
 
References: 


Education Code, Sections 32280 et seq. and 71095; 
Government Code, Sections 3100 and 8607(a); 
19 California Code of Regulations (CCR), Sections 2400-2450; 
National Fire Protection Association 1600; 
Homeland Security Act of 2002; 
Homeland Security Presidential Directive-5; 
Executive Order S-2-05 


 
 
In the event of an emergency, natural disaster or the occurrence of a hazardous 
condition the District must ensure the activation of a plan or procedures to protect and 
govern employees, students, visitors and children in childcare programs at District 
facilities. 
 
The Superintendent/President shall ensure that an emergency management team is 
created to aid in the development, implementation, and communication of its emergency 
response plan. 
 
The District’s Emergency Response Plan shall adopt California’s Standardized 
Management System (SEMS) and the National Incident Management System (NIMS).  
The purpose of SEMS is to provide a standardized response to emergencies involving 
multiple jurisdictions or multiple agencies.  Compliance with requirements includes the 
use of the basic principles and components of emergency management which include 
the Incident Command System (ICS), multi-agency or inter-agency coordination, the 
operational area concept and established mutual aid systems.  SEMS and NIMS both 
utilize ICS.  ICS is the combination of facilities, equipment, personnel, procedures, and 
communications operating within a common organizational structure, that is responsible 
for the management of resources to effectively accomplish the District’s stated 
objectives in response to an incident. 
 
For compliance with NIMS and SEMS mandates, the following information shall be 
included in the District’s Emergency Response Plan: 


 Plan activation procedures 
 Chain of command procedures 
 Emergency management procedures, including mitigation and prevention, 


preparedness, response, and recovery 







 Procedures to coordinate comprehensive emergency management and 
preparedness activities with appropriate local, state, and federal government 
authorities 


 
The Superintendent/President must ensure that District personnel with assigned roles 
within the emergency response plan complete appropriate specialized training, in 
compliance with NIMS and SEMS mandates.  The District must comply with NIMS and 
SEMS to receive state or federal funding. 
 
The Superintendent/President must ensure that the District’s emergency response plan 
is updated regularly. 
 
Office of Primary Responsibility: Finance and Administrative Services 
 
 
------------------------------------------------------------------------------------------------------------------------ 
NOTE:  The red ink signifies language that is legally advised.  The language in green ink reflects 
procedural language recommended by the CC League and the League’s legal counsel in Update #16 
disseminated to districts in late spring 2009. The language in blue ink reflects local edits.  The Finance and 
Administrative Services Office reviewed this procedure in November 2010.  This procedure was reviewed at 
the December 10, 2010 Task Force Meeting. 
 


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


 


 








 
Palomar Community College District Procedure AP 3820
  


General Institution 
DRAFT as of 12/10/10 


 
AP 3820 GIFTS, DONATIONS, AND BEQUESTS 
 
Reference: 


Education Code Section 72122 
 
 
All gifts, donations, and bequests will be evaluated in terms of value to the programs 
and services of the District.  An evaluation will be made of the cost of receiving the gift, 
including but not limited to, transportation, installation, maintenance, space utilization, 
and insurance. 
 
Consideration of personal property shall be forwarded to the appropriate department to 
determine if the donation would be of value to the educational or operational program.  
If the appropriate Dean or Vice President approves acceptance of the gift or donation, 
the Material Donation Acceptance Form shall be sent to the Palomar College 
Foundation Office for processing, and then to the Office of Superintendent/President for 
placement on the agenda of a meeting of the Governing Board. 
 
The cost of any appraisal for donations subject to Internal Revenue Service reporting 
requirements shall be the responsibility of the donor.  The District is not responsible for 
assessing the value of any gift for tax purposes. 
 
When a gift of personal property has been received and approved by the Governing 
Board, Inventory Control shall be advised so that the property is properly recorded and 
inventoried. 
 
Acceptance of donations for scholarships through the Palomar College Foundation to 
help underrepresented groups shall be reviewed with legal counsel. 
 
A thank you and acknowledgement letter shall be sent to the donor from the Governing 
Board President through the Office of the Superintendent/President. 
 
 
 From current Palomar College Procedure 3.0 titled Guidelines for 


Communication 
 
Advancement Office 
The Advancement Office develops, directs, and coordinates marketing, fund-raising, 
and outreach programs among alumni, the community, corporate donors, and individual 
friends of the college. 







 
If you would like to become a donor to Palomar College or know someone who may 
want to be given the opportunity to donate cash or gifts-in-kind, please contact the Chief 
Advancement Officer. 
 
Public Information Office 
Faculty members are encouraged to inform the Public Information Office of newsworthy 
achievements and events.  The office can assist in communicating information to other 
staff members and to the public through mass-media channels.  If possible, information 
should be sent to the Public Information Office at least two weeks before the desired 
publication or broadcast dates.  The media are particularly interested in the 
accomplishments of staff members and students and in curricular issues which are 
significant, successful, new, different, unusual, exciting, or innovative in some respect. 
 
Representatives of the mass media may contact faculty members directly without going 
through the Public Information Office.  If you are interviewed by a reporter, remember 
the "ABC" formula: Accuracy, Brevity, and Clarity.  Stress the positive side of potentially 
negative issues.  Don't hesitate to say, "I don't know," if you aren't sure about the 
accuracy of your information.  Please report media contacts to the Public Information 
Office as soon as possible after they occur so that queries from other media and follow-
up activities can be handled appropriately. 
 
Marketing Communications Office 
The Marketing Communications Office is charged primarily with marketing Palomar 
College as an institution of excellence.  Primary objectives include promoting Palomar 
as an institution of choice, increasing the College’s positive name recognition 
throughout the District, promoting specific programs within the college, recruiting new 
students, retaining current students, and supporting the college’s fundraising efforts.  
Throughout the year, Marketing Communications coordinates various communications 
projects including the class schedule, conducts marketing campaigns, and produces 
outreach collateral pieces such as newsletters, brochures, and fliers in an effective and 
cost-efficient manner. 
 
Office of Primary Responsibility:  President’s Office 
 
 
NOTE:  The red ink signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The information in blue ink is additional language 
to consider including in this procedure.  The language in black ink is current Palomar College Procedure 
3.0 titled Guidelines for Communication with no date.  The language in green ink was added by the 
Foundation Office.  This procedure was reviewed at the December 10, 2010 Task Force Meeting. 
 
Date Approved:   
(Replaces current Palomar College Procedure 
3.0) 


 


 








 
Palomar Community College District Procedure AP 4023
  


Instructional Services 
DRAFT as of 1/21/11 


 
AP 4023 COURSE OUTLINE 
 
References: 


Title 5 Sections 55002, 55003, 55044, 55050, 55130, 55150, 55151, 55152, 55153, 
and 55200 et seq. 


 
 From current Palomar AP 303 titled Course Outline 


 
The following information must be contained in each course outline for A.A. 
Degree applicable credit courses: 


 Course number and title 
 Unit value 
 Expected number of contact hours for the course as a whole 
 Prerequisites, co-requisites, and advisories 
 Basic skills requirements 
 Catalog description 
 Specific course objectives 
 Content in terms of specific body of knowledge 
 Required reading 
 Critical thinking 
 Required writing 
 Outside assignments 
 Instructional and evaluation methodology 


 
Course number and title, unit value, minimum number of semester hours, entrance 
requirements, basic skills requirements, scope of course, specific course objectives; 
content in terms of specific body of knowledge; required reading; required writing; 
outside assignments; instructional methodology, grading policy and standards, and 
repeatability. 
 
Additional District requirements for course outlines for A.A. Degree applicable 
credit courses include: 


 Minimum number of weekly lecture semester hours and/or minimum number of 
weekly laboratory semester hours 


 Open entry/Open exit category 
 At least one textbook no older than five years of the current year 
 Course repetition, if applicable 
 Grading restrictions, such as Pass/No Pass Only or Graded Only 


 







The following information must be contained in each course outline for Nnon-A.A. 
Degree applicable credit courses: 


 Course number and title 
 Unit value 
 Expected number of contact hours for the course as a whole 
 Prerequisites, co-requisites, and advisories 
 Basic skills requirements 
 Catalog description 
 Specific course objectives 
 Content in terms of specific body of knowledge 
 Required reading 
 Critical thinking 
 Required writing 
 Outside assignments 
 Instructional and evaluation methodology 


 
Course number and title, unit value, minimum number of semester hours, basic skills 
requirements, entrance requirements, scope of course, specific course objectives, 
content in terms of specific body of knowledge, required reading, instructional 
methodology, grading policy and standards, and repeatability. 
 
Additional District requirements for course outlines for non-A.A. Degree 
applicable credit courses include: 


 Minimum number of weekly lecture semester hours and/or minimum number of 
weekly laboratory semester hours 


 Open entry/open exit category 
 A list of readings including one textbook no older than five years of the current 


year 
 Course repetition, if applicable 
 Grading restrictions, such as Pass/No Pass Only or Graded Only 


 
The following information must be contained in each course outline for a Non-
credit course: 


 Course number and title 
 Contact hours, advisories, or course entry expectations (optional) 
 Catalog description 
 Objectives 
 Content in terms of specific body of knowledge 
 Methods of instruction 
 Examples of assignments and/or activities (out of class work is optional) 
 Methods of evaluation (grades optional) 


 
Course outlines are reviewed by the program/department and division dean on a cycle 
as recommended by the Curriculum Committee.  five-year cycle with 20 percent 
reviewed annually.  At the end of each spring semester, the Instruction Office provides 







to the department chairpersons/directors and division deans a list of the course outlines 
due for review. Course outlines should be approved and forwarded to the Instruction 
Office by the end of April the following year. 
 
Distance Education 
 
Definition 
Distance education means instruction in which the instructor and student are separated 
by distance and interact through the assistance of communication technology. 
 
Any portion of a course conducted through distance education includes regular effective 
contact between instructor and students, through group or individual meetings, 
orientation and review sessions, supplemental seminar or study sessions, field trips, 
library workshops, telephone contact, correspondence, voice mail, e-mail, or other 
activities. 
 
Separate Course Approval 
If any portion of the instruction in a proposed or existing course or course section is 
designed to be provided through distance education in lieu of face-to-face interaction 
between instructor and student, the course shall be separately reviewed and approved 
according to the district's adopted course approval procedures. 
 
Office of Primary Responsibility: Instructional Services 
 
NOTE:  The information in blue ink is additional language to consider including in this procedure.  The 
language in black ink is from current Palomar Procedure 303 titled Course Outline with no date.  The 
language in green ink was added by Instructional Services.  The language in aqua ink was made by 
Instructional Services and the Faculty Senate.  This procedure was reviewed at the December 10, 2010 
and January 21, 2011 Task Force Meetings. 
 
Date Approved:   
(Replaces current Palomar Procedure 303)  


 








 
Palomar Community College District Procedure AP 4300
  


Instructional Services 
DRAFT as of 12/10/10 


 
AP 4300 FIELD TRIPS AND EXCURSIONS 
 
Reference: 


Title 5 Section 55220 
 
 
The District recognizes the value of combining classroom instruction with field 
experiences which are consistent with the provisions of law and authorizes 
implementation. 
 
The District may conduct student field trips and excursions in connection with courses of 
instruction or District-related social, educational, cultural, athletic or musical activities to 
and from places in California, or any other state, the District of Columbia, or a foreign 
country. 
 
The District shall engage faculty members, supervisors, and other personnel as may be 
necessary for such excursions or field trips who desire to contribute their services over 
and above the normal period for which they are employed by the District. 
 
The District shall, at the discretion of the Office of Finance and Administrative Services 
transport students, faculty members, supervisors or other personnel by use of District 
equipment, contract to provide transportation, or arrange transportation by the use of 
other equipment. 
 
The District shall maintain appropriate liability insurance for District equipment.  If travel 
is to and from a foreign country, the liability insurance shall be secured from a carrier 
licensed to transact insurance business in the foreign country. 
 
If a District vehicle is desired, a Vehicle Request Form must be submitted to Facilities 
Office.  If chartered transportation is desired, a purchasing requisition must be 
submitted to Purchasing Services. 
 
The District may pay expenses of faculty members, chaperones, and other personnel 
participating in a field trip or excursion.  Payment shall be by way of itemized 
reimbursement in a form prescribed by the Office of Finance and Administrative 
Services. 
 
Forms for requesting approval of a field trip or excursion are available on the 
Instructional Services web page.  It is the faculty member’s responsibility to be familiar 







with the regulations governing field trips and excursions.  Only students registered in the 
class may participate. 
 
Students who participate in field trips or other College-sponsored activities such as 
performance or athletic events or competitions which may conflict with regularly 
scheduled classes are responsible for any work missed as a result of the absence.  
Students must notify faculty members in advance of impending absences. 
 
No faculty member may require or excuse a student's absence from another faculty 
member's class.  Students who miss participating in field trips or other College-
sponsored performances or competitions as a result of class conflicts shall not be 
penalized. 
 
No student shall be prevented from making a field trip or excursion which is integral to 
the completion of the course because of lack of sufficient funds.  The District shall 
coordinate efforts of community service groups to provide funds for students in need of 
them. 
 
The faculty member must make arrangements with the Cashier’s Office for the 
collection of any student fees, if applicable.  Faculty members are not to collect fees 
from students. 
 
All persons making a field trip or excursion shall be deemed to have waived all claims 
against the District for injury, accident, illness, or death occurring during or by reason of 
the field trip or excursion.  All adults taking such trips and all parents or guardians of 
minor students shall sign a statement waiving such claims. 
 
A Single-Day Field Trip Authorization Request Form is due to the appropriate division 
dean five weeks prior to the proposed trip if it is outside of the Country, or two weeks 
prior to the proposed trip if it is within the Country.  Students cannot be required to 
attend a single-day field trip unless such request is noted in the syllabus. 
 
A Field Course Authorization Request Form is due at least eight weeks prior to the 
proposed trip, and must receive Governing Board approval prior to the date of the trip.  
An itinerary that identifies required activities, total instructional hours, and specific 
meeting times is required. 
 
A Extended Field Trip Authorization Request Form is due at least five weeks prior to the 
proposed trip and must receive Governing Board approval prior to the date of the trip. 
An itinerary which identifies required activities, total instructional hours, and specific 
meeting times is required. 
 
A Study Abroad Course Authorization Request Form is due at least eight weeks prior to 
the date of the trip and must receive Governing Board approval prior to the date of the 
trip.  An itinerary which identifies required activities, total instructional hours, and 
specific meeting times is required. 







 
 
 From current Palomar AP 306 titled Field Trips/Off-Campus Classes 


 
The State Education Code makes a distinction between field trips and off-campus 
classes.  Instructors involved in taking students away from the campus must check with 
the Office of the Assistant Superintendent/Vice President for Instruction for proper 
identification of the student activity.  Forms may be obtained from the Office of the 
Assistant Superintendent/Vice President for Instruction for listing dates of the trip, 
destination, and general purpose.  The forms are to be signed by the department 
chairperson, division dean, and are then forwarded to the Office of the Assistant 
Superintendent/Vice President for Instruction.  Requests should be submitted to the 
Office of the Assistant Superintendent/Vice President for Instruction TWO WEEKS IN 
ADVANCE of the date of departure. 
 
In the case of out-of-state, out-of-country field trips, signed waivers (Release to Hold 
Harmless and Indemnify) are also required of each student.  These waivers, along with 
a list of all making the trip and an itinerary, must be attached to the field-trip form and 
must be filed with the Office of the Assistant Superintendent/Vice President for 
Instruction prior to the field trip. Instructors should consult the division dean if student 
fees are being considered. The instructor must make arrangements with the Cashier's 
Office in Fiscal Services for collection of student fees, if applicable. Instructors are not to 
directly collect fees.  If a College vehicle is desired, a Request for Use of College 
Vehicle must be submitted to Buildings and Grounds.  If chartered transportation is 
desired, a purchasing requisition must be submitted to Purchasing. 
 
See also Use of College Vehicles (507.22). 
 
Office of Primary Responsibility: Instructional Services 
 
NOTE:  This procedure is legally advised.  The language in red ink is recommended from the 
Community College League and legal counsel (Liebert Cassidy Whitmore).  The information in blue ink is 
additional language to consider including in this procedure.  The language in black ink is from current 
Palomar AP 306 titled Field Trips/Off-Campus Classes with no adoption date indicated.  The language in 
aqua ink was made by Instructional Services and the Faculty Senate.  This procedure was reviewed at the 
December 10, 2010 Task Force Meeting. 
 
Date Approved:   
(Replaces current Palomar Procedure 306)  


 








 
Palomar Community College District Procedure AP 4400
  


Instructional Services 
DRAFT as of 12/10/10 


 
AP 4400 COMMUNITY SERVICES 
 
References: 


Education Code Sections 78300 et seq.; 
Title 5 Sections 55002 and 55160(b) 


 
 
Through its Workforce and Community Development Office, the District shall offer 
classes and seminars which meet the civic, vocational, literacy, health, homemaking, 
technical, and general education needs of the community.  These classes and seminars 
should contribute to the physical, mental, moral, economic, and/or civic development of 
the individuals or groups and enrolled in them and may be offered to adults or minors. 
 
Categories for community services courses and seminars include, but are not limited to, 
the fields of visual and performing arts, handicraft, science, literature, nature study, 
nature contacting, aquatic sports, and athletics. 
 
Community services courses shall not be referred to as noncredit.  These courses are 
not for credit and are expected to be financially self-supporting with regard to direct 
costs.  General fund monies will not be expended to establish or to maintain community 
service classes or seminars.  The Workforce and Community Development Office shall 
establish structures and collect fees from students enrolled in community services 
classes and seminars.  These fees will be used to maintain all aspects of the office and 
its operation.  Classes may also be provided for remuneration by contract, or with 
contributions or donations of individuals or groups. 
 
The Workforce and Community Development Office staff will adhere to all current 
District operational and Faculty Senate advisory hiring procedures and policies when 
hiring and paying of staff and contracting for services. 
 
Workforce and Community Development staff will adhere to the following process when 
developing the Community Services Program: 


 Review proposals received from potential instructors 
 Send an email with details (including the proposer’s name) of classes being 


considered to:  Department Chairs, PFF, Faculty Senate, Workforce Advisory 
Group 


o The email will invite questions or concerns regarding proposed classes 
o Issues will be addressed or the proposals will be declined 







 Inform Department Chairs, PFF, Faculty Senate, and members of the Workforce 
Advisory Group prior to submission of board agenda items (by the 2nd Monday of 
the month preceding the Governing Board Meeting) 


 Obtain approval of the Governing Board prior to the publication of the schedule 
 
Office of Primary Responsibility: Instructional Services 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE:  The language in green ink reflects revisions from the Policy and Procedure Task Force Meeting 
on October 15, 2010.  This procedure was reviewed at the December 10, 2010 Task Force Meeting. 


 


Date Approved:  SPC 9/15/09; 
Date Revised:   
  








 


Proposed Palomar Community College District 
Procedure 


AP 7145


  
Human Resources 


DRAFT as of 1/21/11 
 


AP 7145 PERSONNEL FILES 
 
References: 


Education Code Section 87031; 
Labor Code Section 1198.5 


 
 
Personnel files are subject to the provisions in the applicable collective bargaining 
agreement or employee handbooks.  Procedures governing personnel files for employees 
represented by an exclusive bargaining representative, such as the Palomar Faculty 
Federation (PFF) and the Council of Classified Employees (CCE/AFT), are contained in 
the appropriate collective bargaining agreement, and nothing herein applies to such 
employees. 
 
Personnel records are private, accurate, complete, and permanent.  All personnel files 
shall be kept in locked cabinets with access limited to appropriate Human Resource 
Services personnel serving legitimate District purposes.  To ensure privacy, files shall 
not be left open or unattended in unlocked office areas.  Inspection of personnel files by 
authorized individuals shall occur within the Office of Human Resource Services in the 
presence of the Chief Human Resources Officer or designee.  A signed release form 
from the employee is required prior to any third party file access. 
 
Every employee has the right to inspect personnel records pursuant to the Labor Code. 
 
Information of a derogatory nature shall not be entered into an employee's personnel 
records unless and until the employee is given notice and an opportunity to review and 
comment on that information.  The employee shall have the right to enter and have 
his/her own comments attached to any derogatory statement.  The review shall take 
place during normal business hours and the employee shall be released from duty for 
this purpose without salary reduction. 
 
The employee shall not have the right to inspect personnel records at a time when the 
employee is actually required to render services to the District. 
 
Nothing in this procedure shall entitle an employee to review ratings, reports, or records 
that (a) were obtained prior to the employment of the person involved, (b) were 
prepared by identifiable examination committee members, or (c) were obtained in 
connection with a promotional examination or interview. 
 







See BP/AP 3310 titled Records Retention and Destruction 
 
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, December 12, 2008, and reviewed again on February 20, 2009 by the Policy and Procedure Task 
Force.  This procedure was reviewed at the January 21, 2011 Task Force Meeting. 


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


 


 








Palomar Community College District Policy BP 2720
 


Governing Board 
Proposed Revisions as of 1/21/11 


 
 
BP 2720 COMMUNICATIONS AMONG GOVERNING BOARD 


MEMBERS 
 
Reference: 


Government Code Section 54952.2 
 
 
Members of the Governing Board shall not communicate among themselves by the use 
of any form of communication (e.g., personal intermediaries, e-mail, or other 
technological device) in order to reach a collective concurrence regarding any item that 
is within the subject matter jurisdiction of the Governing Board. 
 
A majority of the members of the Governing Board shall not, outside of an official Board 
Meeting, use a series of communications of any kind, directly or through intermediaries, 
to discuss, deliberate, or take action on any item of business that is within the subject 
matter jurisdiction of the Governing Board. 
 
This policy shall not be construed as preventing an employee or official of the District, 
from engaging in separate conversations or communications, outside of a meeting, with 
members of the Governing Board in order to answer questions or provide information 
regarding a matter that is within the subject matter jurisdiction of the Governing Board, if 
that person does not communicate to members of the Governing Board the comments 
or position of any other member or members of the Governing Board. 
 
Except for the conditions of this policy, individual contacts or conversations between 
members of the Governing Board and any other person are not constrained. 
 
 
NOTE:  The language in green ink reflects revisions from SPC on 10/26/2010.  The highlighted language 
was taken directly from Government Code Section 54952.2 at the December 10, 2010 Task Force 
Meeting.  This policy was also reviewed at the January 21, 2011 Task Force Meeting – see re-written last 
paragraph 
 
Date Adopted:  11/13/2007 
Date Revised:   
 
 








 


Palomar Community College District Policy BP 3050
  


General Institution 
DRAFT as of 1/21/11 


 


BP 3050 INSTITUTIONAL CODE OF ETHICS 
 
Reference: 
 Accreditation Standard III.A.1.d 
 
 
The District shall have and uphold a written code(s) of professional ethics for all of its 5 
personnel. 
 
The institution supports a written code of ethics for all of its personnel.  The District is 
committed to the highest ethical standards in furtherance of our mission of education 
and public service: 


 Excellence in teaching, learning, and service 
 Integrity as the foundation for all we do 
 Access to our programs and services 
 Equity and fair treatment of all in our daily interactions 
 Diversity in learning environments, philosophies, cultures, beliefs, and people 
 Inclusiveness of individual and collective viewpoints 
 Mutual respect and trust through transparency, civility, and open 


communications 
 Creativity and innovation in engaging students, faculty, staff, and administrators 
 Physical presence and participation in the community 


 
This policy is aspirational and intended to work with, and shall not supersede, existing 
standards and codes of conduct, as well as relevant provisions in applicable employee 
handbooks and collective bargaining agreements. 
 
Also see BP/AP 2715 titled Code of Ethics/Standards of Practice 
 
 
NOTE:  This policy is legally required because of accreditation standards.  The language in green ink 
reflects revisions/additions made by Human Resource Services. 
 
Date Adopted:  4/14/2009 (Replaces 
current Palomar College Policy 1.3)  
  
 








 
Palomar Community College District Policy BP 3410
  


General Institution 
DRAFT as of 1/21/11 


 
BP 3410 NONDISCRIMINATION 
 
References: 


Education Code Sections 66250 et seq., 72010 et seq., and 87100 et seq.; 
Penal Code Sections 422.55 et seq.; 


 Government Code Sections 11135-11139.5, 12926.1, and 12940 et seq.; 
Title 5 Sections 53000 et seq. and 59300 et seq.; 
Accreditation Standard II.B.2.c 


 
 
The District is committed to equal opportunity in educational programs, employment, 
and all access to institutional programs and activities.  In addition, all students have the 
right to participate fully in the educational process, free from discrimination and 
harassment. 
 
The District, and each individual who represents the District, shall provide equal access 
to its services, classes, and programs without regard to national origin, religion, age, 
sex, gender, gender identity, race, color, medical condition, ancestry, sexual orientation, 
marital status, physical or mental disability, or because he/she is perceived to have one 
or more of the foregoing characteristics, or based on association with a person or group 
with one or more of these actual or perceived characteristics. 
 
No District funds shall ever be used for membership, or for any participation involving 
financial payment or contribution on behalf of the District or any individual employed by 
or associated with it, to any private organization whose membership practices are 
discriminatory on the basis of national origin, religion, age, sex or gender, race, color, 
medical condition, ancestry, sexual orientation, marital status, physical or mental 
disability, or because he/she is perceived to have one or more of the foregoing 
characteristics, or because of his/her association with a person or group with one or 
more of these actual or perceived characteristics. 
 
All courses, including noncredit classes, shall be conducted without regard to the 
gender of the student enrolled in the classes.  As defined in the Penal Code, “gender” 
means sex, and includes a person’s gender identity and gender-related appearance and 
behavior whether or not stereotypically associated with the person’s assigned sex at 
birth.  The District shall not prohibit any student from enrolling in any class or course on 
the basis of gender.  Academic staff, including but not limited to counselors, instructors, 
and administrators shall not offer program guidance to students which differs on the 
basis of gender.  Insofar as practicable, the District shall offer opportunities for 
participation in athletics equally to male and female students. 







 
The District shall from time to time as necessary provide professional and staff 
development activities and training to promote understanding of diversity. 
 
The Superintendent/President shall establish administrative procedures that ensure all 
members of the District community can present complaints regarding alleged violations 
of this policy and have their complaints heard in accordance with the Title 5 regulations 
and those of other agencies that administer state and federal laws regarding 
nondiscrimination. 
 
Also see BP/AP 3420 titled Equal Employment Opportunity, BP/AP 3430 titled Prohibition 
of Harassment, AP 3435 titled Discrimination and Harassment Investigations and Training, 
and BP/AP 7120 titled Recruitment and Hiring 
 
 
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 reflects 
recommendations from Human Resource Services.  This policy was reviewed at the January 21, 2011 Task 
Force Meeting. 
 
Date Approved:   
 








 
Palomar Community College District Policy BP 3420 
  


General Institution 
DRAFT as of 1/21/11 


 
BP 3420 EQUAL EMPLOYMENT OPPORTUNITY 
 
References: 


Education Code Sections 87100 et seq.; 
Title 5 Sections 53000 et seq. 


 
 
The Governing Board supports the intent set forth by the California Legislature to 
assure that effort is made to build a community in which opportunity is equalized and 
community colleges foster a climate of acceptance with the inclusion of faculty and staff 
from a wide variety of backgrounds.  It agrees that diversity in the academic 
environment fosters cultural awareness, mutual understanding, respect, harmony, and 
suitable role models for all students.  The Board therefore commits itself to promote the 
total realization of equal employment through a continuing equal employment 
opportunity program. 
 
In all phases of recruitment and hiring, equal opportunity is afforded to all employees 
and qualified applicants for employment without discrimination on the basis of 
characteristics including, but not limited to: ethnic group identification, race, color, 
national origin, religion, socio-economic status, age, sex, gender, gender identity, 
physical or mental disability, sexual orientation, political affiliation, transgender, marital 
status, veteran status, medical conditions, union membership or on the basis of these 
perceived characteristics, or based on association with a person or group with one or 
more of these actual or perceived characteristics. 
 
The Superintendent/President shall develop, for review and adoption by the Board, a 
plan for equal employment opportunity that complies with the Education Code and Title 
5 requirements as from time to time modified or clarified by judicial interpretation.  The 
Vice President, Human Resource Services is the responsible District officer charged 
with receiving formal complaints of equal employment opportunity violations and 
coordinating the investigation. 
 
 
 From current Palomar Policy 3420 titled Unlawful Discrimination 


 
It is the policy of the Palomar Community College District to offer equal opportunity for 
all persons in all facets of the District’s operations.  Equal opportunity is offered to all 
employees and applicants for employment without regard to these matters including, but 
not limited to ethnic group identification, national origin, religion, age, sex, race, color, 


Comment [IS1]: Adapted from AP 7120.  
Changes made on the advice of counsel. 


Comment [IS2]: This is broader than EEO—EEO 
speaks to employment, not all facets of District 
operations, thus this concept is contained in BP 
3410 Non-Discrimination. 


Comment [IS3]: Contained above and in AP 
7120. 







ancestry, sexual orientation, physical or mental disability, medical condition, marital 
status, political affiliation, veteran status, and protected union activities under EERA in 
any program or activity under California state or federal law or regulation.  The District 
affirms its commitment to non-discrimination in recruitment, screening, testing, 
selection, hiring, compensation, employment benefits, promotion, educational 
opportunities access to programs, work assignments, application of discipline, layoffs, 
recalls, access to grievance procedures, terminations, and all other conditions of 
employment which are provided by District policy, regulation, rule, or practice.  This 
policy is subject to the provisions of any collective bargaining agreement between the 
District and an employee bargaining agent. 
 
The Superintendent/President shall establish administrative procedures to assure equal 
opportunity.  It is the ongoing responsibility of the Governing Board, Superintendent/ 
President, assistant superintendents/vice presidents, deans, directors, chairpersons, 
search committees, and others involved in employment decisions to comply with this 
policy. 
 
Palomar College recognizes and appreciates the benefits of a diverse campus 
community and values the individual distinctions of its staff and students. In support of 
its goal to encourage students to examine their own and other heritages through 
multicultural and interdisciplinary programs, Palomar College seeks to provide positive 
role models for all students and recognizes that diversity in the academic and vocational 
environment fosters cultural awareness, mutual understanding and respect, harmony, 
and creativity. 
 
The Superintendent/President shall establish administrative procedures that ensure all 
members of the college community can present complaints regarding alleged violations 
of this policy and have their complaints heard in accordance with the Title 5 regulations 
and those of other agencies that administer state and federal laws regarding 
nondiscrimination. 
 
No District funds shall be used for membership, or for any participation involving 
financial payment or contribution on behalf of the District or any individual employed by 
or associated with it, to any private organization whose membership practices are 
discriminatory on the basis of ethnic group identification, national origin, religion, age, 
sex, race, color, ancestry, sexual orientation, or physical or mental disability, or because 
he or she is perceived to have one or more of those characteristics. 
 
In so providing, the Palomar Community College District hereby implements the 
provisions of California Government Code sections 11135 through 11139.5, the Sex 
Equity in Education Act (Ed. Code, § 66250 et seq.), Title VI of the Civil Rights Act of 
1964 (42 U.S.C. § 2000d), Title IX of the Education Amendments of 1972 (20 U.S.C. § 
1681), Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. § 794), the Americans 
with Disabilities Act of 1990 (42 U.S.C. § 12100 et seq.) and the Age Discrimination Act 
(42 U.S.C. § 6101). 
 


Comment [IS4]: Contained in BP 3410 Non-
discrimination and AP 7120.   


Comment [IS5]: Paragraph 2 above—and the 
named persons have an obligation to comply with 
ALL policies (not just this one). 


Comment [IS6]: Paragraph 1 above. 


Comment [IS7]: AP will cross-reference EEO 
Plan for complaint processes.  Discrimination 
complaints fall under AP 3435 Discrimination and 
Harassment Investigations.  Title 5 EEO violations 
fall under AP 3420, which cites to the EEO Plan 
(Component 6-Complaint Processes).  So, it’s 
bifurcated: Section 53000, et seq. (EEO) 
complaints are contained in the EEO Plan.  Section 
59300 Discrimination/Harassment complaints are 
cross-referenced in the EEO Plan, but are 
governed under BP 3410, BP/AP 3430 and most 
notable, AP 3435. 


Comment [IS8]: Contained in BP 3410 
Nondiscrimination. 


Comment [IS9]: References portions of this 
policy, as well as BP 3410 Non-Discrimination, AP 
3420 EEO and the EEO Plan.   







Authority: Cal. Code Regs., Title 5, § 59300; Gov. Code, § 11135-11139.5; Ed. Code, § 
66250 et seq.; 42 U.S.C. § 2000d; 20 U.S.C. § 1681; 29 U.S.C. § 794; 42 U.S.C. § 
12100 et seq.; 42 U.S.C. § 6101. 
GB 12-10-02 
 
Also see BP 3410 titled Nondiscrimination, AP 3420 titled Equal Employment Opportunity, 
AP 3435 titled Discrimination and Harassment Investigations and Training, BP 7100 titled 
Commitment to Diversity, BP/AP 7120 titled Recruitment and Hiring, and the District’s 
Equal Employment Opportunity (EEO) Plan 
 
 
NOTE:  The red ink signifies language that is legally required.  The information in black ink is current 
Palomar College Policy 3420 titled Unlawful Discrimination adopted on 12-10-02.  The language in green ink 
reflects recommendations from Human Resource Services.  This policy was reviewed at the January 21, 
2011 Task Force Meeting. 
 


Date Adopted:    
 








 
Palomar Community College District Policy BP 3505
 


General Institution 
DRAFT as of 1/21/11 


 
BP 3505 EMERGENCY RESPONSE PLAN 
 
References: 


Education Code Sections 32280 et seq. and 71095; 
Government Code Sections 3100 and 8607(a); 
19 California Code of Regulations (CCR) Sections 2400-2450; 
National Fire Protection Association 1600; 
Homeland Security Act of 2002; 
Homeland Security Presidential Directive-5; 
Executive Order S-2-05 


 
 
The Superintendent/President shall establish procedures that ensure that the District 
implements a plan to be activated in the event of an emergency, or the occurrence of a 
natural disaster or hazardous condition.  This plan must comply with the National 
Incident Management System (NIMS), the Standardized Emergency Management 
System (SEMS) and should incorporate the functions and principles of the Incident 
Command System (ICS), the Master Mutual Aid Agreement (MMAA) and any other 
relevant programs. 
 
District personnel must be informed that as public employees, they are also disaster 
service workers during national, state, and local emergencies.  The District must ensure 
that its employees are in compliance with the disaster service worker oath 
requirements. 
 
 
----------------------------------------------------------------------------------------------------------- 
NOTE:  The red ink signifies language that is legally advised.  This language in green ink was 
recommended by the CC League and the League’s legal counsel in Update #16 disseminated to districts in 
late spring 2009.  This policy was reviewed by the Finance and Administrative Services Office in November 
2010.  This policy was reviewed at the December 10, 2010 and January 21, 2011 Task Force Meetings. 
 


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


 


 








 
Palomar Community College District Policy BP 3600
 


General Institution 
DRAFT as of 12/10/10 


 
BP 3600 AUXILIARY ORGANIZATIONS 
 
References: 


Education Code Sections 72670 et seq.; 
Title 5 Sections 59250 et seq.; 
Government Code Sections 12580 et seq. 


 
 
The District does not currently have any auxiliary organizations.  The Governing Board 
retains the authority to recognize and approve auxiliary organizations established for the 
purpose of providing to the District any and all supportive services, specialized 
programs and functions identified in Title 5 at any time in the future. 
 
In the event the District wished to establish an auxiliary organization, the 
Superintendent/President shall establish the administrative procedures necessary to 
fully comply with California law relating to auxiliary organizations, and to submit this 
policy and those procedures to the California Community Colleges Chancellor’s Office 
as required by law.  At a minimum, the procedures shall address the subjects required 
by Title 5. 
 
Recognition and establishment of auxiliary organizations shall include a public hearing 
on the recommendation to  recognize or establish an auxiliary organization; Governing 
Board approval of the auxiliary organization; and approval of a written agreement 
between the District and the auxiliary organization describing the services, programs or 
functions to be performed.  All such written agreements shall comply fully with the 
requirements of Title 5 Section 59257(j). 
 
 
---------------------------------------------------------------------------------------------------------------------------- 
NOTE:  The red ink signifies language that is legally required.  The language in green ink is 
recommended by the Finance and Administrative Services Office.  This policy was reviewed at the December 
10, 2010 Task Force Meeting. 
 


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


 


 








 
Palomar Community College District Policy BP 3820
 


General Institution 
DRAFT as of 12/10/10 


 
BP 3820 GIFTS, DONATIONS, AND BEQUESTS 
 
Reference: 


Education Code Sections 72122 
 
The Governing Board shall consider all gifts, donations and bequests made to the 
District.  The Board reserves the right to refuse to accept any gift, donation, or bequest 
which does not contribute toward the goals of the District, or the ownership of which 
would have the potential to deplete resources of the District.  Acceptance shall not be 
considered endorsement by the District of a product, enterprise, or entity. 
 
Acceptance and recognition of substantial financial donations to the District for the 
naming of buildings, facilities, and other areas on District property is addressed in AP 
3830 titled Naming of Facilities. 
 
In no event shall the District accept a gift, donation or bequest from any donor who 
engages in practices or policies which discriminate against any person on the basis of 
race, sex (i.e., gender), color, religion, national origin, age, disability, or sexual 
preference; or when the stated purposes of the donation are to facilitate such 
discrimination in providing educational opportunity. 
 
 From current Palomar College Policy 7.12 titled Gifts and Donations (86-


11777) 
 
The Board may accept gifts and donations on behalf of and in the name of the District.  
The Governing Board of the Palomar Community College District delegates to the 
Superintendent/President its authority to accept any cash gift made to the College for 
scholarship purposes with the provision that a report of such donations be presented to 
the Board for review on a monthly or quarterly basis, depending upon the frequency of 
receipt of these donations. EC 72241  GB 5-26-87 
----------------------------------------------------------------------------------------------------------- 
NOTE:  The red ink signifies language that is legally advised.  The language in black ink is current 
Palomar College Policy 7.12 titled Gifts and Donations adopted on 5-26-87.  The language in green ink is 
recommended by Finance and Administrative Services.  This policy was reviewed at the December 10, 2010 
Task Force Meeting. 
 


Date Adopted:   
(Replaces current Palomar College Policy 
7.12) 


 


 








 
Palomar Community College District Policy BP 4005
  


Instructional Services 
DRAFT as of 12/10/10 


 
BP 4005 FORMAL COMMUNICATION OF MATTERS OF 


INSTRUCTION 
 
References: 


 No references 


 
 
 From current Palomar College BP 3.05 titled Formal Communication of 


Matters of Instruction 
 
In matters relating directly to instruction, the faculty member involved, the department 
chairperson/director, the division dean, and the Assistant Superintendent/Vice President 
for Instruction should be contacted, preferably in that order. 
 
 
NOTE:  This is a policy unique to Palomar College.  The information in black ink is current Palomar 
College Policy 3.05 titled Formal Communication of Matters of Instruction with no date.  This policy was 
reviewed by the Policy and Procedure Task Force on October 15, 2010.  This policy was reviewed and 
approved at the December 10, 2010 Task Force Meeting. 
 
Date Adopted:   
(Replaces current Palomar Policy 3.05)  
 








 
Palomar Community College District Policy BP 4040
  


Instructional Services 
DRAFT as of 1/21/11 


 
 
BP 4040 LIBRARY AND OTHER INSTRUCTIONAL SUPPORT 


SERVICES 
 
Reference: 
 Education Code Section 78100 
 
 
The District shall have library services and other instructional support services that are 
an integral part of the educational program. 
 
 
 From current Palomar College BP 301 titled Educational Materials 


 
The selection of educational materials and other learning resources is a professional 
responsibility of the administration and faculty of the College. 
 
 
NOTE:  This policy is legally required.  The language in red ink is recommended from the Community 
College League and legal counsel (Liebert Cassidy Whitmore).  The language in black ink is from current 
Palomar College Policy 301 titled Educational Materials with no date.  The language in green ink reflects 
recommended additions made at the Policy and Procedure Task Force Meeting on October 15, 2010.  
This policy was reviewed at the December 10, 2010 and January 21, 2011 Task Force Meetings. 
 
Date Adopted:   
(Replaces current Palomar College Policy 
301) 


 


 








 
Palomar Community College District Policy BP 4235
  


Instructional Services 
DRAFT as of 1/21/11 


 
 
BP 4235 CREDIT BY EXAMINATION 
 
Reference: 
 Title 5 Section 55050 
 
 
Credit may be earned by students who satisfactorily pass authorized examinations.  The 
Superintendent/President shall consult with the Faculty Senate and rely primarily on the 
recommendations of the Faculty Senate to establish administrative procedures to 
implement this Board Policy. 
 
 
 From current Palomar College BP 415 titled Credit by Examination 


 
In order to permit students to demonstrate that they have met the objectives of a course 
through experience in the work place, foreign language proficiency, or some other 
process outside the conventional academic setting, students may earn credit by 
receiving a passing grade on an examination administered by the appropriate 
instructional department/program.  The completion of Credit by Examination may 
require the demonstration of other skills or the completion of assignments in addition to 
an examination. 
 
Not all courses listed in the catalog may be eligible for Credit by Examination.  The 
determination of which courses in a discipline may be taken by examination is made by 
that department/program.  The Department Chair/Director will determine whether or not 
a student requesting Credit by Examination is sufficiently well prepared to warrant being 
given this opportunity.  This determination is based upon a review of previous course 
work or experience. 
 
The following rules apply to earning Credit by Examination: 


 The examination must be reviewed and approved by the Department 
Chair/Director prior to its administration.  Completed examinations must remain 
on file in the department/program for three years. 


 A maximum of fifteen (15) units earned at Palomar College or elsewhere through 
Credit by Examination may be applied towards completing an Associate in Arts 
degree, general education transfer certification or vocational certificate program 
at Palomar College.  (The Department of Nursing Education’s Credit by 
Examination Policy may be obtained from the Nursing Education Department 
Office.  A maximum of 20 units may be obtained through credit by examination.) 







 The student's transcript will clearly identify all courses taken Credit by 
Examination. Courses attempted through Credit by Examination are graded on a 
Credit/No Credit basis.  The student must earn the equivalent of a "C" or better to 
earn a grade of Credit. 


 Credit by Examination may not be attempted for a course more than once. 
 Credit by Examination may be taken for a course when a student has previously 


received credit for a more advanced course only with the approval of the 
Department Chair/Director and Division Dean. 


 Courses in Nursing Education may be taken Credit by Examination only under 
the rules of the Board of Registered Nursing. 


 A student must be currently enrolled in at least one credit course at Palomar 
College, excluding Credit by Examination, and may not be on probation or 
dismissal status when applying for Credit by Examination. 


 If no units are completed (with a grade other than "W"), the Credit by 
Examination petition will not be processed. No fees will be refunded. 


 The student must pay the same fees or non-resident tuition required of a regular 
course to take Credit by Examination. 


 The process of Credit by Examination must be completed prior to the end of the 
current semester or session.  Failure to complete the process within that time 
period will result in a grade of No Credit for the course. 


 Credit by Examination will be recorded on the student's permanent record only if 
departmental and institutional procedure has been followed. 


 
Students wishing to take a course via Credit by Examination are encouraged to 
informally discuss the matter with the Department Chair/Director and instructor prior to 
initiating the formal process. 
 
GB 6-6-79, GB Rev. 6-28-94, GB Rev. 6-13-00 
 
 
NOTE:  This policy is legally required.  The language in red ink is recommended from the Community 
College League and legal counsel (Liebert Cassidy Whitmore).  The language in black ink is current 
Palomar College BP 415 titled Credit by Examination dated 6-6-79, 6-28-94, and 6-13-00.  The language 
in purple was added by the Faculty Senate on 11-9-10.  This policy was reviewed at the December 10, 
2010 and January 21, 2011 Task Force Meetings. 
 


Date Adopted:   
(Replaces current Palomar College Policy 
415) 
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BP 4240 ACADEMIC RENEWAL 
 
Reference: 
 Title 5 Section 55044 
 
 
Previously recorded substandard academic performance may be disregarded if it is not 
reflective of a student's demonstrated ability.  The Superintendent/President shall 
consult with the Faculty Senate and rely primarily on the recommendations of the 
Faculty Senate to establish procedures that provide for academic renewal. 
 
 
 From current Palomar College BP 419 titled Academic Renewal 


 
Academic Renewal (77-6793, 93-16344, 00-20695) 
Philosophy.  Palomar Community College District is committed to meeting the 
educational needs of all its citizens.  Open entry encourages students of varied 
educational backgrounds to pursue their individual goals.  Palomar's commitment to all 
students increases the likelihood of enrolling those who have failed in the past but who 
have shown their readiness to try again.  To reduce the negative impact of past 
academic failure and to facilitate fair and equitable treatment of all students in pursuit of 
their academic goals, Palomar Community College District supports Academic 
Renewal. 
 
A student may request that 30 units of previous course work taken at Palomar College 
or any other institution be disregarded when computing grade point average (GPA)*.  
Course work not to be counted must include the entire semester or term. Subject, but 
not unit, credit will be allowed for work completed satisfactorily (A, B, or C) during 
disregarded terms.  Academic Renewal cannot be used to set aside semesters 
containing course work that has been used to meet degree, certificate, or certification 
requirements. 
 
*NOTE:  Not all four-year institutions accept Academic Renewal. 
 
Rev. GB 4-26-94, 7-10-01 
 
 
NOTE:  This policy is legally required.  The language in red ink is recommended from the Community 
College League and legal counsel (Liebert Cassidy Whitmore).  The language in black ink is current 







Palomar College Policy 419 titled Academic Renewal dated 4-26-94 and 7-10-01.  The language in 
purple was added by the Faculty Senate on 11-9-10.  The language in green was added by Herman Lee.  
This policy was reviewed at the December 10, 2010 Task Force Meeting. 
 
Date Adopted:   
(Replaces current Palomar College Policy 
419) 


 


 








 
Proposed Palomar Community College District 
Policy 


BP 7330


  
Human Resources 


DRAFT as of 1/21/11 
 


BP 7330 COMMUNICABLE DISEASE 
 
References: 


Education Code Sections 87408, 87408.6, and 88021; 
California Code of Regulations Title 8 Section 5193; 
29 Code of Federal Regulations 1910.1030 


 
 
The intent of this policy is to protect public health from diseases that could be 
transmitted via the scope/nature of the position and not to discriminate against 
individuals. 
 
All applicants for positions shall affirm, via medical certificate, that they are free from 
communicable diseases, including but not limited to active tuberculosis, that could be 
transmitted via activities reasonably within the scope of the position.  Employees shall not 
commence employment service until such medical certificate has been provided to the 
District. 
 
An applicant’s having a communicable disease does not automatically disqualify the 
applicant from employment unless it poses a significant risk to the health and safety of 
others and that risk cannot be eliminated through reasonable accommodation.  For 
applicants with communicable diseases who request accommodation, the District shall 
make a determination as to reasonableness consistent with applicable state and federal 
laws and the District’s Equal Employment Opportunity and Nondiscrimination policies and 
procedures.  Also see BP/AP 3420 titled Equal Employment Opportunity and BP 3410 
titled Nondiscrimination. 
 
The District also recognizes the potential danger to certain employment groups from 
occupational exposure to blood-borne pathogens, and offers information, vaccinations and 
blood tests for such groups consistent with applicable law.  Procedures governing 
bloodborne pathogens are as outlined in the District’s Bloodborne Pathogens Plan, which 
is available through Environmental Health and Safety. 
 
 


 From current Palomar Policy 104 titled AIDS (87-12100) 
 
Palomar College will not discriminate against persons with Acquired Immunodeficiency 
Syndrome (AIDS), AIDS-related-complex, or individuals having a positive test for HIV 







antibodies in terms of admission to the College, student status, participation in 
educational programs and related campus activities, or in decisions of employment 
status. 
 
If circumstances warrant special accommodations or assignment, actions will be taken 
only after confidential consultations with the person involved, appropriate campus 
administrators, and experts from the medical community. 
 
Palomar College will provide to staff and students educational opportunities to increase 
knowledge and awareness of AIDS, its related conditions, and methods of prevention. 
GB 11-24-87 
 
Also see BP/AP 5210 titled Communicable Disease (related to students) as well as AP 
7336 titled Certification of Freedom from Tuberculosis 
 
 
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 black ink is current Palomar Policy 104 
titled AIDS adopted on 11-24-87.  The language in green ink reflects revisions/additions made by Human 
Resource Services.  This policy was reviewed at the January 21, 2011 Task Force Meeting. 


 
Date Adopted:   
 







